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Policy & Procedures Documents. 
 

The following Policy Documents are available in the Principalôs Office ; 

 

1. Child Protection Policy & Procedure. 

2. Administration of Medication Policy. 

3. Children First : National Guidance for the Protection & Welfare of Children. 

4. Fire ï Emergency Evacuation Plan. 

5. Hygiene & Infection. 

6. Hepatitis B & Other Vaccines ( Currently suspended ). 

7. Extra Curricular Activities. 

8. Infectious Diseases ( Health Services Executive ( HSE ) Guide for Schools. 

9. Personal Protective Equipment. 

10. First Aid. 

11. Challenging Behaviour. 

12. Accident ( Report ) Procedure. 

13. Dignity, Respect and Equality in the Workplace (School Policy on Anti-Bullying, 

Sexual Harassment Policy ). 

14. Stress in the Workplace. 

15. Staff Working Alone. 

16. Health & Safety at Work when Pregnant. ( See Section 26 in Safety Statement ). 

17. Crisis Response Plan. 

18. Policy on School Outings. 

19. Vetting Policy. ( Dept Procedures Guidelines ) 

20. Safe Practice Guidelines. 

 

 

 

The School will develop Policies & Procedures in relation to the following : 

 

¶ Transport & Driving. ( See Section 23 of Safety Statement ) 

¶ Manual Handling of Loads / Student Handling & Moving. 

¶ Arrangements for Visitors / Contractors. ( See Page 32 of Safety Statement ) 

¶ Use of Mobile Phones. ( See Section 28 of Safety Statement ) 

¶ Substance Abuse Policy. 

¶ Internet & Acceptable Use Policy ï Students & Staff. 
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GENERAL POLICY STATEMENT  

ON 

RISK ASSESSMENT. 

 

ÁBALTA Special School is committed to achieving and maintaining high standards of health 

and safety for all Staff, Students, Visitors and others.  To do this requires (1) the 

identification of hazards which threaten health and safety, (2) assessment of the risks which 

these hazards pose, and, (3) putting in place control measures which, as far as is reasonably 

practicable, will protect against them.  This process is termed ñrisk assessmentò. 

 

Risk Assessments will be carried out periodically as a check on our performance in safely 

managing the work undertaken and protecting health. These checks will involve the building 

structure, the equipment in use and the methods of operation we employ.  Risk Assessments 

will be carried out by Management but it is essential that all employed by the School fully 

participate in the process, co-operate and contribute to the process. 

 

Our objective is to endeavour to provide a safe and healthy environment for all our Staff, to 

meet our statutory obligations to Students, Customers, Contractors, and any member of the 

Public that may be affected by our operation.  It is vital that you, the Staff, read this 

document carefully, understand your role and be fully aware of the overall arrangements for 

Health and Safety in the School. 

 

Safety is a condition of employment in ÁBALTA Special School and non-compliance with 

Health & Safety Policy is subject to the Disciplinary Procedures in the school. Failure to 

comply may result in disciplinary action and / or prosecution. 

 

It is intended that this document will be a working document which will be amended from 

time to time to take into account the introduction of new equipment and any changes in work 

practices.  A Consultation process will be put in place which may help to improve our 

approach to Safety, Health and Welfare in the Workplace.  You are encouraged to ensure that 

this process is a success. 

 

The Safety Statement will be reviewed on an annual basis or more often if considered 

necessary. 

 

 

Signed ______________________________  

                     (  Ita Fitzgibbon  ) 

 

Chairperson, Board of Management, ÁBALTA Special School. 

 

 

Date : ______________  
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Safety, Health & Welfare Organisation 

And 

Allocated Responsibilities. 

 
 

Health & Safety in ÁBALTA Special School is everybodyôs responsibility. In order to ensure 

a corporate approach and to encourage a positive health and safety culture, Management has 

established an organisational structure where responsibility has been delegated to School 

personnel. A co-ordinated approach to these issues will best ensure a constructive and 

successful safe and healthy work environment. 

 

The overall responsibility for a safe workplace, safe work practices and safe systems of work 

is vested in : 

 

 

 

_______________________________ Chairperson 

(          Ita Fitzgibbon         ) 

 

Board of Management. 

 

 

His/ Her overall responsibilities are outlined on Pages 8 - 9 of this Safety Statement and are 

expanded on the following pages. He / she may delegate to the named person below : 

 

 

 

 

________________________________ Principal 

                   (  Maura Madden ) 

 

Her health & safety duties and responsibilities are outlined on page 10 - 11 of this Safety 

Statement. 
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Chairpersonôs Health & Safety Responsibilities. 

 
Â To develop and co-ordinate health, safety and welfare policy within ÁBALTA Special 

School. 

 

Â To delegate ( if appropriate ) responsibility for the implementation of the Policy. 

 

Â To provide a safe place of work, safe work practices and safe work systems. 

 

Â To carry out safety audits, as necessary, in the workplace on a continual basis. 

 

Â To carry out risk assessments in order to identify hazards, assess the risks these pose and 

to put in place control measures to eliminate or reduce these risks so far as is reasonably 

practicable. 

 

Â To inform him / herself of changes in legislation and regulations under the Safety, Health 

& Welfare at Work Act 2005. 

 

Â Investigate or have Accidents and Dangerous Occurrences investigated promptly. 

 

Â To maintain Records as necessary under the Act and the Regulations. 

 

Â Report or have Accidents and Dangerous Occurrences reported to the Health & Safety 

Authority as required under the Act and the Regulations. 

 

Â Facilitate a Consultative Process within the school activities. 

 

Â Include Health & Safety issues in the school Disciplinary Procedures. 

 

Â Establish an adequate Health & Safety Budget to facilitate and implement a safety 

awareness culture within the school. 

 

Â Encourage all Staff to participate in safety awareness programmes throughout the year. 

 

Â Develop training courses and programmes on health & safety issues to ensure that 

accident prevention is to the fore. 

 

Â To be aware of and to inform his / her Staff of Fire / Emergency Evacuation Plan within 

the premises where the activities are being carried on. 

 

Â Develop Health & Safety Induction training for new Staff. 

 
Â To have safety, health & welfare policy in ÁBALTA Special School implemented. 
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Â Develop, co-ordinate and ensure the Consultative Process in the School. 

 

Â Keep the Safety Policy and Safety Statement under continuous review throughout the 

year. Amend and revise as necessary. 

 

Â Ensure that adequate supplies of PPE are provided in the School. 

 

Â Ensure that Staff comply with the use of the PPE provided. 

 

Â Replace damaged, torn, ineffective PPE without delay.  

 

Â Record the supply & control of suitable and required PPE to Staff. 

 

Â Ensure there is an adequate supply of first aid materials and record issues and receipts in 

Accident Book. 

 

Â Arrange for the contents of the Safety Statement to be brought to the attention of all Staff 

and get signatures of Staff on Safety Statement. 

 

Â Answer queries from Staff on issues of health, safety & welfare as appropriate. 

 

Â Keep all Staff informed on all matters pertaining to safety, health & welfare in ÁBALTA 

Special School. 

 

Â Comply with the Disciplinary Procedures in health & safety matters. 

 

Â Compile Reports as necessary. 
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Principalôs Responsibilities 

In issues of 

Health & Safety. 

 
Â To implement safety, health & welfare policy in ÁBALTA Special School. 

 

Â To delegate ( if appropriate ) responsibility for the implementation of the Policy. 

 

Â Develop, co-ordinate and ensure the Consultative Process of the School. 

 

Â Bring representations on health & safety from Staff to the Board of Management. 

 

Â Establish close liaison with the Safety Representative / Safety Committee, where relevant. 

 

Â Develop Health & Safety Induction training for new Staff Members. 

 

Â Facilitate Safety Meetings on a regular basis, where relevant. 

 

Â Keep the Safety Policy and Safety Statement under continuous review throughout the 

year. Amend and revise as necessary. Keep Board of Management informed. 

 

Â Carry out Fire / Emergency Evacuation Plan rehearsals throughout the year and record the 

results. 

