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Safety Statement of Coolmine Community School (2019)

This report is intended to assist in reducing the possibility of accidents and ill health by
bringing identified hazards (including a risk assessment) to the attention of Coolmine
Community School.
Within constraints of time and resources every effort has been made to identify hazards and
recommend remedies. It is not implied that all other hazards are under control at the time of
inspection.
The report is advisory and Management of Coolmine Community School must make the final
risk control decisions.

Document amendments/revisions are recorded below:
Issue Status

Date

Safety Statement Formulation
Safety Statement Update 1

January 2013
November 2019

Next Update Due

November 2020

Amendment/Revision
Original Master Copy
Risk Assessment Revision

In order to retain document compliance and control, this document may not be amended
without the authorisation of Coolmine Community School. The Safety Statement and Risk
Assessments are for the exclusive use of Coolmine Community School and are not to be
circulated to third parties without the consent of Coolmine Community School and Nascon.
School Profile
Coolmine Community School caters for over 1100 day-pupils, both boys and girls, aged from
12 to 18 years who live mainly within a geographically defined catchment area. The premises
include a sports and leisure complex with an indoor heated swimming pool. The Adult
Education Day and Evening Programmes cater for students on a continual basis throughout
the year. Annually, it facilitates students to in excess of 15,000 student hours. The Adult
Education Department facilitates community groups, clubs and societies throughout the year.
Among the specialist rooms provided are two Engineering / Metalwork rooms, two
Construction Studies / Materials Technology (Wood) rooms, a Technical Drawing / Technical
Graphics room, three Art rooms, four Science laboratories, two Home Economics rooms and
a Kitchen / Cooking area, two music rooms and a theatre cum canteen. The school has high
speed fibre-optic access to the internet and Wi-Fi throughout the school. Networked
computers are also available in every teaching area in the school.
Learning Support is also provided for students with a range of learning support to students
with special education needs, subject to the resources provided by the Department of
Education and Science. In line with current thinking, our school favours main-streaming
students with special education needs. This means that such students are integrated into
regular classes and support is provided by learning support or resource teachers.
Compiled & updated by Nascon
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Safety Management Hierarchy Of
Coolmine Community School (2019)
Safety is everyone’s responsibility and all staff members have obligations under The Safety,
Health & Welfare at Work Act (2005). Accordingly, School Management recognise their own
further obligations to promote and manage safety in the workplace. The hierarchy below
constitutes the safety management responsibility structure pertaining to Coolmine
Community School.
Trustees are
La Sainte Union Sisters
Vincentian Fathers
DDLETB

(Chairperson) & the Board of
Management

Patricia McPhillips – Principal
Fergal Walsh – Deputy Principal
Richard Carroll – Deputy Principal
Pauline Connolly – Deputy Principal

Safety Officer
Philip Synott

Assistant Principals
AP1 and AP2

Staff, Students, Visitors and Contractors

Compiled & updated by Nascon
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Safety Statement of Coolmine Community School (2019)
To each staff member, student, contractor and visitor

1.0 - General Safety, Health and Welfare Policy Statement
This document sets out the Safety Policy of Coolmine Community School and specifies the
means provided to achieve that policy. Our objective is to endeavour to provide and manage
a safe and healthy work environment for all our staff members and to meet our duties, as far
as is reasonably practicable, to students, contractors and members of the public who may be
affected by our operations.
School Management will endeavour to achieve these objectives by providing adequate safety
training, managing proper emergency planning, facilitating safety consultation, and provision
of safe systems of work and safety conscious (competent) staff.
Safe working is a condition of employment and every staff member at Coolmine Community
School must assume responsibility for working safely. The success of this policy will depend
on your co-operation. It is therefore important that you read the document carefully and
understand your role and the overall arrangements for health and safety at Coolmine
Community School.
It is our intention to review this Safety Statement in the light of experience and developments
at Coolmine Community School. Staff and School Management will engage in a consultation
process and all stakeholders are encouraged to put forward any suggestions for improving
the Safety Statement and enhancing safety management within the school.

Signed ___________________________

Date __________________2020

Chairperson of Board of Management
Coolmine Community School

Compiled & updated by Nascon
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2.0 - Organisation and Responsibility

2.1 - Organisation
The organisation of work practices in Coolmine Community School will be such that optimum
conditions are in place for safeguarding safety, health and welfare at work. The following
declarations made in relation to health and safety, are done so in accordance with the
requirements and recommendations laid down by the Safety, Health and Welfare at Work Act
(2005). These declarations are also in accordance with the guidelines as specified by The
Health and Safety Authority (HSA) in 'Managing Safety, Health and Welfare in Post-Primary
Schools (2008)'.
2.2 - Responsibilities
Safety begins at senior management with each level accountable for the level below. The
following responsibilities attach to the management structure of Coolmine Community
School, however, the overall responsibility for the establishment and maintenance of an
effective policy for Safety, Health and Welfare at Work rests ultimately with the Board of
Management.
(Chairperson) and the Board of Management
The Board shall:


Endeavour to ensure that there are available, sufficient funds, resources and facilities
to enable the Safety Statement to be reasonably implemented.



Endeavour to provide a safe place of work and safe systems of work within the school.



Appoint competent persons as may be necessary to advise and assist the Board of
Management on health and safety matters within the school.



Monitor health and safety performance in Coolmine Community School.



Include health and safety on the Board’s meeting agenda.



Prioritise actions on health and safety issues where resources are required.



Ensure actions are taken regarding health and safety obligations.



Ratify this Safety Statement and organise to have it reviewed (including up-to-date
written risk assessments) on an annual basis.

