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Why manage safety and health?

» Good safety and health « Staff absences due to injuries or
arrangements are in place for staff, occupational ill health are reduced
pupils and anyone affected by the

activities of the school « The number of accidents and

associated costs are reduced
« Teachers and other staff are
confident that well planned safety
and health systems are in place
when carrying out their
responsibilities

* Morale is improved in the school for
pupils, staff etc.

« The number and cost of

compensation claims are reduced
* Resources are not wasted —

financial priorities can be related to
risk assessments
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Frequently Asked
Questions (FAQs)

Legislation
Safety and health management system

Risk
Assessment

Templates

Planning
Roles and responsibilities
Safety statement and risk assessment

Accident mvestigation and reporting

Further information and support
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Our Role and Function

HSA Independent Regulatory Authority enacted
under legislation

Report to the Minister of Enterprise, Trade and
Innovation

Responsibility for securing the safety, health and
welfare of everyone at work

Promotion and implementation of measures to
achieve this

Monitoring of compliance with H & S legislation and
enforcement where non-compliance occurs.
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Legislation in Ireland

« Safety Health and Welfare at Work Act 2005
« General Application Regulations 2007

* Requirements on Employers

* Requirements on Employees

* Both parties bear responsibility and can be
prosecuted in the event of an incident or accident

* No sectors are excluded from this legislation
« Criminal Prosecution (not a Civil Case)
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Aims to:

« Assist schools plan, organise and manage an effective safety
and health management system.

« Help schools evaluate current policies and practices according
to the legislative requirements and best practice standards.

 Enable schools write or update their safety statements.
 Enable schools create or update their risk assessments.

« Facilitate school management and employees with their
respective roles in operating and reviewing safety and health
best practice.

e Reduce the administrative burden on schools.
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ypical School Organisational Chart

Employees
Department Heads
Teachers
SNA’s
Caretakers
Principal/Deputy Principal Office Staff

(Persons in control of place
of work) Other People at the school
Cleaners
Visitors
Contractors
Board of Management Caretakers
(employer) Students

Safety management team
Safety Officer Whole School
Safety representative
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Schools must have:

> What is the schools legal obligation under the Safety Health and
Welfare at Work Act, 20057

1. Safety Statement

2. Safety Policy signed by Employer: Board of Management or the V.E.C.
3. Risk Assessment

Role and Responsibilities must be clearly defined

1. Names of person in control i.e.; Principal/Deputy Principal

2. Name of Safety officer if appointed (not a legal requirement)

3. Name of Safety Representative appointed by staff

The inspector will want to see that the documents pertain to the activities being
carried out in the particular place of work, and incorporate those who may
be affected i.e. Pupils / Staff / Visitors etc.
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ould familiarise themselves with these
Guidelines?

 Boards of Management/VECs
« School Managers

* Principals

« Deputy Principals

* Relevant post holders

« Teaching

* Non teaching staff
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o 0 Steps of the Safety and Health
= Management System

POLICY AND
COMMITMENT

AUDIT PLANNING
AND REVIEW

MMEASURING IMPLEMENTATION
PERFORMANCE

Fig.1 Key elements of a safety and health management system
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guently Asked Questions

HSA Phone - 1890 289 389

Free
Impartial Advice
Technically and Legally correct
Confidential
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Contents of risk assessment templates

Axt

No.1 Art Room - General Considerations
No.2 Ceramics

No.3 Use of Knives and Cutters

Canteen
No.4 Canteen - General Considerations
No.5 Working with Chemical Products

Cleaning

No.6 Cleaning - General Considerations
No.7 Hazardous Substances

No.8 Waste Compactor and Baler

No.9 Work at Height - Ladders

No.10 Toilets and Showers

Computers
No.11 Computers - General Considerations

General School Risk Assessments
No.12 Slips, Trips and Falls

No.13 Manual Handling

No.14 General Access/Egress

No.15 Platform Lifts

No.16 Fire (Specialist Rooms)

No.17 Fire (General Classrooms and Offices)
No.18 Fire - Events (plays, musicals, large meetings)
No.19 First-Aid

No.20 Portable Electrical Appliances

No.21 Bullying

No.22 Stress

No.23 Car Park and External Areas

No.24 staff Room

No.25 Pregnant, Post-Natal and Breastfeeding Women
No.26 Noise

No.27 Radon

No.28 Mould

No.29 Asbestos

No.30 Legionella

No.31 Lone Workers (e.g. caretakers)

Home Economics

No.32 Home Economics Room - General Considerations
No.33 Knives and Cutters

No.34 Portable Electrical Appliances

45.46
47.48
49

51.52
53

55.56
57.58
59
61.62
63.64

109.110

111112
113
118

Contents of risk assessment templates cont'd.