 

Â Ensure that adequate supplies of PPE are provided by ÁBALTA Special School. 

 

Â Ensure that Staff comply with using the PPE provided. 

 

Â Replace damaged, torn, ineffective PPE without delay.  

 

Â Record the supply & control of suitable and required PPE to Staff. 

 

Â Ensure there is an adequate supply of first aid materials and record issues and receipts in 

Accident Book. 

 

Â Ensure that all fire fighting equipments are in good working order and are inspected and 

certified on an annual basis or as deemed necessary. 

 

Â Arrange for the contents of the Safety Statement to be brought to the attention of all Staff 

and get signatures of Staff on Safety Statement. 

 

Â Answer queries from Staff on issues of health, safety & welfare as appropriate. 
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Â Keep Board of Management informed on all matters pertaining to safety, health & 

welfare in the School. 

 

Â Comply with the School Disciplinary Procedures in health & safety matters. 

 

Â Investigate, on behalf of the Board of Management, any accident, dangerous occurrence, 

near miss, loss or damage occurring on the School premises in association with the Safety 

Representative and / or Safety Committee. 

 

Â Compile Reports for the Board of Management. 

 

Â Review all such Reports and amend Procedures or Safe Work Practice Sheets as 

necessary. 

 

 

 

 

Implementation of Control Measures. 

 
The implementation of Control Measures is delegated as follows : 

 

 

Chairperson, Board of Management 
 

Ź 

 

Principal, ÁBALTA Special School 

 

Ź 

 

Administrative Staff, Teachers of various Classes  
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Resources. 

 
ÁBALTA Special School commits itself to providing safe places of work, safe work 

practices, safe systems of work and competent Staff. This is outlined in the Policy Statement 

at the beginning of this Safety Statement. Considerable resources of different types have been 

and will continue to be expended in achieving our aims and objectives. A co-ordinated 

constructive approach to safety and health is necessary to attain a workplace which is safe 

and without risk to the health of all Staff. 

 

Resources committed to this end include : 

 

Á Finance. 

Á Time. 

Á Training. 

Á Consultation. 

Á Personal Protective Equipment ( PPE ). 

Á Monitoring workplace practices. 

Á Monitoring compliance with procedures and the proper use of PPE provided. 

Á Accident / Incident and Dangerous Occurrences Investigation with a view to 

identifying and addressing the cause. 

 

ÁBALTA Special School expects all itôs Staff to co-operate with Management, and one 

another, to ensure an accident free environment and record. Suggestions from groups and 

individuals are welcome as to how best manage Safety, Health & Welfare in ÁBALTA 

Special School. 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Created by Q-West Consultants.  

Safety Statement for ÁBALTA Special School, Parkmore East Business Park, Parkmore, Galway.   

 

Date of Issue :  
June 2012. 

Ref. No. Prepared by : 

Q-West Consultants 

Approved by : 
Chairperson, Board of Management 

Revision No  

 

 

13 

Allocation of Specific Responsibilities. 
 

 

 

Number Area of Responsibility Name of Person 

Responsible. 
1 Training  

 

 

2 Fire Safety 

 

 

3 Personal Protective Equipment 

  

 

4 Internal Health & Safety Audits  

 

 

5 First Aid  

 

 

6 Maintenance 

 

 

7 Chemical 

 

 

8 Evacuation Procedures and Rehearsals 

 

 

9 Health & Safety Consultation Meetings 

 

 

10 Accident / Incident & Dangerous 

Occurrences Investigation and Reports 
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The Safety, Health and Welfare at Work Act 2005. 
 

General Duties. 

 

The aim of all health and safety law is to prevent accidents and protect health.  This is 

summarised in the key Sections of the Act. The Act sets out : 

 

ü The requirements for the control of safety and health at work. 

 

ü The management, organisation and the systems of work necessary to achieve those 

goals. 

 

ü The responsibilities and the roles of Employers, the Self-employed, Staff and Others. 

 

ü The procedures needed to enforce and ensure that the goals are met.  

 

The Act requires an input from all employed persons since safety is everybodyôs 

responsibility. A process of consultation between Employer and Employee is necessary in 

order to provide a safe place of work, safe work practices and systems and, competent Staff. 

 

Safety, Health and Welfare are paramount in ensuring these goals. The use and application of 

commonsense, remaining focused and supervision of activities will go a long way in 

achieving an accident free enterprise. 

 

The Act details the duties and responsibilities of Employers and Staff. Included in these 

duties are Self-employed persons, Persons who have control over places of work, 

Manufacturers, Importers and Suppliers of equipments, machinery, articles or substances 

which are used at work. Also included under ñSuppliersò are Designers, Installers and 

Erectors. 
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General Duties of Employers 

 
Employers ( including Self-employed persons ) are primarily responsible for creating and maintaining 

a safe and healthy workplace. The Employerôs duties include : 

 

ü To manage and conduct all work activities in order to ensure the safety, health and welfare of 

persons at work. This includes the prevention of improper conduct or behaviour among Staff 

likely to result in Staff being put at risk e.g. bullying and harassment, horseplay etcé 

 

ü To design, provide and maintain a safe place of work that has safe access and egress, and 

utilises plant and equipment which is safe and without risk to health. 

 

ü To prevent risks to health and safety from the use of any articles or substance, or from 

exposure to physical agents, noise, vibration and ionising or other radiations. 

 

ü To plan, organise, perform, maintain and, where appropriate, revise systems of work which 

are safe and without risk to health. 

 

ü To provide and maintain welfare facilities for Staff at the workplace. 

 

ü To provide information, instruction, training and supervision regarding safety and health to 

Staff, which must be in a form, manner and language that they are likely to understand. 

 

ü To co-operate with other Employers who share the workplace so as to ensure that safety and 

health measures apply to all Staff ( including fixed-term and temporary workers ) and to 

provide Staff with all relevant safety and health information. 

 

ü To provide appropriate protective equipment and clothing to Staff. 

 

ü To appoint one or more competent persons to specifically advise the Staff on compliance with 

the health and safety legislation. 

 

ü To prevent risks to other persons at the place of work. 

 

ü To ensure that ñreportableò accidents and dangerous occurrences are reported to the Health & 
Safety Authority. 

 

ü To prepare Risk Assessments and Safety Statements. 

 

ü To prepare and revise adequate plans and procedures to be followed in the event of an 

emergency and carry out drills on same. 

 

ü To obtain, where necessary, the services of a competent person to assist in ensuring the 

safety, health and welfare of his / her Staff.  

 

 

 



Created by Q-West Consultants.  

Safety Statement for ÁBALTA Special School, Parkmore East Business Park, Parkmore, Galway.   

 

Date of Issue :  
June 2012. 

Ref. No. Prepared by : 

Q-West Consultants 

Approved by : 
Chairperson, Board of Management 

Revision No  

 

 

16 

General Duties of Staff 

 
Staff ( including full or part-time, permanent or temporary, regardless of any employment or 

contractual arrangement they may have ) also have duties and responsibilities under the Act. Staff 

must : 

 

ü Comply with all relevant current health & safety legislation. 

 

ü Take reasonable care to protect themselves and any other person who may be affected by their 

acts or omissions at work. 

 

ü Not be under the influence of any intoxicant, such as alcohol or drugs or a combination of 

both, to the extent that they could be a danger to themselves or others while at work. 

 

ü If reasonably required by his or her Employer, submit to any appropriate, reasonable and 

proportionate tests, by or under the supervision of a registered medical practitioner who is a 

competent person, as may be required by Regulations made under the 2005 Act. 

 

ü Co-operate with their Employer or appointed other person with regard to safety, health & 

welfare at work. 

 

ü Not engage in any improper conduct or behaviour such as violence, bully or horseplay, which 

could endanger the safety and health of another person at work. 

 

ü Participate in safety and health training provided by their Employer. 

 

ü Make proper use of all machinery, tools, articles, substances etcé and use all personal 
protective equipment ( PPE ) provided for use at work. 

 

ü Report any defects in the place of work, equipment etc.. which might endanger safety and 

health. 