The Principal – Patricia McPhillips
The Principal typically shall:


Take a direct interest in the health and safety policy of the school and positively
support any person whose function is safety policy implementation.
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Demonstrate a safety commitment by taking active steps to be aware of the safety
record of the school and issue any necessary reasonable directives in the interest of
the safety, health and welfare of all staff members, students and others.



Periodically appraise the effectiveness of the Safety Statement.



Ensure that responsibility is properly assigned, understood and accepted at all levels.



Procure advice and assistance whenever necessary and take heed of any valid health
and safety matters highlighted by staff members.



Ensure that all staff are held accountable for their performance in relation to
occupational health and safety.



Show through personal behaviour that only the highest standards of safety are
acceptable.



Ensure that risk assessments have been completed for the school.

The Deputy Principals – Fergal Walsh, Richard Carroll and Pauline Connolly
The Deputy Principals are responsible for ensuring that the staff members and others are
made aware of and comply with the Safety Statement and arrangements for its
implementation.
The Deputy Principals typically shall:


Be fully familiar with the school’s Safety Statement and ensure it is brought to the
attention of all staff members.



Ensure that thorough and prompt investigations are carried out into all reported
accidents and incidents and that an Accident Report Form is completed following any
accident/incident.



Consider representations about health and safety from staff members.



Ensure that regular health and safety inspections are carried out and remedial action
taken where necessary.



Show through personal behaviour, that only the highest standards of safety are
acceptable.



Review all accident/incident reports in conjunction with the Principal

Compiled & updated by Nascon
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The Safety Officer – Philip Synott
The responsibility of the Safety Officer for “co-ordinating health and safety” extends to all
areas of the premises at Coolmine Community School. Typically this role of co-ordination
includes:


Implementation of the health and safety policy programme in accordance with the
Safety, Health and Welfare at Work Act, 2005, and in accordance with the
recommendations set forth in this Safety Statement.



Review the hazard identification/risk assessment section of this Safety Statement
(Section 6.2) and act upon the recommendations stated therein.



Liaise with staff to ensure all risk assessments are completed.



Continuous vigilance in the area of hazard identification.



Establish a consultative process with members of the workforce.



Deal directly with the safety representative and act upon any representations where
reasonably practicable.



Inform all staff of relevant safe work practice methods.



Arrange a review of the Safety Statement periodically and revise accordingly.



Ensure that all staff members receive adequate safety training, instruction and
information appropriate to their tasks.



Ensure that all staff members are aware of actions to be taken in case of emergency
and that properly maintained fire-fighting equipment is available.



Ensure that good housekeeping standards are maintained and in particular that fire
exit routes are kept clear and that fire points are not obstructed.



Collate safety information relating to any hazardous substances, hazardous materials
or hazardous equipment being used in the school.

Posts of Responsibility (AP1 and AP2)
Their main functions are:


Assisting with the day-to-day management of health & safety in accordance with this
Safety Statement.



Demonstrate, at all times, an exemplary approach to safety and health in order to
engender in their students a total commitment to safety and health.
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Be accountable to the Principal for any breach or omission regarding safety and health
matters within their remit.



Assist in drawing up and reviewing safety and health procedures.



Assist with regular safety and health inspections of their appointed area, making
reports to the Principal on issues identified and ensuring that required corrective
action is carried out.



Conveying safety and health information received to appropriate personnel.



Be aware of statutory obligations (staff duties) and the best available working
practices and methods of training, which they should apply.

Staff Member Responsibilities
There is also a responsibility on staff members to ensure health and safety at work. Section
13 of The Safety, Health and Welfare at Work Act, 2005, places a number of obligations on
staff members while at work 

To take reasonable care of their own health and safety and that of other staff
members who may be affected by his/her acts or omissions.



To co-operate with School Management on statutory safety obligations.



To use any suitable appliance, protective clothing, safety equipment or other means
provided for securing safety, health and welfare.



To report to management without delay any defects of which he/she becomes aware
of in work equipment, place of work, or system of work, which might endanger health
and safety.



Not to intentionally or recklessly interfere with any safety measure provided. Such
action may lead to disciplinary procedures.



To be familiar with any required safety procedures and safe work methods.



To co-operate with, and take into account, any safety training provided.



Not to be under the influence of an intoxicant while at work (including illegal drugs,
prescribed drugs with known intoxicant side effects and alcohol).



Ensure all injuries are reported and recorded on the appropriate form.

Coolmine Community School additionally requires each staff member to immediately report
to the Safety Officer any dangerous occurrence resulting in loss or injury and any dangerous
occurrence that could have resulted in loss or injury. All incidents must be recorded on the
appropriate forms available in the front office.
Compiled & updated by Nascon
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There is also a requirement for staff to be aware of the risks (including new risks) in their
immediate working environment in accordance with the Guidelines on Managing Safety,
Health & Welfare in Post-Primary Schools (2018).
Other School Users
Students, parents, volunteers and visitors have a duty to comply with school regulations and
instructions relating to safety, health and welfare.

