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Health & Safety Statement 

 
 
Introductory  Statement 
 
This statement was formulated on 13th November 2013 by Lindsey Downey, Nuala Ní 
Chealleacháin, Petrina Staunton and Donna  Mc Geehan. 
This statement was reviewed on 28th November 2018 by Lindsey Downey, Elizabeth Irving, 
Caoimhe Irwin and Cathal McGrath. 
 
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 Statement. 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 their health and safety programme 
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’ role in the school and this must be an integral part of any Health and Safety 
Statement. 
 
Relationship to Characteristic Spirit of the School 
 
Knockmore Junior School strives to enable the whole school community to develop their full 
potential in a safe and healthy working environment. 
 
Aims 
 

● 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 employees will carry out safe work practices. 
● Safe access and exit 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 . 

 
  



Responsibilities of the Board of Management  
 

● 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.  
 
Responsibilities include:  
 
● Not to be under the influence of an intoxicant to the extent that they endanger their own or 

other persons’ safety.  
 

● 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 with 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 
 
Annually, the  Board of Management  will 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.  
See Appendix I entitled   Identification of Hazards, Risk Assessment and Action(s) Taken 
 
 
Procedures to Deal with Emergencies 
 
Emergency Procedures 
 

● Each class teacher sends home a contact list to complete at the beginning of the 
school year. The teacher keeps a copy of up to date phone numbers and 2nd copy 
is kept in office. Teachers, SNA’s  and secretary have access to these. 

● Details saved on cloud system, Aladdin and hard copy in secretary's office 
● Parents/guardians are contacted by telephone in the event of a serious incident. 
● Parents/guardians are requested to collect child from school in the event of a 

serious incident.  
● In the event that a parent cannot be contacted a note will go home with the child or 

message sent with person collecting at home time 
● In the event of a parent/guardian refusing to collect child following a serious 

incident, Code of Behaviour will be followed. 
 

 
 
 



Fire-drill and school evacuation procedures  
 

● Fire-drills are held on a regular basis.  
● Teachers and pupils aware of the designated assembly points following evacuation 

of the building(s).  
● The procedures for evacuation are displayed on each classroom door.  
● New staff and pupils are notified of these procedures through section mentors. 

 
 

 
Serious Accident Procedure & Accident Report Form  
 
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 critical incident policy for procedures in dealing with critical incidents. 
 

Emergency closures  
 
See critical incident policy. 

 
Health issues 
 

Parents inform school of any allergies/illnesses of the applicant through the enrolment 
form  
 

Managing Specific Health Issues  
 

 Parent, principal or senior staff member will inform appropriate staff of the health issues 
in relation to certain pupils on a need to know basis. 
 

Administration of Medication  
 

● No teacher should be required to administer medicine or drugs to a pupil. Any 
teacher who is willing to administer medicines should only do so under strictly 
controlled guidelines. A teacher who takes responsibility for administering 
medicines takes on a heavy legal duty of care. 

● The parents of the pupil should write to the Board of Management requesting the 
board to authorise a member of the teaching staff to administer the medication. 
The request should contain written instructions of the procedure. 

● The B.O.M may authorise a member of staff to administer medication. The B.O.M. 
should inform the schools insurers accordingly. They should also seek an 
indemnity form from the parent(s) in respect of any liability. The B.O.M. should 



make arrangements for the safe storage of medication and procedures for the 
administration of medication in the event of the authorised staff member’s absence. 

● Staff members should not administer medication without the specific authorisation 
from the Board. Staff members should exercise the standard of care of a 
responsible parent. 

● B.O.M. should request parents to ensure that teachers be made aware in writing of 
any medical condition suffered by the child. All staff should be notified where 
necessary i.e. allergies, diabetes, epileptics or those prone to anaphylactic shock 
syndrome. It is vital that the symptoms of these be identified in order that an 
appropriate person can give treatment if necessary. In emergencies teachers 
should do no more than is necessary. 

● The principal will administer medication where agreed. 
 

Illness or Injury 
 

      Illnesses and injuries have been divided into two categories: minor and major incidents. 
 

Minor Incidents: (suggested) 
 

● Fall- resulting in a graze 
● Bump of head resulting in local pain 
● Bleeding- non artery 
● Vomiting/ stomach ache/ temperature/ headache 

 
In the event of a minor incident: 
 

● If incident occurs on yard, log will be made and attending SNA will assist the 
child,cleaning wound with gloved hand, alcohol free wipe, may apply plaster. 
 

● All children suffering bumps to the head will be brought to the most senior staff member 
for assistance. 
 