 

ü Report dangerous work practices and systems to the Employer. 

 

ü Report any breaches of health and safety legislation which he / she becomes aware of and 

which is likely to endanger themselves or any other person. 

 

ü Not intentionally or recklessly interfere with, misuse or damage any thing provided under 

health and safety legislation or provided to protect persons at work directly or indirectly. 

 

 

Staff are expected to be fully conversant with their responsibilities under the 

Act and to comply with all relevant health and safety instructions. A co-ordinated, 

pro-active approach to these issues is essential to ensure that ÁBALTA Special School 

will achieve itôs objectives. 
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General Duties of Persons in Control of Places of Work 

 
Persons who have control over : 

 

Á A non-domestic place of work that has been made available to the Staff of another 

person, 

Á The means of access to and egress from that place of work, or 

Á Any article or substance provided for use at that place of work ( other than Staff of 

the person in control 

 

Has the duty to ensure, so far as is reasonably practicable, that  

 

ü The place of work,  

ü Access to it and egress from it, and  

ü Any article or substance so provided,  

 

are safe and without risk to health. 
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General Duties of Other Persons. 
 

The Act places duties on any person who designs, manufactures, imports or supplies any 

article used at work to ensure, so far as is reasonably practicable, that : 

 

ü The article is designed and constructed so that it can be used safely and without risk 

to health at work, 

ü It complies with any relevant legislation which implements a Directive of the 

European Union, and 

ü The article is properly tested and examined so as to meet such requirements. 

 

 

The person must also provide information and any updating information about the safe use of 

the article to any person he / she supplies the article to. The information must relate to the use 

for which the article has been designed, manufactured or tested and must include information 

on : 

 

ü The safe installation,  

ü Use,  

ü Maintenance,  

ü Cleaning,  

ü Dismantling, or  

ü Disposal without risk to safety or health. 

 

A person who erects, assembles or installs an article for use at a place of work must ensure 

that there is nothing in the way in which it is erected, assembled or installed that makes it 

unsafe or a risk to health, so far as is reasonably practicable. 
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Consultation  

and  

Safety Representation. 
 

 

Employers have the duty to consult his / her Staff in order to make and maintain 

arrangements to enable the Employer and the Staff to co-operate in the promotion and 

development of safety, health & welfare and to monitor the effectiveness of measures put in 

place. 

 

Staff have the right to make representations to and consult with their Employer on matters 

relating to their safety, health and welfare. 

 

The Employer is obliged to consider any representations made by his / her Staff regarding 

safety, health & welfare, and, so far as is reasonably practicable, to take any 

appropriate or necessary action.  

 

In addition to the above this Section affords rights to Staff as follows : 

 

¶ To make representation to and to consult with their Employer on matters of safety, 

health and welfare in their place of work. 

¶ To select a Representative from amongst their workforce to represent them on matters 

of safety, health and welfare in their place of work. 

 

The Safety Representative for ÁBALTA Special School is : ____________________ 

 

The Safety Officer for the School is :  ________________________ 

 

 

Representation Chain 
 

Chairperson, Board of Management 

ŷ 
Principal  

ŷ 

Safety Representative / Safety Committee 

ŷ 

Teachers / Individual Staff Members 
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Safety Representative. 
 

Once the Safety Representative has been selected and agrees to act for the workforce, he/she 

assumes certain rights.  It is emphasised that these are rights and not additional duties. 

 

¶ Subject to prior reasonable notice to the Employer and to agreement between the 

Safety Representative and the Employer as to frequency, the right to carry out 

inspections on the whole or part of the place of work or immediately, in the event of 

an accident, dangerous occurrence or imminent danger or risk to safety, health & 

welfare of any person. 

¶ The right to investigate accidents and dangerous occurrences provided that he does 

not interfere with or obstruct the performance of any statutory obligation required to 

be performed by any person under any of the relevant statutory provisions, 

¶ Subject to prior notice to the Employer, the right to investigate potential hazards and 

complaints made by any Employee, 

¶ The right to accompany HSA Inspector on any tour of inspection other than one 

relating to investigating an accident, 

¶ The right to accompany an Inspector, at the discretion of the Inspector, who is 

carrying out an investigation. 

¶ At the discretion of the Inspector concerned, where an Employee is being interviewed 

by the Inspector with respect to an accident or dangerous occurrence, the right to 

attend the Interview where the Employee so requests. 

¶ The right to make representations to an Employer on any aspects of safety, health and 

welfare at work, 

¶ The right to make oral or written representations to Inspectors on matters of safety, 

health and welfare at work, including the investigation of accidents or dangerous 

occurrences, 

¶ The right to receive advice and information from HSA Inspectors on matters of safety, 

health and welfare at work, 

¶ Consult & liaise with any other Safety Reps on safety, health & welfare at work, who 

may be appointed in the project whether or not those other Safety Reps work in the 

same place of work, in different places of work under the control of the Employer or 

at different times at the place of work. 

¶ The Employer shall afford the Safety Representative such time off from his/her duties 

as may be reasonable, without loss of pay, to enable him/her to acquire the knowledge 

necessary to discharge his functions as safety representative, and, 

¶ To discharge his/her functions as safety representative. 

¶ To be informed when an Inspector attends the place of work for the purpose of an 

inspection. 

¶ Arising from his/her functions the Safety Representative shall not be placed at any 

disadvantage in relation to his/her employment. 
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Consultation & Participation of Employees ï Safety Committees. 

 
Section 26 of the Safety, Health & Welfare at Work Act 2007 places a duty on the Employer 

to consult his / her Employees in order to make and maintain arrangements to enable the 

Employer & Employees to co-operate to promote and develop safety, health and welfare and, 

to monitor the effectiveness of those measures. 

 

This can be done through informal Staff Meetings, the Safety Representative system or 

Safety Committees. 

 

The basic functions of a Safety Committee may include : 

 

¶ The review of Safety Audit Reports 

¶ Seeking solutions to health & safety issues which arise 

¶ The study of information relating to accidents / incidents, dangerous occurrences and 

instances of occupational ill -health at the place of work. 

¶ The development and implementation of safe systems of work 

¶ The review of communication & Employee training procedures relating to health & 

safety, and 

¶ The consideration of Reports presented by a Safety Representative. 

 

The number of Members of a Safety Committee shall not be less than 3 and shall not exceed 

one for every 20 persons employed in a place of work or a maximum of 10, whichever is less. 

 

Where the Safety Committee is 4 or less, one Member may be appointed by the Employer 

and the rest will be selected and appointed by the Employees. 

 

Above 4 there is a pro-rata number of Employer appointees. 

 

Where there is a Safety Representative(s) appointed by Employees, at least one such Safety 

Representative will be selected and appointed to be a member of the Safety Committee. 

 

By agreement with the Employer : 

 

¶ A Meeting place for Safety Committees will be agreed. 

¶ Frequency, duration and times of meetings will be agreed. 

 

Subject to this agreement the following conditions will be satisfied : 

 

¶ Meetings will not be held more frequently than once every 3 months. 

¶ The duration of the Meeting will not exceed 1 hour. 

¶ A Quorum will be present. Quorum not less than 3 or higher agreed figure. 

¶ Time of Meeting will be compatible with the efficient operation of the place of work. 
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Consultation Mechanism. 
 

To comply with the commitment outlined in the Policy Statement, ÁBALTA Special School 

proposes to put in place a Consultation Mechanism to enable a free flow of ideas and a 

method to address matters of safety, health and welfare in the workplace. 

 

¶ Regular Meetings. 

¶ Proper Agenda. 

¶ Recording of Minutes of Meetings. 

¶ Record of Proposals, Decisions, Recommendations and Progress Reports on 

decisions. 

 

 

The effectiveness of any Consultation Mechanism is more likely to be ensured if the 

following points are taken into account : 

 

¶ Management will commit the necessary financial and staff resources as per 

Department of Education & Science allocation. 

¶ Management and Staff should be encouraged to participate in the process. 

¶ Staff should be encouraged to communicate their views and/or complaints through the 

proper channels. 