Compiled & updated by Nascon
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3.0 - Co-Operation
3.1 - Staff Members
In addition to the above obligations, staff members are required to co-operate with the
investigation of an accident either by the responsible person, safety representative or an
inspector from the Health and Safety Authority. Coolmine Community School has expended
considerable time and resources in the preparation and implementation of a safety policy
programme designed to protect the interests of its staff members.
The programme will not succeed unless each staff member co-operates fully by observing the
above requirements and by following safe work practice methods. Staff members are
expected to read, understand, and work in accordance with the information and
recommendations set forth in this Safety Statement. New and revised documentation may be
produced after certain time periods and these will be distributed and made readily available
as appropriate. In such an event, all staff members will be required to comply with any new
safety requirements as stated.
Each staff member is expected to read the Safety Statement of Coolmine Community School
and to act accordingly. Failure to comply with the terms of this Safety Statement may result
in disciplinary action in accordance with the Industrial Relations Act, 1990 (Code of Practice
on Grievance and Disciplinary Procedures) (Declaration) Order, 2000.
3.2 - Contractors
Contractors may be provided at pre-contract stage with a copy of this Safety Statement. They
will be required to sign the documents to indicate that they have read and understood them.
They must perform their work in accordance with the terms of this Safety Statement. It is
implied in this condition that, in its work activities, the contractor will adhere to recognised
standards and regulations relevant to their work practices. The contractor has permission to
distribute this Safety Statement to its workforce.
Contractors may also be required to submit their own Safety Statement at the pre-contract
stage for examination. It shall be reviewed by the designated “responsible person” in
Coolmine Community School and if it does not reflect safe working practices (applicable to
the contract work intended) then Coolmine Community School can direct the contractor to
amend the Safety Statement before any contract work commences.
Contractors should assume responsibility for safety and health relating to their work practices
and procedures and this shall be incorporated into a signed contract prior to any significant
works commencing.
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Contractors working on our premises are obliged to carry out their duties in accordance with
the requirements of The Safety, Health & Welfare at Work Act, 2005, and as such accept
responsibility to work in a non-negligent manner whilst on the premises of Coolmine
Community School. We may also ask for a copy of the Contractors Safety Statement and a
Method Statement for any work to be carried out:
Contractor Name

Nature of Work

Compiled & updated by Nascon
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4.0 - Consultation and Information
4.1 - Safety Representatives
Under the Safety, Health & Welfare at Work Act, 2005, staff members have the right to elect
a safety representative.
Currently, the safety representative elected is Padraig O’Reilly
Safety Representatives have the right to:


Information from the Safety Statement.



Be informed of impending Health and Safety Authority inspections.



Accompany the HSA Inspector on visits (but not during official investigation of an
accident).



Consult with the HSA Inspector.



Make representations to the responsible person (i.e.: Safety Officer).



Investigate accidents and dangerous occurrences provided that it does not
interfere with the performance of the employer’s statutory obligations.



Inspect the workplace subject to agreement.



Time off as may be reasonable in order to acquire information and training on
matters relating to safety, health and welfare.

4.2 – Safety Information
Information in the form of fire orders, evacuation plans, warning signs and posters are
displayed in hard copy and are also available in electronic format. Information relating to
substances, materials or equipment being used in the workplace is available through the
Safety Officer.
4.3 - Availability of the Safety Statement
Each staff member has access to this Safety Statement (digital access) and is expected to
practice safe working methods in their daily school related activities. The Safety Statement of
Coolmine Community School is available for inspection, by request, from the Safety Officer
(Philip Synott).
Staff who have read the document are asked to indicate this by placing their signature on the
signature list (see Section 8.0).
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5.0 - Safety Resources and Policies
5.1 – Personnel Resources
Significant time and resources have been expended by Coolmine Community School in
implementing the health and safety policy documented in this Safety Statement. Use of the
hazard identification and risk assessment process, along with safety management strategies
highlighted in the appendices to this Safety Statement are further resources allocated
towards successful management of this policy. Other resources include safety consultation
with staff members and provision of First Aid training to relevant personnel, where
appropriate.
Trained First Aiders
Due to staff changes a new group of staff will be trained in the year 2019/20. Croke Park
hours are available for this.

First Aid Equipment
First aid supplies are located in the main office, staffroom and all practical rooms. The
AED (defibrillator) is located in the staff room and the sports complex.

5.2 -Maintenance Resources
Most of the efforts by way of maintenance in terms of time, materials and service are directed
to improving work, equipment and facilities with consequent improvements in their safety.
Considerable improvement has been made in the fabric of Coolmine Community School over
the years and it is planned to continue such progress into the future.
5.3 – Safety Training Policy
Training is being provided at Coolmine Community School on an ongoing basis with fire and
evacuation drills, and other areas related to safety, which consumes financial and direct
resources (e.g. time, materials, equipment, etc.).
5.4 - Other Resources
Other potential resources that may be committed to controlling hazards are those required
for:
 Completing safety audits
 Hazard identification
 Accident and incident investigation
 Monitoring workplace practices
 Safety consultation
 Provision of safety information and hazard warning signage
 Provision of personal protective equipment (PPE)
 Implementing the risk control recommendations in this Safety Statement
Compiled & updated by Nascon
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5.5 – Dignity in the Workplace
The management of Coolmine Community School is committed to a policy to treat all its
employees equally in line with published Equal Opportunity Policies and the Code of Practice
for Employers and Employees on the Prevention and Resolution of Bullying at Work (2007).
All staff members have the right to working in an environment free from any form of harassment
causing stress, bullying or intimidating behaviour. If any staff member experiences unwanted or
offensive behaviour toward them, and makes a complaint through the identified channels, they
can expect the complaint to be fully investigated and the proper outcome to be identified.
Breach of this policy will lead to disciplinary action in accordance with the Industrial Relations
Act, 1990 (Code of Practice on Grievance and Disciplinary Procedures) (Declaration) Order,
2000. Bullying and harassment undermines the confidence and dignity of the individuals
affected by it. It can also tarnish the work atmosphere where bullying is tolerated or is accepted
as the norm. This policy aims to inform staff members of their rights and responsibilities under
this policy.
Definition of Harassment & Bullying
Harassment occurs if any person feels intimidated, humiliated, patronised or embarrassed by
the derogatory, offensive or discriminatory remarks or actions of others. Harassment may
interfere with job performance, undermine job security or create a threatening or unpleasant
work atmosphere.
Sexual harassment is unwanted behaviour of a sexual nature by one staff member towards
another. Examples of sexual harassment include:
 Insensitive jokes and pranks
 Lewd comments about appearance
 Unnecessary body contact
 Display or circulation of sexually offensive material
 Request for sexual favours
 Threat of actual sexual violence
 Threat of dismissal, loss of promotion, etc. for refusal of sexual behaviours
Bullying is defined as any form of repeated, unwelcome and unacceptable conduct that could
be regarded as offensive, humiliating or intimidating. Examples of bullying include:
 Verbal abuse
 Shouting, making jokes, unfair and excessive criticism, ridicule in front of other
individuals, spreading false truths about the individual
 Non-verbal abuse
 Looks, a gesture, displaying emblems on clothing, exclusion, whistling,
isolation at work breaks, social events, etc.
 Physical abuse
 Hitting, bodily contact that is abusive in nature, shaking fists in a threatening
manner, sabotaging a colleagues personal belongings, etc.