● Parents/guardians will be phoned if child is suffering from Vomiting/ stomach ache/ 
temperature/ headache. A recommendation may be made by senior staff member that 
child must be collected by parent/guardian. 
 

● If parents/guardians have not been contacted during the school day all efforts will be 
made to communicate the incident to them either verbally at hometime or with a note. 

 
Major Incidents: (suggested) 
 

● Fall- resulting in sprain, break, major laceration 
● Bump of head resulting in lump, concussion, passing out 
● Serious bleeding in need of medical attention 
● Soiling 
● Vomiting repeatedly 
● Fitting/Seizures 
● Allergic reaction 

 
  



In the event of a Major Incident: 
 

● Parents/guardians are contacted by telephone in the event of a serious incident. 
● Parents/guardians are requested to collect child from school in the event of a serious 

incident.  
● In the event that a parent/guardian cannot be contacted an ambulance/doctor/medical 

professional will be called to assist with the child. 
● In the event that the parent/guardian cannot be contacted and the child must leave the 

premises (e.g. hospital) and a senior member of staff will accompany the child. 
● In the event of a parent/guardian refuses to collect or attend to their child following a 

serious incident,the Code of Behaviour will be followed and relevant agencies informed. 
● All major incidents must be logged using an accident report form and signed by the 

principal/deputy principal 
 

 
Infectious Conditions 
Refer to  Infection in School, A manual for School Personnel, Health Promotion Unit, 
1995. 
The BOM recommend that the outlined procedures are followed.  
 

School hygiene 
● Each toilet area is supplied with washing facilities including warm water, soap and 

hand towels. 
● Each classroom is supplied with disinfectant spray. 

General cleanliness of school environment  
● School is cleaned by employed cleaners on a daily basis. 
● Refuse is removed from classrooms on a daily basis. 

Clothing/protection 
● Parents are advised to send their children into school wearing appropriate clothing 

for the season. 
● During summer months parents are advised to put sun protection on their children. 

 
Safety and Welfare Issues 
Pupils: 
Assembly of Pupils 

● Children assemble in main school yard each morning where they are collected by 
class teacher on the sounding of the 8.50 bell. 

● On wet mornings children are permitted into the school shortly before the 8.50 bell 
and are supervised by appropriate staff members. On these occasions children are 
collected by class teacher from appropriate areas at 8.50. 

● On occasion where teacher is late or absent children are collected by appropriate 
staff member. 

ASD Classes 
Children arriving by bus escort will be collected from the bus by 2 adults from the ASD class on 
their arrival and brought directly to their classroom. 

  



 
Dismissal of Pupils 
Infant Classes:  

● On the sounding of the 1.30 bell, children are lined up and led by class teacher to 
appropriate external doors where they are collected by their parent/guardian. 

● Teacher waits until all children have been collected. 
  



Senior Classes :  
● On the sounding of the 2.30 bell, children are lined up and led by class teacher to school 

gate where they are collected by their parent/guardian or have permission to walk home. 
● A teacher and Principal/Deputy Principal waits until all children have been collected. If 

necessary parents are contacted and teachers follow voluntary supervision rota.  
(Refer to and Follow CPSMA ,INTO guidelines for bringing a child home) 
 
ASD Classes 
Children will be walked to their bus by the escort and at least one other adult and seen safely off 
the premises at their appropriate time of their dismissal. 
 
Leaving the Premises During the School Day. 

● Parents/Guardians must collect their child from school in the event of an external 
appointment, unforeseen circumstance. 

● Parents/Guardians must inform class teacher or Principal, in writing. Parents are to be 
given a release form at the office. Teachers keep these in their yellow folders..  

● Pupils must have written permission to walk home unaccompanied. 
● Children are not permitted to go home at lunch time. 

 
Supervision of Pupils:  
The following are the procedures to be adhered to in the event of: 

 
A Teacher Being Absent: 

● Children are brought in from yard by supervising teacher. 
● Adjoining teacher supervises class, or Available SNA, until the arrival of substitute cover. 
● Should a substitute not be available, the class will be split amongst the relevant section by 

post holder. List of children and assigned class will be left in the children’s own class. 
● At the end of the day, the supervising teacher is responsible for child until they are either 

collected or leave with prior parental permission. 
 
Supervision Roster 
 

● Assistant Principal is responsible for devising, displaying and distributing supervision 
roster. 

● A copy is kept in the Accident Report folder in Principal’s office 
 

 
Incident / Accident Book 

● The Yard book is taken to yard by supervising teachers.  
● All incidents are logged as they occur. 
● Book is kept in Principal’s office.  
● If a person must leave the school due to an accident an accident report form will be filled 

in by principal or supervising teacher. A copy will be sent home with child. 
● Accident report forms are kept on file in the Principal’s office. 