¶ Sensible recommendations should be implemented without delay. 

¶ Line management should not ignore or hinder recommendations. 

¶ Staff should be adequately trained in and informed of safety and health matters. 

¶ The Agenda for Meetings should be varied and relevant. 

¶ Staff should be prepared to consider new options or approaches to problem areas.  
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Recommended Agenda. 
 

 

There should be regular Meetings under a specific agenda which could include the following 

items : 

 

¶ Progress Report on the implementation of the Safety Statement. 

¶ Examination of the Accident Record since the previous Meeting. 

¶ Special consideration of any recent serious incident or dangerous occurrences. 

¶ Practical safety and health suggestions or solutions from both Management and/or 

Staff. 

¶ The provision and use of Personal Protective Equipment ( PPE ). 

¶ Special activities such as a ñSafety Weekò. 

¶ Safety and Health training needs in the workplace and Training Reports on Training 

Courses attended by Management and/or Staff. 

¶ Any items arising from The Safety Statement ( Regulation 20 ).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Created by Q-West Consultants.  

Safety Statement for ÁBALTA Special School, Parkmore East Business Park, Parkmore, Galway.   

 

Date of Issue :  
June 2012. 

Ref. No. Prepared by : 

Q-West Consultants 

Approved by : 
Chairperson, Board of Management 

Revision No  

 

 

24 

The Principles of Prevention. 
 

There are nine (9) Principles listed in the Schedule 3 of the Safety, Health and Welfare at 

Work Act 2005 aimed at providing safety and health in the workplace. These are as follows : 

 

1. Avoidance of Risks. 

 

2. The evaluation of unavoidable risks. 

 

3. The combating of risks at source. 

 

4. The adaptation of work to the individual, especially as regards the design of places of 

work, the choice of work equipment and the choice of systems of work, with a view, in 

particular,  to alleviating monotonous work and work at a predetermined work rate 

and to reducing the  effect of this work on health. 

 

5. The adaptation of the place of work to technical progress. 

 

6. The replacement of dangerous articles, substances or systems of work by safe or less 

dangerous articles, substances or systems of work. 

 

7. The giving of priority to collective protective measures of priority over individual 

protective measures. 

 

8. The development of an adequate prevention policy in relation to safety, health and 

welfare at work, which takes account of technology, organisation of work, working 

conditions, social factors and the influence of factors related to the working 

environment. 

 

9. The giving of appropriate training and instruction to Staff. 
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Risk Assessment Regulations. 
 

Regulations set out specific targets or define particular processes which are required in law to 

be followed in order to achieve compliance with the main Safety, Health and Welfare at 

Work Act 2005. 

 

The general principles enshrined in the Act have been amplified or fleshed out in many 

respects by a number of detailed Regulations.  These are contained in the Safety, Health and 

Welfare at Work ( General Application ) Regulations 2007.   

 

It is important to understand and appreciate the full implications of these Regulations 2007.  

They contain detailed legal requirements on major issues concerning safety, health and 

welfare at work. 

 

1. Workplace & Workplace Equipment ( Part 2 Chapters 1 ï 5 ). 

 

a. Workplace,  

b. Use of Work Equipment, 

c.  Personal Protective Equipment,  

d. Manual Handling of Loads, 

e.  Display Screen Equipment ) 

 

2. Electricity  ( Part 3 ) 

 

3. Work at Heights ( Part 4 ). 

 

4. Physical Agents ( Part 5 Chapters 1 ï 2 ). 

 

ü Control of Noise at Work. 

ü Control of Vibration at Work. 

 

5. Sensitive Risk Groups ( Part 6 Chapter 1 ï 3 ). 

 

ü Protection of Students & Young Persons. 

ü Protection of Pregnant, Post Natal & Breastfeeding Employees. 

ü Night Work & Shift Work. 

 

6. Safety Signs & First Aid ( Part 7 Chapters 1 ï 2 ). 

 

ü Safety Signs at Places of Work. 

ü First Aid. 

 

7. Explosives Atmospheres at Places of Work ( Part 8 ). 

 

8. Schedules 1 ï 10 associated with above Parts. 
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Notification of Accidents and Dangerous Occurrences ( Part X  of old Regulations 1993 ). 

 

In addition to these General Application Regulations 2007, there are a number of other 

important regulations & documents which should be noted. 

 

¶ Lead Regulations 1988. 

¶ The Ionising Radiation Regulations 1991. 

¶ The Safety, Health & Welfare at Work ( Carcinogens ) Regulations 2001. 

¶ The Biological Agents Regulations 1994. 

¶ The Chemical Agents Regulations 2001. 

¶ Public Health ( Tobacco ) Acts 2002 & 2004. 

¶ Student Care Act 1991 and Student Care ( Pre-School Services ) Regulations 2006. 

¶ Student Protection ï Guidelines & Procedures 2001 ( Dept. of Education & Science) 

¶ Child Care Act 1991 & Amendment 2007. 

¶ Child Care ( Pre-School Services ) Regulations 2006. 

¶ Child Protection Guidance & Procedures 2001. 

¶ Children First 2011 - National Guidelines for the Protection & Welfare of Children. 

¶ The Agenda for Childrenôs Services : A Policy Handbook 2007 

¶ The Education for Persons with Special Educational Needs Act 2004. 

 

Not all these latter Regulations are relevant to this Safety Statement ï the risk assessment will 

clarify. 
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Training and Instruction.  
 

Training in work practices and systems of work is vitally important in minimising the 

possibility of accidents and injury.  It is the policy of ÁBALTA Special School to provide 

adequate training to all Staff where relevant and appropriate.  This is particularly true in the 

area of manual handling of loads,  

 

In Student-care Services premises, the lifting, moving, changing, re-arranging of Students 

and / or furniture etcé is common and can be the cause of injuries.  Every effort should be 

made by both Employer and Staff to minimise this risk by ensuring they are not exposed to 

the possibility.  There are individual risk factors and the Employee may be at risk if he/she : 

 

¶ Is physically unsuited to carry out the task in question 

¶ Is wearing unsuitable clothing, footwear or other personal effects, 

¶ Does not have adequate or appropriate knowledge or training. 

 

 

The following should also be considered when assessing the capacity of the individual Staff 

to manually handle goods : 

 

¶ Has the Staff Member any previous experience or training ? 

¶ Has the Staff Member had any back pain in the past ? 

¶ Has the Staff Member any reservations about his/her lifting ability ? 

¶ Are Staff Members generally fit ? 

¶ Do Staff Members appear physically capable of doing the manual handling jobs 

assigned to them ? 

 

 

First Aid , as an immediate response to accidents and injuries, is important and the 

Management will endeavour to have at least one member of staff qualified in Occupational 

First Aid. 

 

Where new equipment is brought into the workplace, instruction and training in the use of 

this new equipment will be provided to relevant staff. 
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Good Housekeeping Rules. 
 

The SHAWAWA 2005 places an onus on both the Employer and the Employee as outlined in 

previous pages.  A safe and healthy workplace is dependent on commonsense and co-

operation.  A simple way of improving the workplace from a safety, health and welfare point 

of view is to abide by a few simple housekeeping rules.  By housekeeping is meant taking the 

responsibility for ensuring that the work area is kept clean and tidy.  Untidiness can cause 

accidents and wastes time, energy and materials. 

 

¶ Smoking :  Smoking is not permitted in the workplace. 

¶ Running is actively discouraged on the premises ï particularly during floor cleaning 

or in emergencies. 

¶ The Protective Equipment provided for use in the workplace must be worn / utilised at 

all times.  It should be kept in good condition. 

¶ Foot-wear should be of a good sensible type conducive to providing support to the 

wearer, particularly where prolonged periods of standing are part of the duties. 

¶ Horseplay should be avoided at all times in work areas. 

¶ Manual Lifting should be done in the proper proscribed manner. 

¶ No food or beverages should be consumed on the premises other than in the 

designated area. 

¶ Accidents and near misses should be reported to management without undue delay. 

¶ All rules, signs and instructions should be adhered to. 
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Fire Safety. 
 