Compiled & updated by Nascon
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Cyber Bullying and Privacy Requirements
Circulating, publishing or distributing (including on the internet and through social media)
material associated with Coolmine Community School activities including, but not limited to,
material in relation to staff and students where such circulation undermines, humiliates or
causes damage to another person is considered a serious breach of discipline and may result
in disciplinary action. As part of such disciplinary action, Coolmine Community School reserves
the right to suspend or expel a student or students where it considers the actions warrant
such sanctions.
Complaints Procedure
Stage One:
1.1
1.2
1.3
1.4

Informal Procedure
Self-initiated attempt at informal resolution
Discussion with contact person
Assisted attempt at informal resolution with the designated person
Mediation

Stage Two:

Formal Procedure
Initial internal examination – Principal / Board

Stage Three:

Formal Procedure
External investigation

Responsibility
Every member of staff has a responsibility to ensure that harassment and bullying do not occur
at any level or in any department. This individual responsibility extends to an awareness of the
impact of personal behaviour that could cause offence to another member of staff and make
them feel uncomfortable or threatened. Management have a particular responsibility to ensure
that the workplace is kept free from all forms of harassment and bullying so that staff may go
about their work free from the threat of harassment or intimidation. As in all matters of discipline
it is primarily the responsibility of management to establish and sustain proper standards in the
workplace. Management will respond promptly to complaints of harassment or bullying and will
deal with all complaints in an expeditious and supportive manner.
Also linked to this policy is the Protected Disclosures Act (2014) that aims to protect people
who raise concerns about possible wrongdoing in the workplace. The Act provides for redress
for employees who are dismissed or otherwise penalised for having reported possible
wrongdoing in the workplace. In such cases the bullying and harassment policy applies.
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5.6 - Pregnant Employee Policy
The Management of Coolmine Community School adheres to its obligations under The
General Application (Pregnant Employee) Regulations (2007).
These regulations apply to staff members that are pregnant, have just had a baby or are
breast-feeding (within the first 26 weeks after birth). If School Management is notified of any
of the above, an assessment of any hazardous activities relating to the staff member will be
carried out.
The following hazards will be considered:






Physical shocks, including potential for direct impact to the abdomen.
Handling a load.
Movement and postures, which are abrupt or severe or give rise to excessive fatigue.
Non-ionising radiation.
Chemicals: In particular, any chemical which is harmful by inhalation or when absorbed
through the skin, i.e. organic solvents.

A pregnant staff member must not be exposed to these hazards unless the hazards are
adequately controlled.
Adequate control means:



The hazard is reduced to a level which will not harm the pregnant woman or the
developing child or breast-fed child.
If any of these risks are present they must either be eliminated or safeguards put in place
to protect the staff member’s health and safety.

These safeguards include:




Changing the type of work, working hours, etc.
Moving the staff member to other safe work.
Access to a rest area if necessary.

If these safeguards are not possible then the staff member may be granted safety and health
leave. This is paid leave, which continues until either the condition changes or else the
pregnant staff member becomes eligible for paid maternity leave.
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5.7 - Stress Management Policy
Coolmine Community School adheres to all aspects of the Safety, Health and Welfare at Work
Act (2005) that obliges employers to identify and safeguard against all risks to health and
safety, including stress.
Workplace stress arises when the demands of the job and the working environment on a
person exceed their capacity to meet them.
Certain causes of stress in the workplace can include:








Poorly organised shift work
Faulty work organisation
Poor working relationships
Poor communication at work
Ill-defined work roles
Highly demanding tasks
The threat of violence

Safeguarding health and safety from the effects of stress is based on the same approach as
that of any other hazard:





Identification of potential problems
Assessment of risks
Implementation of safeguards
Monitoring the effectiveness of safeguards

Coolmine Community School may utilise the following methods of Managing Stress:





Ensure that management is aware of the potential causes of stress and the
early warning signs.
Engaging with support services (e.g. Carecall 180041111057/Inspire).
Ensure that all complaints that may be related to stress are listened to and
appropriate measures taken.
Review meetings are completed with relevant staff with a view to alleviating
or eliminating the potential for occupational stress.

Where Management are aware that a workload or conditions of work are particularly
stressful, measures should be taken to reduce the workload or improve conditions.
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5.8 - Accident/Incident Reporting and Investigation Policy
All accidents or incidents (near misses), whether serious or not, must be reported
immediately to Management. An Accident/Incident Report form is available for this purpose
and must be completed by Coolmine Community School. (See Appendix 6 for further detail).
Accident/incident investigations will be carried out and the purpose of investigation is to
determine the immediate and root cause of the accident/incident and to prevent recurrence.
The conclusions of the investigation will be logged. All staff members are required to cooperate with such investigations and to provide any information, which may be useful in
establishing the circumstances surrounding the accident/incident. Corrective action will be
taken where necessary and recorded.
Accident data will be periodically analysed by School Management with a view to improving
safety performance. Where appropriate, the Safety Statement (including risk assessments)
will be reviewed in light of any accident/incident.
The Safety, Health and Welfare at Work (Reporting of Accidents and Dangerous Occurrences)
Regulations (2016) require certain accidents and dangerous occurrences are reported to the
Health and Safety Authority. These include the following categories:





An accident resulting in the death of a staff member.
An accident resulting in the absence of a staff member for more than 3 working days
(not including the day 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 (e.g. member of the public).
Certain dangerous occurrences, which have the potential to cause serious injury,
whether or not they did cause serious injury (for categories of dangerous occurrences
that require reporting to the HSA refer to www.hsa.ie).