Mainte 1 etc.)
No.35 - General C 117.120
No.36 Construction Contractors 121
No.37 Tractor Maintenance 123.126
No.38 Boiler House and Fuel Tanks 127.128
No.39 Grass Cutting/Ride-on Mower 129.130
No.40 Pressure Washer 131.132
No.41 Strimmer 133.134
No.42 Waste Compacter and/or Baler 135.136
No.43 Work at Height - Ladders 137.138
P.E.

No.44 Exercise Equipment/Gym Equipment 139
No.45 Goal Posts 141.1492
Pupil Considerations

No.46 Pupil Considerations 143
Science

No.47 Bunsen Burners 145.146
No.48 Chemicals 147.150
No.49 Glassware 151.152
Technologies

No.50 Powered Hand Tools 153.155
No.51 Hand Fed Table Band Saw 157.160
No.52 Electric Ovens 161.162
No.53 Metal Working Centre Lathe (manually operated) 163.166
No.54 Woodworking Bench Circular Saw 167.171
No.55 Bench/Pedestal Grinder 173.176
No.56 Hazardous Substances (metal work, wood work, technology etc.) 177.178
No.57 Milling Machine 179.182
No.58 Morticer 183.185
No.59 Pedestal Drill (Metal Work) 187.190
No.60 Surface Planing and Thicknessing Machine 191.194
No.61 Portable Router 195.197
No.62 Hand Held Portable Circular Power Saw 199.201
No.63 Bench Mounted Scroll Saw 203.205
No.64 Vacuum Former 207.208
No.65 Wood Lathe 209.211
Other Activities

N0.66 School Excursions (day trips, matches) 213.2149
No.67 Outdoor Adventure Activity 215.216
No.68 Work Placements 217

Blank Risk Assessment Templates
No. 69 Blank Templates 219.222
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©) Risk Assessments

» The Guidelines also include Risk Assessment templates so that staff
members (best-placed) can use these to assess risk in their own
classrooms.

Assign Staff select risk assessment for activities they are involved in

Safety Committee or relevant person collates all assessments to
develop school wide plan

» BOM designate timescale for completion of risk assessments and
approve

YV VvV
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Guidelines Part 2

* Tool 1: Planning Documents

* Tool 2: Safety and Health Policy

« Tool 3: Sample Management Organisation Chart
e Tool 4: Risk Assessments

« Tool 5: Accident/Incident Record Form

e Tool 6: Training

« Tool 7: Communications

* Tool 8: Monitoring
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Accidents Incidents and Dangerous Occurrences

(*)

Worker / Employee

» Normal reporting procedure by telephone in event of fatality; by
fax or on-line www.hsa.ie

NON Employees
> Separate reporting criteria,
> Reporting system remains the same

» Contact Workplace Contact Unit in the event of any ambiguity
regarding accidents. (1890 289 389)

» Guidelines give appropriate method to investigate and record
accidents

(c) 2008 Health and Safety Authority



http://www.hsa.ie/

dents and Incidents: Statutory
Reporting Requirement

"Should accidents to pupits bereported-to the Health-and-Safety Authority~
The following types of accidents to school pupils must be reported to the Health and Safety Authority, by the
school either online at www.hsa.ie or on the Incident Report Form (IR1).

A death or an injury that requires treatment by a registered medical practitioner, which does not occur while a
person is at work, but is related to either a work activity or their place of work. This applies to pupils in certain
circumstances.

If the pupil is injured as a result of a work-related activity and requires medical treatment by a registered medical
practitioner, this is reportable to the Health and Safety Authority.

Example 1: if a pupil is injured when using a mallet and chisel during wood working class, and requires treatment
by a registered medical practitioner, this is reportable. However, if a pupil trips in the school yard this is not
reportable.

Example 2: if a student trips during PE class and requires treatment by a registered medical practitioner, this is
reportable. Where students are taken on school trips, they are considered to be a normal part of the work
activities. Therefore, if a pupil is injured during the school trip and requires medical treatment this too is
reportable.

This therefore EXCLUDES, sports injuries sustained during school matches, school yard injuries, injuries
from horseplay etc. The school must keep records of all accidents which occur for a period of 10 years.