Section 18 (2) of the Fire Services Act 1981 & 2003 states : 

 

¶ ñIt shall be the duty of every person having control over premises to which this 
section applies, to take all reasonable measures to guard against the outbreak of fire 

on such premises, and to ensure as far as is reasonably practicable, the safety of 

persons on the premises in the event of an outbreak of fireò. 

 

 

This Safety Statement includes a Fire Safety Plan or an Emergency Evacuation Plan. Staff 

will comply with Procedures in operation within the premises where they are working. 

 

Section 37 of the Fire Services Act 1981 & 2003 enables the Minister for the Environment to 

make regulations in relation to premises to which Section 18 applies.  At present a Code of 

Practice is applicable -  ñCode of Practice for the Management of Fire Safety in Places of 

Assemblyò.  This is not legally binding but is a recommended code which will eventually be 

enshrined in law through regulations. 

 

 

The following points are recommended : 

 

¶ The Fire Services Act 1981 & 2003 states that a Fire Register should be kept.  

¶ An Emergency Evacuation Plan should be drawn up, implemented and rehearsed.  

This should be recorded. 

¶ All Staff should be fully briefed on their role in these Plans. 

¶ The Fire Evacuation Plan should be rehearsed at least twice a year. This should be 

recorded. 

¶ A Fire Safety Audit should be carried out on a regular basis and the results recorded. 

¶ A complete check of all fire fighting equipment should be included in the general Fire 

Plan. 

¶ A complete check of all fire fighting equipment should be carried out on a regular 

basis. 
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Emergency Fire Evacuation Procedures. 
 

 

 

 

 

 

 

 

 

 

 

 

 

        

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

On discovery of a fire : 

 
ü Raise the Alarm ï Step 1. 

ü Call the Fire Brigade ï Step 2. 

ü Evacuate the Premises ï Step 3. 

ü Fight the fire, if possible ï Step 4. 

ü Isolate the fire, if possible ï Step 5. 

Step 1 

Raise the Alarm. 

 
Ç Alert Staff. 

Ç Activate the Break Glass 

Unit in the premises, if 

installed. 

Step 2. 

Call the Fire Brigade. 

 
Ç Dial 999 / 112. 

Ç Give exact location address of 

the Fire and any other 

information required by the 

Brigade. 

Step 3. 

Evacuate the Premises. 

 
Ç All Persons to leave the Premises by the 

nearest Emergency Exit. 

Ç All Persons to go to designated Assembly 

Points where Roll Call can be taken. 

Step 4. 

Fight the Fire. 

 
Ç Do not endanger yourself. 

Ç If possible, fight the fire using the 

relevant Fire Extinguishers 

available in your Location. 

Step 5. 

Isolate the Fire. 

 
Ç Close all Doors and Windows in 

the vicinity of the Fire. 

Ç If possible, remove any 

combustible materials from the 

immediate vicinity of the Fire. 

General Fire Safety Notes. 

 
Ç In the event of a fire in the School  - follow instructions. 

Ç Go to designated Assembly Point and await Roll Call. 

Ç Move away from the School premises to a safe distance, 

when instructed. 

Ç Do not attempt to re-enter the Building. 

Ç Do not interfere with the Fire Brigade when it arrives. 

Ç Seek medical assistance if necessary. 
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If and When the Alarm soundséé 
 

Â Proceed to the nearest Fire / Emergency Exit. 

Â Close all windows and doors as you exit. 

Â Go to your designated Assembly Point and remain at that Point. 

Â When Roll Call is made answer loudly and clearly. 

Â Do not leave the Assembly Point unless instructed to do so. 

Â Await instructions from your Supervisor or other authorised person. 

Â Return to work only when it is safe to do so. 

Â Do not re-enter the Building until it is declared safe and the fire has 

been extinguished. 
 

On Arrival of Fire Brigade.  

 
Â The Staff Member should meet the Fire Officer. 

Â Inform him / her of the evacuation situation. 

Â Inform him / her of any developments since the 

Fire Brigade was called. 

Â Inform him / her of exact location of the fire in 

the premises. 

Â Remain available for further information or 

requests. 

Information to give Fire Brigade. 

 
Â Exact location of the fire / emergency ï name & full address of School premises. 

Â Best route for access to exact fire location. 

Â Location of Fire Hydrants nearest to the fire location. 

Â Any Process Dangers on site or in close proximity to fire location. 

Â Any hazardous materials on site or in close proximity to fire location. 

Â Any damage likely to occur should the fire spread. 

Â Any other information requested by the Fire Brigade. 
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Procedures for Contractors / Sub-contractors on site. 
 

 

¶ All Contractors / Sub-contractors where and when utilised by ÁBALTA Special 

School must be approved by the Board of Management and / or The Principal of 

ÁBALTA Special School. 

 

¶ Contractors / Sub-contractors must hold suitable insurance cover and be in possession 

of their own relevant Safety Statement. 

 

¶ Contractors / Sub-contractors must not use ÁBALTA Special School equipment or 

the services of itôs Staff without the express permission of the Principal. 

 

¶ All Contractors / Sub-contractors will inform ÁBALTA Special School of any hazard 

they are bringing onto the area where they will be working.  They will be informed by 

the Management of ÁBALTA Special School of any hazards to which they may be 

exposed and will only operate in the areas to which they have been granted access. 

This may involve a Permit to Work. 

 

¶ Such Contractors / Sub-contractors will be expected to ensure that their Employees 

conform to contents of this Statement. 

 

¶ All Contractors / Sub-contractors will operate only in the area(s) to which they have a 

Permit to Work. 

 

¶ All such work areas will be securely cordoned off both during work hours and at the 

end of the work period. 
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Workplace Stress. 
 

 

Occupational Stress is now considered to be one of the greatest hazard facing workers in the 

workplace. Stress in the workplace is the new disease of the present age and it is estimated 

that one in three workers suffer from stress related illnesses. 

 

Stress can be described as ñthe reaction in people to excessive demands, pressures and 

expectationsò. Just like cholesterol, there seems to be ógoodô stress and óbadô stress. A certain 

amount of stress may be good for you, such as stress from a demanding sport or challenges of 

the job. It pushes us to be our best, to grow and excel. We need this stress to stay healthy and 

to give our lives meaning. 

 

Everyone knows, however, that high levels of bad stress are not good. Stress can affect your 

immune system, make your heart rate and blood pressure jump and wear you out, mentally 

and physically. 

 

It is clear that, for many people, a job can be more than a source of income and identity. It 

can also be the source of ill health and unhappiness. Most of us spend at least eight hours a 

day in our work environment and more if we include travel, extra work etc. . . which can 

mount up to 10 ï 12 hours a day. If we are unhappy in our work, this can effect other areas of 

our lives, as it is impossible to just switch off as if closing a door or turning off the light. It is 

ironic that the qualities most likely to make people successful in work ï aggression, ambition, 

drive and energy ï are those which are most likely to cause work related illnesses. 

 

Job Stress ï The Symptoms. 

 

What are the symptoms ? The list is long : 

 

Fatigue. Insomnia. 

High blood pressure. 

Headaches. 

Ulcers. 

Heartburn. 

Inability to concentrate or relax. 

Changes in appetite. 

Waning sexual interest. 

Alcoholism. 

Aggressive behaviour. 

Irritability . 

 

This is not a definitive list. 
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A hopeless feeling of overload ; being unable to cope ; unable to leave the job behind at night 

or at weekends ; a feeling of being trapped with no way out ï these are the stages at which 

there is a problem. 

 

If not addressed the result can be depression, irritability, anger, absenteeism, social avoidance 

or other stress related illnesses. 

 

How does it happen ? 

 

It is likely to occur where there is : 

 

¶ Prolonged or increasing pressures without relief. 

¶ A series of conflicting demands without easy solutions. 

¶ A sense of powerlessness over the demands being made. 

¶ Organisational changes that impact on the individuals. 

¶ Continuous threats of violence or aggressive behaviour with little or no defence. 

 

Stress problems can be intensified by: 

 

¶ The presence of bullying, conflict, harassment or indifference and contempt to Staff 

needs. 