Management of Coolmine Community School is responsible for reporting any such
accidents/dangerous occurrences to the Health and Safety Authority. Reporting will be done
on the prescribed forms IR1 (accidents) or IR3 (dangerous occurrences) and notification will
be provided online through the Health & Safety Authority website.
H.S.A. contact details:
The Health & Safety Authority
The Metropolitan Building,
James Joyce Street,
Dublin 1.
Tel. No. (01) 6147000
www.hsa.ie
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5.9 - Emergency Procedures Policy
Emergency procedures are in place and these procedures will be reviewed periodically and
amended where necessary. Evacuation drills will take place at least twice a year or more often
if required. Staff are reminded to familiarise themselves with the procedures so that a fast
and effective evacuation of the premises can be completed in the event of an emergency.
Records of all fire safety management procedures are included separately in the Fire and
General Register.
After each evacuation, a review will be carried out to evaluate procedures and carry out any
remedial action deemed necessary. Visitors and contractors will be informed of evacuation
procedures as appropriate.

Philip Synott
Patricia McPhillips
Fergal Walsh

Designated Fire wardens are
Nigel Cleary
Pauline Connolly
Richard Carroll

New staff will receive basic information in fire safety from the Safety Officer. This may include
the following:








How to raise the alarm.
Actions to be taken on discovering a fire.
How to call the fire brigade.
Location and use of escape routes.
The evacuation procedure.
Assisting any disabled people, visitors and others during evacuation
Location of and use of fire extinguishers as appropriate.
The Assembly Points are designated at prominent external locations
at the Prefabs and the All-Weather Pitch

List of Emergency phone numbers
Ambulance
Fire Brigade
Hospital (Tallaght)
Hospital (Crumlin)
Hospital (Beaumont)
Hospital (St. James’s)
Hospital (St. Vincent’s)
Hospital (Blanchardstown)
Gardai ( Blanchardstown)
ESB
Gas (Leaks, etc.)

999
01 – 677 8221 (Control Centre)
01 – 414 2000
01 – 409 6100
01 – 809 3000
01 – 410 3000
01 – 221 4000
01 - 6465000
01 - 6667000/999
1850 372 999
1850 205 050

In the event of a situation arising in the course of work involving serious, imminent and
unavoidable danger, staff can stop work and immediately leave the place of work and proceed
to a place of safety, as per Section 11 of The Safety, Health and Welfare at Work Act (2005).
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5.10 - Lone Working Policy
A Lone Worker is defined as ‘any staff member who works alone without close or direct
supervision or contact with work colleagues’. Where employees have to work alone, personal
safety is a priority consideration and Coolmine Community School extends its duty to ensure
that lone workers are made aware of all necessary steps to avoid putting themselves at risk
either from the work itself or the work environment.
People who work by themselves without close or direct supervision are found in a range of
situations throughout the school. In the majority of instances, where employees are required
to undertake normal work activities alone, the job does not entail any significant risks to the
lone worker. However, due to the difficulties, which may be experienced, if a problem does
occur, Coolmine Community School require lone working employees to be aware of the
following safety precautions:


Contact the designated contact person in the event of any incident, accident or other
safety issue arising out of the course of normal work activities.



Lone workers must be medically fit (certified by medical practitioner) to work alone
and should notify the designated contact person of any condition that may
compromise their safety whilst working alone (e.g. diabetic, epileptic, etc.).



Employees should be able to operate all firefighting devices in accordance with
standard fire safety training procedures and know where the designated emergency
assembly point is for the premises.



Lone workers should be aware of where the First Aid facilities are located on site, and
have an awareness of how to contact, and location of, the nearest medical centre, if
required.



Carry a mobile phone at all times as a primary source of communication.



Be aware of any panic button systems, CCTV coverage or alarm mechanisms installed
on site. Furthermore, a list of local numbers for nearby Hospitals, Gardai, Fire Services,
Ambulance Service and Taxi Service should be available.



Be aware of the robbery and violence prevention procedures contained within
Appendix 9 of this Safety Statement.

Risk assessments for Coolmine Community School have been completed and are contained
within this Safety Statement.
The designated contact persons are Patricia McPhillips and the Deputy Principals
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5.11 – Other School Specific Policies
5.11(a) - Supervision in Coolmine Community School
This policy deals with the supervision of the corridors, malls, canteen, yard, carpark and areas
around the gym.








Supervision is a requirement under present Health and Safety legislation.
Supervision is essential to the well-being of both staff and students.
Teachers who engage in supervision do so on a contractual basis and are paid for it by
the Department of Education and Science.
Arrangements for supervision are made by the deputy principal in consultation with
the staff, and all staff are notified in writing of their time, day and location of
supervision.
It is the responsibility of the assigned teacher to be present in their allocated position
at the required time of supervision. If these areas are left unsupervised a health and
safety risk occurs. Should a teacher fail to fulfil their obligations with regard to
supervision on an ongoing basis, management will meet with them.
Teachers taking a personal day are required to provide cover for their supervision. In
the event of the other teachers absence the school will endeavour to provide
substitution, for the supervision slot.