 
 
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 :  
See Appendix 56 p. 195-203 of CPSMA Management Board Members’ Handbook. Also refer to 
Child Protection Guidelines.  



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 
 
Mobile Phones : are not permitted on school grounds for children. 
 
 
Staff 
 
Positive Staff Relations:  

● Procedures to address cases of adult bullying/ harassment or to initiate a grievance 
procedure are outlined in the CPSMA handbook. 

● In the case of assaults on Teachers/School Employees Appendix 23 p. 210 of the CPSMA 
Management Board Members’ Handbook will be referred to. 

 
➢ Working Together. Procedures and Policies for Positive Staff Relations pg 208. 

INTO 
➢ Positive staff working relations, Appendix 20 p.198,  
➢ Bullying and harassment Appendix 21 pg.204,  
➢ Appendix 22 Grievance Procedure p.208  
➢ CPSMA Management Board Members’ Handbook 

. 
 
Equipment and Materials 

● Lawnmowers, drills, ladders and any other equipment associated with school 
maintenance are stored in a safe area that is not accessible to children. 

● The caretaker and school management have access to this area. 
● Solvents, chemicals, cleaning agents etc. are stored in a locked area. The cleaner 

supervisor, caretaker and school management have access. 
● Computers and other technologies are stored safely. Only adults are permitted to move 

the secure trolleys.  
 

 
Success Criteria 
 
Success of this policy will be monitored on an ongoing basis, regarding the health and safety of 
all those in Knockmore Junior School. 
 
Roles and Responsibility 
 
Board of Management has the overall responsibility for Health and Safety matters in Knockmore 
Junior School. 
The Safety Representative will liaise between the staff and BOM. 
Each member of staff has a personal responsibility for Health and Safety matters in Knockmore 
Junior School. 
  



 
 

Implementation Date 
 
6 th  Jan  2014, Policy reviewed November 2018. 
 
Timetable for Review 
 
The Health and Safety Statement be reviewed in June 2022 or as required due to changes that 
have been made to work practices, personnel, where a practice is no longer valid or under the 
direction from the HSA inspector.  
 
 
Ratification & Communication 
 
Policy ratified October 2018. 
  
The Health and Safety Statement will be available in the principal’s office and staff room for 
perusal by all members of the school community. A copy will be available to teachers on the 
Administration Server. 
 
Reference Section 
 

Guidelines on Preparing your Safety Statement, HSA 
www.safework.ie 
 
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.  
INTO Guidelines for compiling a Safety Statement  
CPSMA Management Board Members’ Handbook. Appendix 36, 37, 38 
A Supplementary Handbook for Primary Schools under Protestant Management. Second 
Edition. p.22 - 27 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) 
“The Report of the Advisory Committee on Health and Safety in Schools.” Health and Safety 
Authority, 10 Hogan Place, Dublin 2. Tel.: 01 - 6147000 
A Short Guide to Health and Safety Law. HSA 
Round Hall’s Primary Education Management Manual CD – ROM 
Glendenning D. (1999) Education and the Law. Ch. 9 The Teacher’s Duty of Care: 
Negligence 
Mahon O. (2002) The Principal’s Legal Handbook.IVEA.Ch.3 Safety, Health & Welfare in 
School 

Guidelines on Countering Bullying Behaviour in Primary and Post Primary Schools (DES1993) 
Working Together. Procedures and Policies for Positive Staff Relations. INTO 2000 
Code of Practice on the Prevention of Workplace Bullying. HSA 2002 

Guidelines for developing a School Substance Use Policy. DES Oct. 2002 
Child Protection. Guidelines and Procedures. DES 2001 
Children First. National Guidelines for the Protection and Welfare of Children. Department of 
Health and Children 1999 
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  

http://www.safework.ie/
http://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.education.ie 
Solas (CPMSA) Nov./Dec. 2006 . Safety, Health and Welfare at Work Act 2005 , p3 
Circular 0094/2006 - New Arrangements for the Vetting of Teaching and Non-Teaching Staff  
Solas (CPMSA), Summer 2006. p19 Vetting for Primary Schools 
Solas (CPMSA), November/December 2006, p18 Garda Vetting 
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 

SPDS www.sdps.ie 

INTO www.into.ie 

IPPN www.ippn.ie 
Health and Safety 
Authority www.hsa.ie/osh 

Church and General  www.cg-online.ie 

 
  

http://www.education.ie/
http://www.education.ie/
http://www.sdps.ie/
http://www.into.ie/
http://www.ippn.ie/
http://www.hsa.ie/osh
http://www.cg-online.ie/
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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 (p.159) 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.) 