¶ Lack of leadership and clear direction. 

¶ Work arrangements. Deadlines and demands set without consultation and appearing 

to be set in stone. 

¶ Staff experiencing a high degree of uncertainty about their direction, purpose, 

objectives and the job. 

¶ Outside interferences. 

 

 

Five basic reactions to stress. 

 

People usually react in five different manners : 

 

¶ Talk to others but do not take direct steps to rectify the situation. 

¶ Work harder and longer to try to overcome the overload. 

¶ Get involved in an engrossing recreational activity so they feel refreshed and capable 

of doing more work in a shorter time. 

¶ Withdraw physically from the situation. 

¶ Analyse the situation, revise strategies and look for ways to change the problem. 
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How can we cope ? 

 

1. Take charge of the situation. 

2. Be realistic about what you can change. 

3. Take one step at a time. 

4. Be honest with colleagues. 

5. Let your Employer help. 

6. Slow down. 

7. Recognise the danger signals. 

8. Take care of your physical health. 

9. Learn to relax. 

10. Donôt neglect your private life. 

11. Consider change. 

12. At the right time seek help. 

 

Remember, you are NOT alone. Your colleagues will help, will understand and will support 

you. Seeking help is NOT a weakness, rather it is a sign of strength and self-

acknowledgement. If you are suffering from job stress, you are in good company. Most of us 

feel that way at some point in our lives. 

 

It is important to remember that, however bad your situation may appear, there is always 

something you can do, some steps you can take. There is no easy solution, no quick fix but 

making the effort will be worthwhile. 

 

If you do not look for a solution you can expect : 

 

¶ Decline in work performance. 

¶ Decrease in morale. 

¶ Adverse effect on relationships at work, and, 

¶ Increase in stress related illnesses. 

 

Recommendations. 

¶ Discuss stress with colleagues on regular basis. 

¶ Discuss stress with Management on regular basis. 

¶ Under the Consultation mechanism, develop a policy for ÁBALTA Special School to 

deal with stress and stress related illnesses. Under the Safety, Health and Welfare at 

Work Act 2005 and the Safety, Health and Welfare at Work ( General Application ) 

Regulations 2007, the Policy Statement at the beginning of this Safety Statement 

commits Management to address this problem. 

¶ Introduce daily relaxation exercises at home and / or at work. 

¶ Take regular exercises. 

¶ Examine diet. 

¶ Examine priorities in oneôs life. 
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HARASSMENT AND BULLYING . 
 

1. Bullying. 

 

Bullying is defined by the Health and Safety Authority as : ñrepeated inappropriate 

behaviour, direct or indirect, whether verbal, physical or otherwise, conducted by 

one or more persons against another or others at the place of work and / or in the 

course of employment, which could reasonably be regarded as undermining the 

individualôs right to dignity at workò.  Bullying is where aggression or cruelty, 

viciousness, intimidation or a need to humiliate, dominate a relationship. The 

definition goes on to emphasise that bullying is aggressive behaviour which is 

systematic and ongoing and does not relate to isolated, one-off incidents of 

aggression. 

 

The Employment Equality Act 1998 outlaws bullying and it will not be tolerated in ÁBALTA 

Special School. 

 

The Effects of bullying can result in any or all of the following : 

¶ Emotional effects ( severe anxiety ). 

¶ Cognitive ( concentration) effects ( making mistakes, having accidents ). 

¶ Behavioural effects ( smoking, excessive drinking, overeating..). 

¶ Physiological effects ( contributing to raised blood pressure, heart disease ). 

¶ Reduced resistance to infections, stomach and bowel problems. 

¶ Skin problems. 

. 

There are different Forms / Types of Bullying : 

¶ Exclusion with negative consequences. 

¶ Physical contact including assault, pushing, shoving, jostling. 

¶ Verbal abuse / insults. 

¶ Being treated less favourable than colleagues. 

¶ Intrusion by pestering, spying, stalking. 

¶ Menacing behaviour. 

¶ Intimidation 

¶ Aggression. 

¶ Undermining behaviour. 

¶ Excessive monitoring at work. 

¶ Humiliation. 

¶ Withholding work-related information. 

¶ Repeatedly manipulating a personôs job content and targets. 

¶ Blame for things beyond the personôs control. 

¶ Vandalism of personal property. 

¶ Posters, photocopied cartoons, graffiti, obscene gestures, flags, bunting and emblems. 
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2. Sexual Harassment. 

 

Section 32 of the Employment Equality Act 1998 outlaws harassment of Staff and 

defines it as ñany act or conduct which is offensive, humiliating or intimidating on 

a discriminatory ground including acts of physical intimacy, spoken words, 

gestures, or the production, display or circulation of written material or picturesò. 
 

Sexual Harassment is defined as unsolicited, unreciprocated behaviour of a sexual 

nature to which the recipient objects or could not reasonably be expected to consent 

to, and may include: 

¶ Unwanted physical contact. 

¶ Rude or suggestive behaviour whether physical or verbal. 

¶ Sexual derogatory statements or sexually discriminating remarks. 

¶ Displays of pornography or sexually explicit material in the workplace. 

 

Sexual harassment will not be tolerated in ÁBALTA Special School as a matter of 

policy and any incident should be reported immediately to Management. Sexual 

harassment can extend to Staff, Clients, Relatives, Visitors, Contractors and / or other 

school contacts. 

 

To this end Management will : 

¶ Communicate to all Staff that bullying or harassment by any member of 

ÁBALTA Special School, regardless of status, will not be tolerated. 

¶ Identify the areas in the workplace where this type of activity may be a 

problem. 

¶ Offer identified victims counselling. 

¶ Offer the instigators training to change their behaviour ( if they are not to be 

dismissed ). 

¶ Ensure that the Staff and Safety Representative in ÁBALTA Special School 

are trained to recognise the signs and symptoms of bullying and harassment. 

¶ Instigate a Complaints Procedure and / or Disciplinary action to be taken 

should bullying be proved. 

¶ Outline behaviour which is unacceptable ( See Forms / Types of Bullying 

above ). 

 

Staff have responsibilities to : 

 

¶ Be aware of behaviour that is deemed unacceptable. 

¶ Make every effort to ensure that bullying and harassment does not occur in 

ÁBALTA Special School. 

¶ Ask the instigator to desist from his / her actions, where it is observed 

personally, and, to make note of the incident. 

¶ Advise the victim of the complaints procedures and offer assistance. 

¶ Try to foster an anti-bullying culture in the workplace. 
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1. Entrance Hall & Corridors . 

 

 
 

Fig. 1 View of Front Entrance Hall 

 

          
 

Fig 2 General View of a Corridor 

 

 Hazards. 

 

ü Slips, Trips & Falls from obstructions. 

ü Breakglass Units, Emergency Exit Doors & Signs, Lighting ( See Section 20 ). 

ü Running in Corridors. 

ü Access to the School. 
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Risk Assessment. 

 

The Risk assessment is low provided due care and attention is paid to Good 

Housekeeping Procedures and Control Measures. 

 

 

Who is affected ? 

 

ü Staff. 

ü Students. 

ü Visitors. 

 

 

Control Measures. 

 

ü The Front Entrance Hall will be kept obstruction free at all times in order to 

prevent slips, trips & falls, particularly in the event of an Emergency 

Evacuation. 

ü The Door is designated as an Emergency Exit and must be kept obstruction 

free at all times both internally & externally. 

ü Checks will be carried out on all Breakglass Units, Fire Extinguishers, 

Emergency Doors & Signs by Staff on a regular basis. 

ü The Corridors will be obstruction free at all times. 

ü Running in the Corridors by Students will not be permitted in order to prevent 

possible accidents.   

ü Staff will check that all lights on the Exit Signs are in good working order. 

Records of such checks will be entered in the School Fire Safety Register. 

ü The Front Door will be kept securely closed at all times in order to prevent 

unauthorised access and, in addition, to prevent unauthorised egress by 

Students.  

 

  

Persons responsible to implement Control Measures. 

