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Prompt questions towards drafting a Health and Safety Policy

January 2008

Health and Safety

	Notice: This resource is intended to assist schools in devising their own particular policy on Health and Safety. While every effort has been made to ensure the accuracy of the information provided, schools are advised to consult up to date circulars, recent legislation or guidelines from relevant agencies if they have specific queries regarding this topic.


 (A) Questions a school community might consider when addressing this area:

· What is the purpose of this policy?

It is a legal requirement under the Safety, Health and Welfare at Work Act, 2005 for every employer, in conjunction with employees, to prepare a Health and Safety policy. The aim of this Act is the prevention of accidents and ill health at the place of work. 

· What is covered by a Safety Statement?

A safety statement is to be completed with regard to the duties of individuals (i.e. Board of Management, Employees, Safety Representative etc.) Schools can refer to the format for a safety statement available from the Health and Safety Authority (www.hsa.ie) and reproduced below as Appendix 1.

The HSA recommends that the Safety Statement should be brought to the attention of employees annually in a form, manner and language that can be understood by employees.

The statement must:

· Identify the hazards in the workplace

· Assess the risks arising from these hazards

· Specify the manner in which safety, health and welfare are to be secured

· Give details of the arrangements made and the resources provided for securing safety, health and welfare, including fire precautions

· Specify the cooperation required from employees in safety and health matters

· Include the names and job titles of people responsible for safety and health in the organisation

· Contain the arrangements for consultation with employees on safety and health matters

· Outline the procedures to deal with an emergency situation

· Highlight the duties of employees to co-operate with health and safety practices in the workplace

· Be updated regularly to take account of changing circumstances

· Be communicated annually to employees or new members of staff

· The duty of care of any school to its pupils should be defined clearly in their health and safety statement.

For further information see CPSMA Management Board Members’ Handbook, 2007

· Who should be involved in drawing up this policy?

· The onus lies with the Board of Management for drawing up a Health and Safety Policy, as it is an obligation on all employers to make provision for health and safety measures.

· The Board of Management is obliged, under Section 18 of the Act, to appoint one or more competent persons to oversee the protection from and the prevention of risks to safety, health and welfare at work.

18.—(1) Without prejudice to the generality of section 8, an employer shall, for the purpose of complying with the relevant statutory provisions, appoint one or more competent persons to perform such functions as are specified by the employer, relating to the protection  from and the prevention of risks to safety, health and welfare at work.

· The Board of Management must consult regularly with employees in drafting and updating the safety statement. The INTO recommends that staff elect one of their number each year to act as Safety Representative. 

· Who should be responsible for the implementation and on–going monitoring of the policy? 

· Board of Management & employees.

· How should this be managed?

· Regular reviews of the statement should be undertaken in light of experience, changes in legal requirements and operational changes.

· The Board of Management should undertake to carry out a safety audit annually and report to staff. This inspection/safety audit should be carried out more frequently if requested by either staff or the Board of Management.

· All records of accidents or ill health should be monitored in order to ensure that any safety measures required can be put in place, wherever possible, to minimise the recurrence of such accidents and ill-health.

   (B) Suggested steps to follow in drawing up this (or other) policy/procedure:

	(
Review

and

Research
	· Agree on aims for this new policy 

· Check legislation (Safety, Health and Welfare at Work Act, 2005 and General Regulations, 2007), circulars and guidelines 

· See CPSMA Management Board Members’ Handbook, 2007

· Review existing safety procedures in the school

· Check procedures other schools have in place

· Review/refer to other policies/procedures that may have a bearing on the Safety Statement e.g. Assembly and Dismissal, Administration of medicines, Accidents and illnesses, Child Protection, Code of Behaviour, Enrolment – medical conditions, Extra curricular activities, Fire Drill, Record keeping, Special Needs, Substance Use, Supervision, Tours, Curriculum subjects where safety may be a consideration e.g. runners for P.E., use of scissors/craft knives in Visual Arts…



	(
Consultation
	· Consult with all staff, parents and Board of Management.

	(
Preparation of draft policy
	· Each school’s own context (buildings, environment, personnel, available resources, storage capacity etc.) will influence the procedures adopted.

	(
Circulation
	· Circulate the draft policy, consult members of the school community and amend if necessary.

	(
Ratification

and Communication
	· The Board of Management ratifies the policy and communicates the ratified policy to members of the school community. Provision is made for the circulation and communication of the policy to all new staff members. The Health and Safety statement is displayed in the school.




