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Sample Assistant Principal Position as Health and Safety Co-ordinator

The duties allocated to the post are as follows:

· Implementing and updating of St Project’s Safety Statement. 

· Assessing the Health and Safety needs of the school on an annual basis (following consultation with staff and appointed safety representatives) and providing a written report to the Board for consideration (annual Health and Safety Report)

· Making all staff and students aware of St Project’s Safety Statement. This includes outlining evaluation and emergency procedures to staff/students and providing induction training for all new employees (tour of premises, evacuation procedures, hazards in the work place etc.)

· Carrying out and monitoring of fire drills (at least one per term) and making appropriate recommendations for improvement, where necessary

· Establishing a system whereby regular checks of all fire equipment (hoses, extinguishers, alarms etc.) and emergency exits are carried out. 

· Arranging for the maintenance of all fire equipment (in consultation with the school principal) and ensuring that all relevant certificates (as required under Health and Safety legislation) are available for inspection 

· Updating the Board of Management and staff about Health and Safety legislation 

· Making provision, in consultation with the principal, for appropriate safety training and instruction 

· Ensuring that First-Aid boxes in staff room, gymnasium, canteen/kitchen, construction studies, technology, art room and science laboratories are checked regularly and stocks replenished as required.

· Keeping detailed records of accidents or dangerous occurrences (records to be kept on school premises). The Safety Co-ordinator will maintain a minor injuries book to record any injuries to employees, students or self-employed persons engaged in work on the premises and will ensure that staff complete the accident report form. In addition, the co-ordinator is responsible for investigating all accidents, dangerous occurrences (cause, time, details of injuries etc.) and for the elimination (where possible) of the hazard 

· Organising special activities to make staff and students more aware of Health and Safety issues (European Safety Week, Road Safety Week etc.)

· Issuing lunchtime authorisation forms/cards in September and monitoring students throughout the year.