This document aims to provide for the well-being of both staff and students in Coolmine
Community School.
(Reviewed in 2019)
5.11(b) – Special Educational Needs (SEN) Policy
Coolmine Community School has a Special Educational Needs (SEN) Policy that is reviewed
every three to five years. This policy outlines the role of staff within the school in relation to
special educational needs.
Staff are made aware of all students with special educational needs through staff meetings
and updates throughout the year.
Special Needs Assistants (SNA’s) are allocated to students with primary care needs.
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5.11(c) – Infectious Diseases Management Policy
The Board of Management is committed to helping the school community stay healthy.
Prevention
We are adopting a common sense approach to minimise the impact on the school community.
Preventing the introduction of flu is the first and most important step. Respiratory hygiene
and cough etiquette are key measures that everyone should use at all times to prevent the
transmission of infectious diseases. These measures include, when coughing and sneezing:
1.
2.
3.
4.


Turning one’s head away from other people
Using a tissue to cover the mouth and nose
Placing the used tissue in a waste bin
Washing hands, after disposing of a tissue, with soap and water, or alcohol based
hand cleaners (with at least 60% alcohol)

.
We have alcohol hand cleaners in common areas around the school.
(This situation will be reviewed monthly)
Procedures in place for regular cleaning of classrooms, desks, equipment, workstations and
the workplace generally will be regularly reviewed. Wash hard surfaces e.g. door handles, etc.
with a normal household cleaner as infectious diseases can live on these surfaces. Waste,
including used tissues, may be disposed of in the normal way. There is no need to take special
precautions in the handling of such waste.
Management will communicate with the cleaning staff/contract cleaners, as appropriate, to
reinforce the messages outlined above.
___________________________________________________________________________
Other school policies that exist include:
 Parent Meetings with Teachers
 Code of Behaviour
 CCTV System Policy (See Appendix 9 to the Safety Statement)
Further details on these policies are available directly from the Safety Officer or Principal.

Compiled & updated by Nascon

23

Safety Statement of Coolmine Community School (2019)

6.0 - Hazard Identification, Risk Assessment and Risk Control Actions
6.1 - Risk Assessment Methodology
The risk assessment process that Nascon employs in determining a workplace risk profile
involves the following:







Identifying the significant hazards present in the workplace.
Identifying what risks are associated with each hazard.
Recording the likelihood and severity of injury/illness associated with the hazard.
Calculating the risk rating based on likelihood and severity (the risk rating is arrived at
by multiplying the likelihood of injury x severity of injury - see Risk Rating Methodology
on page 26 for specific details).
Suggesting control options in order to ensure that risks are reduced to the lowest level
reasonably practicable (see hierarchy of controls below).
The length of time specified for implementing control measures will vary and be
dependent on the risk rating for the hazard i.e. the higher the risk, the faster action
should be taken. If additional control measures reduce the likelihood or severity of
injury, a revised risk rating can be recorded.

Risk assessments should generally be reviewed annually and any necessary amendments
made. They should also be reviewed if there is a change in circumstances e.g. new equipment,
processes, procedures, etc. following an accident or incident and in the event of new
legislation, codes of practice or new guidance being published.
The Hierarchy of Controls
The selection and implementation of the most appropriate method of risk or hazard control
is a crucial part of the risk assessment process. The following hierarchy should be used when
deciding on control measures, starting with the first in the list and working down to the last
resort, which is the provision of personal protective equipment and clothing.
1.

Elimination
Eliminating the hazard entirely from the workplace is the best way to control it.
Examples of this would be providing a lifting device, which eliminates the need to carry
out manual handling or disposing of unwanted chemicals.

2.

Substitution
If not possible to eliminate the hazard, replace it with something less hazardous, which
will perform the same task in a satisfactory manner. Examples are substituting a
hazardous chemical with a less toxic one or substituting a smaller package or container
to reduce the risk of manual handling injuries.
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3.

Engineering Controls
If the hazard cannot be eliminated or a safer substitute implemented, then reduce the
chance of hazardous contact. Examples of engineering controls are:
 Enclosure (enclose in a way that eliminates or controls the risk)
 Guarding/segregation of people
 Interlocks and cut-off switches
 Extraction ventilation

4.

Administrative Controls
These are the management strategies that can be introduced such as training, job
rotation, limiting exposure time or provision of written work procedures.
For example:
 Safe systems of work that reduce the risk to an acceptable level
 Written procedures that are known and understood by those affected
 Adequate supervision
 Identification of training needs and provision of appropriate training
 Information/instruction (signs, handouts)

5.

Personal Protective Equipment & Clothing
Personal protective equipment and clothing should always be considered as a last
resort. It can also be used as an interim measure to reduce exposure to a hazard.

Summary
The most effective way to control risk is obviously to remove it. Elimination is by definition
100% effective. The further you go down the list the less effective the methods become.
Training alone, for example, is estimated as being only 10% effective.
It is also worth bearing in mind that the amount of management and supervisory effort
needed to maintain the controls is in inverse rank order. In other words, Control Level 5 (PPCE)
takes the most effort to maintain and Control Level 1 (Elimination) the least effort.