Prompt Questions towards drafting a Health & Safety Policy

	Title


Health and Safety Policy

	Introductory  Statement:


State how and when the statement was formulated and who was involved.

	Rationale


It is a legal requirement under the Safety, Health and Welfare at Work Act, 2005, for every employer, in conjunction with employees, to prepare a Health and Safety policy. It represents the Board of Management’s commitment to safety and health, and specifies the manner, the organisation and the resources necessary for maintaining and reviewing safety and health standards.

The Board of Management is required to document the school’s health and safety policy and make it available to all employees, outside services providers and Inspectors of the Health and Safety Authority. The Board of Management must also consider its ‘duty of care’ in the school and this must be an integral part of any Health and Safety policy.

	Relationship to characteristic spirit of the school


Relate the policy to the creation of a safe and healthy working environment for all members 

of the school community. 

	Aims


State what the school ideally hopes to achieve with this statement:

· to create a safe and healthy school environment by identifying, preventing and tackling hazards and their accompanying risks
· to ensure understanding of the school’s duty of care towards pupils
· to protect the school community from workplace accidents and ill health at work  

· to outline procedures and practices in place to ensure safe systems of work

· to comply with all relevant health and safety legislation (so far as is reasonably practicable) to include the following areas

· Provision of a safe workplace for all employees – teachers, SNAs, secretary,

caretaker, etc.

· To ensure competent employees, who will carry out safe work practices

· Safe access and egress routes

· Safe handling and use of hazardous substances and equipment

· Safe equipment including maintenance and use of appropriate guards

· Provision of appropriate personal protective equipment.

	Guidelines 



An integral part of a school’s Health & Safety Policy is the preparation and display of a Safety Statement.

The Health & Safety Authority and the INTO have provided pro forma statements which schools may use in writing their own statement. The statement should identify the school, giving relevant details.

In the statement for your school, begin by listing the responsibilities of the Board of Management as employer and those of the employees of the school. Include the roles of the Safety Representative and the competent person(s) appointed by the Board (similar to ‘Safety Officer’ from previous legislation). 

Responsibilities of employer - Board of Management (See Solas, December 2005)
· Provide and maintain a workplace that is safe and do likewise for all machinery and equipment etc.

· Manage work activities to ensure the safety, health and welfare of employees

· Ensure that risks are assessed and hazards are eliminated or minimized as far as is reasonably practicable

· Prepare a safety statement and regularly update it, particularly when there have been significant changes or when the risk assessment is no longer valid

· Provide and maintain decent welfare facilities for employees

· Prepare and update procedures to deal with an emergency situation and communicate these procedures to employees

· Appoint a competent person to oversee the functions of the Board in relation to Health & Safety

· Provide training and information to workers in a format and language that is appropriate, including training on the commencement of employment

· Report serious accidents to the Health and Safety Authority

· Consult annually with employees and provide them with information in relation to safety, health and welfare

· Require employers from whom services are contracted to have an up to date safety statement (e.g. painters, contract cleaners, bus companies…)
Responsibilities of employees

Health and safety is everyone’s business. As a worker you have legal duties designed to protect you and those you work with (Solas, December 2005). 

Responsibilities include: 

· Not to be under the influence of an intoxicant to the extent that they endanger your own or other persons’ safety. To submit to tests for intoxicants as and when regulations specifying testing procedures are adopted 

· To co-operate with an employer or other people to ensure that the Health and Safety law is implemented

· Not to engage in improper conduct that will endanger you or anyone else

· To attend Health and Safety training and correctly use any equipment at work

· To use protective clothes and equipment provided

· To report any dangerous practices or situations that you are aware of to an appropriate person

· Not to interfere or misuse any safety equipment at your workplace

· If you are suffering from a disease or illness that adds to risks, to tell your employer.

Entitlements of safety representative (Section 25 Safety, Health & Welfare at Work Act, 2005)

The safety representative has the right to:

· Represent the employees at the place of work in consultation with the employer on matters in relation to health and safety

· Inspect the place of work on a schedule agreed with the employer or immediately in the event of an accident, dangerous occurrence or imminent danger or risk to the safety, health and welfare of any person

· Receive appropriate training

· Investigate accidents and dangerous occurrences

· Investigate complaints made by employees

· Accompany an inspector carrying out an inspection at the workplace

· Make representations to the employer on matters relating to safety, health and welfare

· Make representations to and receive information from, an inspector

· Consult and liaise with other safety representatives in the same undertaking.