 

ü All Staff. 

 

 

When to implement. 

 

ü Immediate and on-going. 
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2. All Offices ( Reception, Principal & Behaviour Specialist ). 

 

 
 

Fig 3. View (1) of Admin Office 

 

 
 

Fig 4. View (2) of Admin Office 

 
Hazards. 

 

ü Computers & associated Equipments ( See Section 29 ).  

ü Eye Strain. 

ü Cabling. 

ü Ergonomic Chairs. 
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ü Manual Handling of Loads ( See Section 16 ). 

ü Filing Cabinets. 

ü Shredder. 

ü Plugs & Sockets and Distribution Boards. 

ü Heater. 

ü First Aid Cabinet in Admin Office. 

ü Electrical Room off Admin Office. 

 

 

Risk Assessment. 

 

Low provided due care and attention is paid to Control Measures and Safety 

Procedures. 

 

 

Who is affected ? 

 

ü Staff. 

ü Visitors. 

 

 

Control Measures. 

 

ü Electrical wiring will be kept tidy, particularly with Computer equipment. 

ü Monitors will be so positioned i.e. eye level, to avoid possible neck injury. If 

the main computer in use is the laptop, a laptop deck should be acquired. 

ü Wrist rests will be provided to Staff working with computers to avoid 

Repetitive Wrist Strain. 

ü Document holders, if considered relevant, will be provided for Staff working 

with computers and be positioned at eye level to side of Monitors. 

ü Dangerous chemicals and inks are used in photocopiers and printers, so great 

care will be utilised in changing toners etcé  Manufacturersô Instructions to 

be followed. 

ü Ergonomic Chairs will be provided and will be utilised properly to provide 

back and foot support. 

ü Regular checks will be carried out on all electrical cabling and flexes to 

ensure any damaged plugs, sockets, flexes are in good condition. All frayed 

or damaged items will be replaced / repaired without delay. 

ü All electrical repairs / maintenance and replacements will be carried out by a 

qualified competent person. 

ü Where distribution boards are used, they will not be overloaded and cabling 

will be tidy and not the cause of slips, trips and falls. 

ü All manual handling activities will be carried out utilising good manual 

handling techniques.  



Created by Q-West Consultants.  

Safety Statement for ÁBALTA Special School, Parkmore East Business Park, Parkmore, Galway.   

 

Date of Issue :  
June 2012. 

Ref. No. Prepared by : 

Q-West Consultants 

Approved by : 
Chairperson, Board of Management 

Revision No  

 

 

43 

ü Staff using the Shredder will take care not to get fingers caught in blades. 

Where shredder gets stuck or clogged with material, the machine will be 

switched off before attempting to clear. 

ü Radiators / heaters will be kept free from combustible materials being placed 

on or against. 

ü When not in use the Filing Cabinet drawers will be kept closed in order to 

prevent slips, trips and falls. 

ü The First Aid Cabinet will be checked on a regular basis to ensure it contains 

the Recommended Contents as per HSA Guidelines detailed in this Safety 

Statement. 

ü Items taken from the First Aid Cabinet will be recorded in the School 

Accident Book and will be replaced without undue delay. 

ü The Electrical Room off the Admin Office will not be used as a storage area. 

Delivered materials will be moved to itôs designated location as soon as 

possible. 

ü Access to the electrical control panels will remain obstruction free at all 

times. 

ü Only authorised persons will have access to this Room. 

 

 

Persons responsible to implement Control Measures. 

 

ü All Staff. 

 

 

When to implement. 

 

ü Immediate and on-going. 
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3. Parentôs Room. 

 
Hazards : 

 

ü Slips, Trips & Falls. 

ü Plugs & Sockets. 

ü Shelving. 

ü Access & Privacy. 

 

 

Risk Assessment : 

 

Low provided due care and attention is paid to the various Control Measures. 

 

 

Who is affected ? 

 

ü Staff. 

ü Students. 

ü Students. 

 

 

Control Measures : 

 

ü Good housekeeping procedures will be adopted at all times to ensure there are 

no slips, trips and falls by Staff, Parents or Students. 

ü It is suggested that the sockets in this room be fitted by protection covers. 

ü Staff will ensure they employ good manual handling procedures in placing 

items onto the shelves and removing same from the shelves. Heavier items 

will be placed lower down and lighter items higher up. 

ü It is suggested that a small notice be placed on the sliding door to the Room 

indicating that a person should knock before entering the Room. This is to 

respect the privacy of Parents & their Child. 

 

Persons responsible to implement Control Measures. 

 

ü Board of Management. 

ü Principal. 

ü Staff. 

 

When to implement. 

 

ü Immediate and on-going. 
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4. Classrooms ï Junior & Middle  ( Small & Big ). 

 

 
 

Fig 5    View of Classroom 

 

 
 

Fig 6 View of Classroom  

 

 Hazards : 

 

ü Slips, Trips & Falls. 

ü Plugs & Sockets Covers. 

ü Sink. 

ü Emergency Exit Doors. 

ü Breakglass Units. 

ü Shelving. 
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Risk Assessment : 

 

Low provided due care and attention is paid to the various Control Measures. 

 

 

Who is affected ? 

 

ü Staff. 

ü Students. 

 

 

Control Measures : 

 

ü Good housekeeping procedures will be adopted at all times by Staff to 

ensure a tidy floor surface in order to prevent injuries from slips, trips and 

falls. 

ü Staff will check the plugs on electrical equipments to ensure they are safe to 

use, are using the proper rated fuse and are in good condition.  

ü All Sockets in the Room will be fitted with socket covers.  

ü The sink in the Classrooms will be kept hygienically clean at all times. 

ü Staff will ensure that the Emergency Exit Doors are obstruction free at all 

times both internally & externally. 

ü Staff will check that the lighting on the Exit Door signs are in working order. 

ü Staff will check the Breakglass Units in the Classrooms on a regular basis to 

ensure they remain undamaged and have not been interfered with. 

ü The results of such checks will be recorded in the School Fire Safety 

Register. 

ü Staff will use the shelving provided in the Classrooms to keep the floor tidy 

and will utilise good manual handling techniques in placing items on shelves 

and removing same. 

ü Heavier items will be placed on the lower shelves and lighter materials 

higher up. 

 

 

Persons responsible to implement Control Measures. 

 

ü Board of Management. 

ü Principal. 

ü Staff. 

 

 

When to implement. 

 

ü Immediate and on-going. 
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5. Staff Room. 

 

 
 

Fig 7 View (1) of Staff Room 

 

 
 

Fig 8 View (2) of Staff Room 

 

Hazards. 

 

ü Slips, Trips & Falls. 

ü Sink. 

ü Plugs, Sockets & Distribution Boards. 

ü Fridge / Freezer. 

ü Hot Water Boiler. 

 



Created by Q-West Consultants.  

Safety Statement for ÁBALTA Special School, Parkmore East Business Park, Parkmore, Galway.   

 

Date of Issue :  
June 2012. 

Ref. No. Prepared by : 

Q-West Consultants 

Approved by : 
Chairperson, Board of Management 

Revision No  

 

 

48 

Risk Assessment : 

 

Low provided due care and attention is paid to the various Control Measures. 

 

 

Who is affected ? 

 

ü Staff. 

 

 

Control Measures : 

 

ü Good housekeeping procedures will be adopted at all times by Staff to 

ensure a tidy floor surface in order to prevent injuries from slips, trips and 

falls. 

ü Staff will check the plugs on electrical equipments to ensure they are safe to 

use, are using the proper rated fuse and are in good condition. Staff will 

ensure that distribution boards are not overloaded and are not the cause of 

slips, trips and falls.  

ü The sink in the Room will be kept hygienically clean at all times. 

ü Rubbish will not be allowed to accumulate but will be removed on a regular 

basis. 

ü Unused food will not be allowed to accumulate or to contaminate surfaces in 

the Staff Room but should be removed to the appropriate rubbish bin 

without delay. 

ü All surfaces will be kept hygienically clean and tidy, and, be regularly 

washed. 