Hierarchy of Control
Elimination

100%

Substitution
Engineering
Controls
Administrative
Controls

10%

PPCE
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Risk Assessment Scoring Methodology (BS 8800 Rating System)
(Likelihood (L) x (S) Severity) = Risk Rating (RR)

Likelihood

Unlikely
Likely
Very likely

Slightly Harmful
Superficial injuries
Minor cuts & bruises
Eye irritation from dust
Nuisance & irritation
Temporary discomfort

Slightly
Harmful
1
2
3

Priority Table
Severity
Harmful
2
4
6

Very Harmful
3
6
9

Severity Table
Harmful
Lacerations
Burns
Concussion
Serious sprains
Minor fractures
Temporary deafness
Dermatitis
Asthma
Minor disability

Very Harmful
Amputation
Major fractures
Poisoning
Fatal injuries
Occupational cancer
Life shortening disease
Fatal disease
Head injuries
Eye injuries

Action Priority Table

Risk Rating

Action Priority

High (9)

Immediate

Medium – High (6)

As soon as is reasonably practicable

Medium (4)

As soon as is reasonably practicable

Low – Medium (3)

To be actioned once all ‘higher risk ratings’ are addressed

Low (1) or (2)

At management discretion

Ongoing Awareness

Maintain awareness of the risk management strategy





Due to the varying nature of different organisations, it will be a management
responsibility to dictate exact timeframes on each risk rating. For example, this will be
based on personnel and financial resources available, in-house expertise, and
changing circumstances (e.g. accident/incident analysis).
The risk ratings given to each hazard are based on a risk profile without any of the
risk control actions implemented.
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6.2 – Specific Hazards, Risk Assessment & Risk Control Actions
Coolmine Community School
(March 2019)
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

Science Rooms (x4)
1- Gas system use

Explosion or fire from gas leakage

Ensure gas system is checked on a regular
basis by competent personnel (approved
RGII contractor) and ensure isolation
switches are accessible.

Medium

2- Chemical use (corrosives, irritants,
etc.)

Respiratory sensitisation
Corrosive burns
Harmful vapour
Explosion or fire

Keep all chemicals locked away in
approved chemical cabinets when not in
use.
Adhere to information given on Material
Safety Data Sheets (MSDS), including
disposal guidance. Supply adequate first aid
cover.
Refer to Appendix 9 for guidance on
chemical incompatibilities when storing (do
not store in alphabetical order).

Low - Medium

Burns, electrical fires

Ensure all hot-plates are powered off after
use. Check plugs and cables on these items
regularly for any wear and tear. Warn users
of room that plates may still be hot from
previous class.

Low - Medium

(Chemical storage is generally good with
approved cabinets used and extraction
systems in store)

3- Use of hot-plates
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Science Rooms continued…
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

4- Hazardous biological substances
(cultures, animal organs, etc.)

Infections, adverse reactions

Adhere to procedural recommendations,
use required protective equipment and
maintain adequate hygiene after handling.

Low

5- Awareness of isolation switches
Inability to terminate electrical arcing /
operation (for electrical / gas equipment) sparking and gas leaks (explosion)
starting or progressing

Ensure all staff are familiar with the switch
locations, switch use and reset procedures.
Use signs highlighting each location and
keep free from obstruction at all times.
Check operability of these switches on a
monthly basis.

Medium

6- Handling CO2 cylinder (freestanding in
central prep storage area)

Explosion or tank rupture from falling
over or accidental impact

Store cylinders upright and secured in wallmounted brackets. Adhere strictly to
manufacturer’s safety notices.

Medium

7- Eye wash expiry date awareness

Ineffectual use of solution when
needed

Maintain and register of first aid supplies in
all science rooms with periodic checks on
expiry (use-by or best before) dates on all
solutions and ointments.

Ongoing
Awareness

8- Experimental science work

Explosions, poisoning, cuts, lacerations,
fire, fumes, etc.

Ensure all experimental work is supervised,
correct instruction given and safety
measures followed (available first aid, fire
control, protective equipment, etc.)

Medium - High
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Science Rooms continued…
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

9- No eye wash facilities in eye wash
station in Physics Room

Failure to treat eye splashes
immediately and effectively

Replenish stocks in eye wash stations and
monitor levels on a periodic basis.

Low - Medium

10- Portable electric heater use in Prep
Area

Fire
Trips and falls (over cable)

Should not be left unattended for
prolonged periods when powered on.

Medium

Keep away from combustibles and keep all
vents free from obstruction and cables
away from access routes.
11- No ‘break glass unit’ for key to rear
fire exit in Prep Area (D41)

Hindrance to effective emergency
evacuation from this area

Install a break glass unit in this area to
house the key for this fire exit.

Medium - High

Inform staff of key location once break glass
unit is installed.
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Woodwork Rooms
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

1- Noise from machinery and powered
equipment

Long term damage to hearing of staff

Staff in technology rooms should have
periodic audiometry tests and always wear
hearing protection during machine
operations that are above 80dBA (decibels).

Medium - High

2- Use of power tools and hand tools
(power drills, electric saws, hammers,
chisels, etc.)

Impact injury, cuts, lacerations and
entanglement

Personal protective clothing (particularly
eye protection) must be worn and users
instructed in correct techniques for use.
Power tools should operate at 110 volt if
not on a power circuit controlled by RCD’s.

Medium - High

3- Use of varnishes, flammable spirits,
etc.

Fire, burns, inhalation of fume / vapour

Use the personal protective clothing (PPE)
Medium
as directed in the Material Safety Data
Sheets. Ensure fire extinguishing devices are
convenient.

4- Wood lathes, rotating equipment &
machinery

Cuts, impact lacerations, entanglement, Encourage vigilance among users. Use
etc.
guards provided and advise users on
operation of all machine safety devices. All
machinery (purchased since 1993) must
have a CE mark indicating the machine
complies with the relevant directives.
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Woodwork Rooms continued…
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

5- Manual handling of heavy items (large
project work, raw materials, etc.)

Back injuries
Foot crush
Muscle strain
Ligament damage
Slips, trips and falls

Ensure all relevant staff are trained in safe
manual handling techniques (and refresher
training). Keep weights below 15kgs if
possible.

Medium

Maintain and encourage use of handling
aids (trolleys, castors). Advise on use of ‘2
person lift’ technique where appropriate.
Reduce carrying distances, particularly for
heavier loads and keep such items stored
within a zone of convenient reach (through
ergonomic layout).
6- No exclusion zones marked out
around some woodworking machinery

Operators workspace interfacing with
third parties (non-operators) leading to
entanglement, cuts, lacerations, etc.