Carry Out a Risk Assessment

Each year, the Board of Management should carry out a risk assessment, identifying hazards, assessing the risks and specifying the actions required to eliminate or minimize them. Hazards may include physical, health, biological, chemical and human hazards. Using the HSA format below will assist the recording of the whole process. 

The following example may be of use. A blank copy is included in Appendix 2.

	Identification of Hazards, Risk Assessment and Action(s) Taken

	Hazards
	Low/Medium/

High Risk
	Risk to persons
	Action Taken
	Date 
	Person responsible

	Tiled floors in corridors which get slippy when wet
	Low
	Fall
	Mats placed on corridor and at each entry door
	Nov ‘05
	Caretaker and BoM Treasurer

	
	
	
	
	
	

	Cleaning agents stored under classroom sink
	Medium-High
	Ingestion by children
	Removed to other storage area
	Dec ‘05
	Principal and cleaner

	
	
	
	
	
	

	Aggressive or violent behaviour by  employees, pupils or parents
	Medium-High
	Bodily harm or ill health
	Implementation of Code of Behaviour, Anti-bullying policy, Positive staff relations,

Grievance procedure (CPSMA Handbook)
	Sept ‘05
	School community


As part of the general approach to safety, other policies & practices which have a bearing on safety, health and welfare will need to be put in place and communicated to employees, pupils, parents and others using the premises.  Some examples are given below. These need to be monitored and updated regularly e.g. an annual fire safety audit or school environment audit (See appendices).

Health and safety should be considered when any policy/plan is being drawn up e.g. PE, Visual Arts, School Excursions, etc. The duty of care must also be considered in all areas and aspects of school life.

Materials to support schools in devising these policies and procedures are available on the

SDPS website www.sdps.ie
Procedures to deal with emergencies

· Emergency contact procedures 

· How are contact details updated annually?  Where are contact details kept? Who has access to them? 

· What arrangements are there to contact parents/guardians in case of an emergency?

· Fire-drill and school evacuation procedures (See p. 45-49 A Guide to Insurance, Safety and Security in the School, Church and General)

· Are fire-drills held on a regular basis? 

· Are teachers and pupils aware of the designated assembly points following evacuation of the building(s)?  Are these assembly points clearly marked?

· Where are the procedures for evacuation displayed? 

·  How often does the school revise these procedures? 

·  How are new staff and pupils notified of these procedures?

· Serious Accident Procedure & Accident Report Form (See CPSMA Management Board Members’ Handbook): 

            A report must be made to the HSA in respect of the following types of incident:

· An accident causing loss of life to any employed or self-employed person if sustained in the course of their employment

· An accident sustained in the course of their employment which prevents any employed or self-employed person from performing the normal duties of their employment for more than 3 calendar days not including the date of the accident

· An accident to any person not at work caused by a work activity which causes loss of life or requires medical treatment.

· Critical incident policy – Refer to Responding to Critical Incidents, NEPS Advice and Information pack for schools 

· What procedures are in place to deal with a critical incident?

· Exceptional closures 

· What procedures are in place to deal with an exceptional closure?

Health issues

· Enrolment Form

· Is there a section allowing parents to identify any allergies/illnesses of the applicant?

· Does the school explain how accidents/illnesses are dealt with and the first-aid that may be administered?

· Managing specific health issues 

·  How are staff made aware of the health issues in relation to certain pupils?                                                                                  

· Administration of Medication – See INTO Guidelines / CPSMA Management Board Members’ Handbook. 

· What procedures are followed?

· Sickness or Injury

· What are the procedures for dealing with children who are sick or injured?

A useful reference for first-aid guidelines is the Dept. of Health Guidelines/First Aid Chart available free of charge from the Health Promotion Unit, Hawkins House, Dublin 2.

· Illnesses and contagious infections such as rubella, chicken pox etc: See ‘Infectious diseases in the Primary School: Health Service executive (H.S.E.)

· Head-lice 

· What procedures are followed? Is there a letter/notice that is sent home?

· School hygiene

· What procedures are followed? e.g. use of wash facilities/availability of  hot water, soap, towels …

· General cleanliness of school environment 

· What procedures are in place to ensure the school environment is kept clean –classrooms, toilets, playground, collection of refuse, …

· First Aid

· Has a member of staff a qualification in First Aid? 

· Does the number of employees require that someone be trained in First Aid in the school?

· Healthy eating: refer to school’s SPHE plan or Healthy Eating policy. 

· Water

· Is there an adequate supply of drinking water in the school for staff and pupils?

· Clothing/protection

· Are parents/pupils made aware of the need for proper clothing and protection?  