ü In the interests of good hygiene, perishable goods will not be stored in the 

fridge beyond their ñSell Byò date.  

ü It is suggested that the fridge be de-frosted and hygienically cleaned on a 

regular basis. 

ü Staff will exercise great care with the hot water boiler to ensure they do not 

get scalds or burns from the water. 

ü Staff will ensure the Hot Water Boiler is switched off immediately after use. 

ü Any spillages from the Boiler will be cleared up without delay in order to 

prevent slips, trips & falls. 

 

 

Persons responsible to implement Control Measures. 

 

ü Staff. 

 

When to implement. 

 

ü Immediate and on-going. 
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6. Staff Prep Room. 
 

 

 
 

Fig 9 View (1) of Staff Prep Room 

 

 
 

Fig 10 View (2) of Staff Prep Room 

 

 Hazards. 

 

ü Computers & Ancillary Equipment. 

ü Ergonomic Chairs. 

ü Slips, Trips & Falls. 
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ü Photocopier. 

ü Laminator. 

ü Guillotine. 

ü Emergency Exit Door. 

ü Manual Handling ï Shelving. 

 

 

Risk Assessment : 

 

Medium but can be reduced provided due care and attention is paid to the various 

Control Measures. 

 

 

Who is affected ? 

 

ü Staff. 

ü Students. 

 

 

Control Measures : 

 

ü The Prep Room will be set up as ergonomic compliant workstations. The 

computers are too close together for comfortable, easy and safe work 

conditions. 

ü The School will provide additional ergonomic chairs for use at the 

workstations. 

ü An ergonomic assessment will be carried out on the workstations in order to 

prevent possible eye strain, back, neck and repetitive wrist injuries. 

ü Staff will ensure that all electrical appliances are switched off completely 

before locking up. 

ü Electrical wiring  will be kept tidy, particularly with Computer equipment. 

ü Great care will be taken to ensure that plugs and sockets are not overloaded. 

ü Regular checks will be carried out on all electrical cabling and flexes to 

ensure any damaged plugs, sockets, flexes are in good condition. Replace / 

repair all frayed or damaged items. 

ü Good housekeeping procedures will be adopted at all times by Staff to 

ensure a tidy floor surface in order to prevent injuries from slips, trips and 

falls. 

ü When working on the photocopier e.g. removing blockages, always switch 

off the machine before opening and removing paper. 

ü Never operate the photocopier with top cover in open position. 

ü When inks / toners are being changed in Printer and Photocopier, care will 

be taken to handle and dispose of old cartridges safely. 
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ü Dangerous chemicals and inks are used in photocopiers and printers, so great 

care will be utilised in changing toners etcé  Manufacturersô Instructions 

will be followed. 

ü Staff using the Laminator will give adequate time for the laminated material 

to cool down before handling the completed work in order to prevent 

possible burns. 

ü Staff using the shredders will be careful not to catch fingers in blades or to 

get loose clothing entangled. 

ü Where shredder gets stuck or clogged with material, the machine will be 

switched off before attempting to clear. 

ü Staff using the guillotine will ensure their fingers are placed away from the 

descending blade and that the protective side is in place. 

ü Staff will ensure the Emergency Exit Door in the Room remains obstruction 

free at all times both internally & externally. 

ü Staff will utilise good manual handling techniques at all times in accessing 

and removing materials from the shelving and similarly in placing materials 

onto the shelving. Heavier materials / items will be placed on the lower 

shelves and lighter materials higher up. 

 

 

Persons responsible to implement Control Measures. 

 

ü Staff. 

 

 

When to implement. 

 

ü Immediate and on-going. 
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7. Gymnasium. 

 

 
 

Fig 11 View (1) of Gym 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fig 12 View (2) of Gym 

 

 Hazards. 

 

ü Slips, Trips & Falls. 

ü Plugs & Sockets. 
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ü Exercise Equipment ( Magnetic Bike, Smart Bike, Cross Trainer Resistance 

Bike, Walker ) 

ü Emergency Exit Doors. 

ü Breakglass Unit. 

ü Sink - hygiene. 

ü Gym Mats. 

ü Manual Handling of Loads. 

 

 

Risk Assessment. 

 

The Risk assessment is low provided due care and attention is paid to Good 

Housekeeping Procedures and Control Measures. 

 

 

Who is affected ? 

 

ü Staff. 

ü Students. 

 

 

Control Measures. 

 

ü Good Housekeeping Procedures will be adopted at all times in order to prevent 

slips, trips & falls. 

ü Plugs & Sockets will be checked on a regular basis for damage or faults. 

ü All repairs / replacements to damaged / faulty plugs & sockets will be carried 

out without delay by a competent person. 

ü Instructions in the safe use of the Exercise Equipments will be formulated and 

posted close to each specific piece of equipment. 

ü All exercise equipments will be used with care adhering to the Instructions 

posted close to the equipments. All Staff will be instructed in the safe use of 

the equipments before they are permitted to exercise Students. 

ü Safety Requirements for Crosstrainer. 

 

¶ Use of the Crosstrainer by Students must be authorised by 

Physiotherapist or other Authorised Person. 

¶ Staff supervision of one is required at all times when the Crosstrainer 

is in use. 

¶ Programme settings and any adjustments to the Programme, including 

changes in speed / resistance to be performed by Staff Member only. 

ü The Emergency Exit Doors will remain obstruction free at all times both 

internally & externally. 
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ü Staff will check the Breakglass Unit in the Gym on a regular basis to ensure it 

has not been damaged or interfered with. Results will be recorded in the 

School Fire Safety Register located in the Admin Office. 

ü The sink in the Gym will be maintained in a clean hygienic condition at all 

times. 

ü The Gym Mats will be hygienically cleaned before use or immediately after 

use to prevent the possible spread of infection. 

ü Staff will utilise good manual handling techniques at all times in moving the 

Gym Mats and furniture in the Gym.. 

 

 

Persons responsible to implement Control Measures. 

 

ü Staff. 

 

 

When to implement. 

 

ü Immediate and on-going. 
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8. Sensory Room / De-escalation Room. 

 

 
 

Fig 13 General View of Sensory / De-escalation Room 

 
Hazards. 

 

ü Slips, Trips & Falls. 

ü Gym Mats. 

ü Manual Handling of Loads. 

ü Wall Sockets. 

ü Emergency Exit Door. 

ü Breakglass Unit. 

ü Shelving. 

ü Observation. 

 
 

Risk Assessment. 

 

The Risk assessment is low provided due care and attention is paid to Good 

Housekeeping Procedures and Control Measures. 

 

 

Who is affected ? 

 

ü Staff. 

ü Students. 
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Control Measures. 

 

ü Good Housekeeping Procedures will be adopted at all times in order to prevent 

slips, trips & falls. 

ü The Gym Mats will be maintained in a clean hygienic condition at all times 

including the area beneath the mats themselves. 

ü Staff moving the Gym Mats will utilise good manual handling techniques at 

all times. 

ü The wall sockets will be fitted with protective cover when not in use and the 

socket(s) will be switched off at all times. 

ü Staff will ensure the Emergency Exit Door remains obstruction free at all 

times both internally & externally. 

ü Staff will check the Break-glass Unit in the Room to ensure it remains 

undamaged and has not been interfered with. 

ü The shelving inside the entrance door will be used to store items when not in 

use. Heavier items will be stored lower down and lighter items higher up. 

ü When the Room is being used as the De-escalation Room, Staff will ensure 

they are in a position to observe the Student at all times including the area 

inside the door to the left where the shelving is located. If this is not possible, 

this blind area should be closed off for the duration of the calming procedure. 

 

 

Persons responsible to implement Control Measures. 

 

ü Staff. 

 

 

When to implement. 

 

ü Immediate and on-going. 
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9. Senior Classroom ( including Workstations, Barryôs Room / Conorôs 

Room, Lunch Prep Kitchen, Office & Chill-out Room ) 

 

 
 

Fig 14 View of Workstation Area ( 1 of 2 ) 

 

 
 

Fig 15 View (1) of Lunch Prep Area 

 

 

 

 