(©) 2008 Health and Safety Authority
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Tool 5: Accident or Incident Record Form

Sample Accident or Incident Record Form

INJURED PARTY DETAILS:

First (s)
Address (Home/C: )
D.OB: Sex: Male/Female

Status (Please tick appropriate box)
[Jeupit  []reacherstatt member [ visitor [ ] Contractor
Other (please specify):

Date of Accid ident
Date Accident/Incident reported to school

Where appropriate, more then one box in each section may be ticked.
TYPE OF ACCIDENT Tick MAIN AGENT WHICH CAUSED ACCIDENT

Injured/damaged by » perion
Struck byfcontact with

Caught infunder
Shiptrip/tall

Sharps
Road Trathic Accdent/Crash

Exposure to substancedenmronments
Manual handling
Property damage

PART OF RODY INJURED

(LTI

Head (except eyes)
Eyes

Face

Neck, back, spine
Chest, abdomen
Shoulder

TYPE OF INJURY

Fatalay
Bruse Upper arm
Eibow

Lower arm, wrist
Hand

Finger (one or more)

Concussion
Internal injury
Abrasion, graze
Fracture

Sprain Hip joint, thigh, kneecap
Torn ligaments Knee joint

Burns Lower leg

Scalds Ankle

Frostbite Foot

Injuryu not ascertained Toe (one or more)
Trauma
Occupational dsease

Other (Please specify)

Multiple injuries
Trauma, shock
Other(Please specity)

CITTTTITITTTTTT] &

(LTI ¢

Tool 5: Accident or Incident Record Form cont’d.

Consequences Result Antiapated absence
[ raemt [ sk Leave [0 14daye
D Excused D 4-7days -
[ non-tatal [ ught oy O s1adaps
] Mediane [0 More than 14 days
D NONE, Le. no anticipated

absence on resulting from the
acadent or Incident

Has the accident been reported to

the Health and Safety Authority? [ ves [ no [ Not appixcabie

(See note below)

[« ity and Compreh
Schools should report all incidents to
the State Claims Agency. DVu DNo DN«W

Have you informed your insurance
company? [ ves [ e [ ot appiscatie

DETAILED DESCRIPTION OF ACCIDENTANCIDENT

Give a full description of:
* the work/activity being carried out when the accident occurred;
« the equipment in use (if any).

Detail how the accident occurred.

Attach:

(A) Injured party's report.

(B) Witness list (level of detail required will vary depending on the severity of the accident).

(O) Witness statements (level of detail required will vary depending on the severity of the accident).
(D) Sketch or photograph of the scene, equipment etc. where appropriate.

I g staff memb

Name (Use capital letters):

Signature:

Date:

Note 1: Certain accidents must be reported to the Health and Safety Authority. lhpoﬂabkamdcnhmaﬂ
wo&plxvhulmnnndthouxudnnunh«olmnm"'dmW(wuoflhlvompbymcm

perform their normal work for more than 3 calendar days, not incduding the dayof!hcxodonLAduth.ov
an injury that requires treatment by a registered medical practitioner, which does not occur while a person is at
work, but is related to either a work activity or their place of work is also reportable. Accidents may be reported
o'\hl-hdlhuvdﬁfmmny‘hodnmncponFonn(ln')ovmlmnvwvwhuuﬁaﬂh«nfmmun

be found in Part 1 of the Guidelines in the FAQ's on Accident Investigating and Reporting.

Note 2: Mmmdnimmdhnmadnxem&uwwmmbyh
Data Protection C For further ion please log onto www.dataprotection.ie

B
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‘o) Inspections

What will happen during the inspection?

» The inspector will review statutory documentation
required under the 2005 Act, pertaining to the activities
being carried out in the school, and incorporating those
who may be affected i.e. Pupils / Staff / Visitors etc.

Approach will encompass:

» Advice In relation to current work practices
/procedures

» Enforcement i.e. Report of Inspection

(©) 2008 Health and Safety Authority




Training

Training Needs Analysis — who needs to be trained

Use Training Chart to see what is best practice i.e.;
»  Health and Safety training for staff

Induction training

Manual handling

First Aid

Safety representatives

Fire Safety

V V V V VY

A. Keep Safety and health training records
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What do we do now?

Use Guidance Document to Prepare:
Safety Policy Document
Safety Statement

Risk Assessment Templates
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orts for Teachers/pupils

E-learning: in partnership with www.alison.com

Access through: www.hsa.ie

Free to access, self-directed, self-paced learning:
— Technologies teachers
« Materials technology/Wood, Metalwork, Engineering
— Science teachers
— Principals/teachers/safety officers in schools
— Third level - construction-related courses
— Senior Cycle students (TY, LCA, LCVP students)

— Classroom based Learning in Education Centers
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http://www.alison.com/

Curriculum Supports

) Work
Third Level: :
: Experience
case studies, o
guidelines
e-newsletter
or teacher

echnologies
(lesson plans,
posters,

Curriculum
Supports

S.P.H.E. -
HSE teaching
resource
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Thank you.
Any guestions?

Educationunit@hsa.ie

VN

HEALTH AND SAFETY
AUTHORITY
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