Safety and welfare issues

Pupils

· Assembly and Dismissal of Pupils

· What procedures are in place for the assembly and dismissal of pupils? 

· What procedures are in place to ensure pupil safety on the grounds – parking / traffic / coming off the bus / footpaths for buggies etc.

· Pupils leaving the school premises during the school day e.g. dentist or doctor appointment

· Does the parent/guardian collect the pupil from the classroom?

· Is a note required?

· Supervision of Pupils: See Guidelines from Allianz website, www.allscoil.ie 

· What procedures are in place for supervision in the event of a teacher being absent?

· Is the supervision roster for playground duty clearly displayed in the staff room? 

· Is this roster kept as part of the school records? For how long?

· Incident / accident book

· Who will write the report in the event of a serious incident or accident? Where is this record kept?  

· Code of Behaviour and Anti Bullying Policy: Refer to school’s policy for dealing with behaviour which causes a risk to others   

· Allegations or Suspicions of Child Abuse: Refer to Child Protection Guidelines. Also refer to CPSMA Management Board Members’ Handbook. 

· The school’s Child Protection Policy, in line with Child Protection Guidelines, must be followed  in the case of an allegation or suspicion of child abuse

· School tours / outings: Refer to school’s policy on school tours

Staff

· Garda clearance 

·  Does the school conduct a garda check before a person is employed? 

·  How does the school maintain a high standard in its ‘duty of care’?

· Positive Staff Relations: See Working Together. Procedures and Policies for Positive Staff Relations. INTO 2000. Also refer to CPSMA Management Board Members’ Handbook

· What practices support positive staff relations in the school?

· How are staff made aware of the procedures to address cases of adult bullying/ harassment or to initiate a grievance procedure? 

· Assaults on Teachers/School Employees: See CPSMA Management Board Members’ Handbook

· What practices create and maintain a culture where acts of violence are not tolerated?

· If an incident occurs, what procedures are followed?

· Do employees work in a reasonably comfortable and safe environment? Are improvements required? e.g. ventilation, light, anti-glare computer screens, chairs…

· Are there safeguards in place for pregnant staff members?

· Is training given for lifting heavy equipment, for using fire extinguishers, …

· Is the caretaker provided with appropriate safety gear?

· Are procedures followed by cleaners e.g? 

· Vacuum cleaner leads not trailing on the floor

· Safety signs clearly visible – wet floors.

· Are keys available within the school in case anyone gets locked inside?

Equipment and materials

· Are lawnmowers, ladders and any other equipment associated with school maintenance stored in a safe area, not accessible to children? Is the storage area locked during the school day? Who has access? 

· Where are solvents, chemicals, cleaning agents etc. stored?  Is this storage area kept locked? Who has access? 

· Are computers, televisions, other technologies stored safely? How are they transported around the school? Are plugs, leads etc. checked on a regular basis?

	Success criteria


Identify some practical indicators of the success of the policy.

	Roles and Responsibility


Name the people who have particular responsibilities for aspects of the policy and how they fulfil their role  

· Board of Management

· Safety Officer 

· Safety Representative

· Each member of staff

	Implementation Date


Decide upon a date from which these procedures will apply.

	Timetable for Review


At what stage will the Health and Safety Statement be reviewed?

The HSA recommended that a review should be conducted when any changes have been made to work practices, personnel, where a practice is no longer valid or under the direction from the HSA inspector. It is recommended by the HSA that the statement be reviewed at least annually.

	Ratification & Communication


State when the Board of Management officially ratified the policy. 

State how the Health and Safety Statement will be communicated to the school community.

Reference Section
· Guidelines on Preparing your Safety Statement, HSA

· A short guide to The Safety, Health and Welfare at Work Act 2005 (www.hsa.ie)

· Report of the Advisory Committee on Health & Safety Statement for Schools. HSA. This report contains a format for a Safety Statement. 

· CPSMA Management Board Members’ Handbook

· A Supplementary Handbook for Primary Schools under Protestant Management. Second Edition. p.22 - 27 Compiling a Safety Statement

· INTO Guidelines for compiling a Safety Statement 

· A Guide to Insurance, Safety and Security in the School (2002), Church & General p. 24-32

· Safety, Health and Welfare at Work Act, 2005 (www.hsa.ie)

· Round Hall’s Primary Education Management Manual CD – ROM

· Mahon O. (2002) The Principal’s Legal Handbook IVEA. Ch.3 Safety, Health & Welfare in School

· Working Together. Procedures and Policies for Positive Staff Relations. INTO 2000

· Guidelines on First Aid (Index chart) from the regional Health Promotion Units
· “Infection in School”. A manual for school personnel, available from regional Health promotion units on www.healthpromotion.ie 

· Responding to Critical Incidents - Advice and Information Pack for Schools from 
The National Educational Psychological Service, Frederick Court, 24-27 North Frederick Street, Dublin 1

· Employee Assistance Service (EAS) for teachers, managed by VHI Corporate Solutions. DES www.vhi.ie
· Solas (CPMSA) Nov./Dec. 2006. Safety, Health and Welfare at Work Act 2005, p3

· Solas (CPMSA). Spring 2007, p14. Employee Assistance Service for Teachers.

· InTouch, December 2006, p10. Employee Assistance Service for Teachers.

· Solas (CPMSA), Summer 2007 p19. Supervision of pupils outside official school opening hours- a dilemma.

· Leadership +, IPPN April 2007. p16. Health & Safety for Senior Managers

Websites:

	DES
	www.education.ie

	CPSMA
	www.cpsma.ie 

	INTO
	www.into.ie

	IPPN
	www.ippn.ie

	Health and Safety Authority
	www.hsa.ie/osh

	Allianz Insurance 
	www.allscoil.ie


Appendix 1

Recommended Safety Statement Format from Report of the Advisory Committee on Occupational Safety and Health at First and Second Levels in the Education Sector to The Health and Safety Authority.

	FORMAT FOR A SAFETY STATEMENT  FOR SCHOOLS 



	SCHOOL NAME: _________________________ 
	NAME / TEL OF: 

	DOCTOR:
    _________________________ 

	ADDRESS: 
​​​​​​​___________________________ 
	Hospital / Ambulance
_________________________ 

	   ________________________________________ 
	Fire Brigade 
_________________________ 

	   ________________________________________ 
	Safety Officer 
_________________________ 

	   ________________________________________ 
	Safety Representative 
_________________________ 

	SCHOOL TYPE: __________________________ 


	Person responsible for 
First Aid: 
_________________________ 

	This Safety Statement is aimed at protecting our employees from workplace accidents and ill health at work. It is our programme in writing to manage health and safety. The Safety Statement is available to our employees, outside services providers and Inspectors of the Health and Safety Authority. We will update it as necessary and it will be reviewed at least once a year. In particular we undertake, so far as is reasonably practicable, to comply with all relevant health and safety legislation to include the following areas: 

· Provision of a safe workplace 
· Safe access and egress routes 
· Safe handling and use of laboratory chemicals 
· Safe equipment including maintenance and use of appropriate guards 
· Provision of appropriate personal protective equipment. 
Signed: ____________________________________ Date: ___________________________ 
Manager/Chairperson Board of Management 

Name of Deputy (in absence of above): _______________________________________________ 
Employees are reminded of their responsibilities under the 1989 Safety, Health and Welfare at Work Act 
· to take reasonable care for their own safety, health and welfare and that of others. 
· to make proper use of all machinery, tools, substances etc. 
· to make proper use of personal protective equipment. 


	Identification of Hazards, Risk Assessment and Action(s) Taken

	Hazards
	Low/Medium/

High Risk
	Risk to persons
	Action Taken
	Date 
	Person responsible

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Appendix 2

Annual School Audit

A. Fire Safety.  School Record for School Year ______________________

	








      Fire Drill
	Fire Equipment

	Date of Fire Drill
	Observations
	Areas identified that need to improve next time
	Date

Checked
	Improvements made & date
	Observations

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Annual School Audit

B. School Environment. School Record for School Year ______________________

	Date
	Identified Damage/Hazard
	Location in school
	Reported to…

Date
	Action taken
	Cost/Observations etc  in maintaining safety

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Appendix 3
Report on Accidents in the school environment
(For School’s Internal Records)
Name:  ________________________________________  

 Class: _______________

Date of Accident:  ________________________________  
Time of accident:  ______________________

Location of Accident:  _____________________________________________________________________

Staff on supervision duties at time of accident:  _____________________________________________

Information regarding circumstances of accident:  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Witness 1___________________________________     



Witness 2 _______________________________________

Any further information:  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Action Taken:  ________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________

Signature:  ______________________________________________   
Date:  _______________________

(NOTE: By law, the Health & Safety Authority must be notified when an accident causes death or prevents an employed person from working for more than 3 days. This is explained in detail in the CPSMA Handbook and is accompanied by a standard reporting form. The school’s insurance company should also be notified about serious accidents that occur in the school or while on school related activities.)
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