Mark out exclusion zones on floor around
each machine where a risk of accidental
interface could occur.

Low - Medium

7- No ‘break glass unit’ for key to rear
fire exits

Hindrance to effective emergency
evacuation from this area

Install a break glass unit in this area to
house the key for this fire exit.

Medium - High

Inform staff of key location once break glass
unit is installed.

Compiled and updated by Nascon

31

Safety Statement of Coolmine Community School (2019)

Woodwork Rooms continued…
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

8- Use of woodworking machinery

Cuts, lacerations, abrasions, eye
injuries, electric shock, entanglement,
etc.

Encourage vigilance among users and
ensure manufacturer’s safety information is
conveyed and understood by all machine
users.

* High















Record Power Router Table
Bison Grinding Wheel
Charnwood Mortiser
Sedgwick Planer (guarded)
Sedgewick Mortiser
Makita Chop Saw (guarded)
Sedgwick Circular Saw (guarded)
Record Power Wood Spindles
(*unguarded)
Record Power Band Saw (*no
kickstop)
Warco Pillar Drills (guarded)
Morrisflex Sanders
DeWalt Chop Saws (guarded)
Hegner Scroll Saws (*unguarded)

Provide adequate supervision when
machines are in use and ensure all guards
and emergency stop buttons are operable.

Reduces to
Medium if
highlighted
corrective
action is
completed

Isolation switches must be conveniently
located (with signage) and appropriate
protective clothing and equipment used.
Never ever remove guards while a machine
is operable.
All machinery must be maintained and
tested by a competent person on a periodic
basis, with appropriate records kept. These
records must be kept for 5 years.
*Install adjustable guards over chuck on
Record Power lathe and on blade of Scroll
Saws. Install foot activated emergency
stop on Record Power Band Saw.
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Metalwork Rooms (D1 & D5)
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

1- Use of metalwork machinery –
specifically

Cuts, lacerations, abrasions, eye
injuries, electric shock, entanglement,
etc.

Encourage vigilance among users and
ensure manufacturer’s safety information is
conveyed and understood by all machine
users.

* High












Warco Pedestal Drills (guarded)
Vacuum Former (enclosed)
Makita Chop Saw (guarded)
Boxford Lathes (guarded and
emergency stop)
Warco Turret Mill (guarded)
Warco Lathes (guarded)
KEF Grinder (unguarded* in D5)
Warco Metal Band Saw
Flamefast Gas Forge
Morrisflex Sanding Belt

Provide adequate supervision when
machines are in use and ensure all guards
and emergency stop buttons are operable.

Reduces to
Medium if
highlighted
corrective
action is
completed

Isolation switches must be conveniently
located (with signage) and appropriate
protective clothing and equipment used.
Never ever remove guards while a machine
is operable.
All machinery must be maintained and
tested by a competent person on a periodic
basis, with appropriate records kept. These
records must be kept for 5 years.
*Install adjustable impact guarding over
KEF Grinder
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Metalwork Rooms continued…
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

2- Use of welding apparatus (including
arc welding)

Burns, blinding, fume inhalation

Use approved quality face shield/goggles,
non-synthetic overalls, fireproof
gauntlets/trousers (no turn-ups) and
protective footwear.

Medium

Provide adequate ventilation and task
breaks between welding.
Oxy-acetylene cylinder should be upright
and secure with a flashback device fitted
and operable. Flashback arresters should be
fitted on all gas cylinder pipework.
Cylinder should be kept free from
oil/grease. All joints should be regularly
tested for leaks.
Electric welding cables need to be regularly
inspected for cuts or other damage to the
insulation, as well as the normal earthing of
the casing of the welding equipment.
The work piece itself must be capable of
carrying the full welding current.
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Metalwork Rooms continued…
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

3- Blowtorch use and brazing hearth (hot
work or forge work)

Fire/explosion

Use PPE and ensure regular servicing of the
gas system. Instruct all users on operational
safety procedures and locate extinguishers
nearby.

Medium

4- Awareness of isolation switches
operation (for electrical machinery and
equipment)

Inability to terminate electrical arcing /
sparking and power sources

Ensure all staff are familiar with the switch
locations, switch use and reset procedures.

Medium

Use signs highlighting each location and
keep free from obstruction at all times.
Check operability of these isolation
switches on a monthly basis.
5- No immediate isolation switches
(proofing system) evident for gas
equipment

Inability to immediately isolate supply
to a gas fire/explosion

Install gas isolation switch (emergency stop
switch and proofing system) and display
signs highlighting switch location and
operation.

Medium

6- No carbon monoxide alarm evident in
forge/brazing hearth area

Carbon monoxide exposure

Install carbon monoxide alarm in this area.

Medium - High
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Metalwork Rooms continued…
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

7- No ‘break glass unit’ for key to rear
fire exits in D1 and D5

Hindrance to effective emergency
evacuation from this area

Install a break glass unit in this area to
house the key for this fire exit.

Medium - High

Inform staff of key location once break glass
unit is installed.
8- Handling sharp edges/corners on
metal

Hand or finger lacerations (particularly
where protective gloves are not worn)

All users must wear cut resistant gloves at
all times. Some gloves provide the lowest
protection (Rated 1) on the cut resistance
scale (where 1 is lowest protection and 4 is
highest protection).

Medium - High

Record this hazard and controls required in
a hazard awareness programme with all
users.
Monitor users operating procedure on a
daily basis for hazard management
behaviour.
9- No mechanical extraction ventilation
in forge/brazing hearth area
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Corridors & Toilets
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

1- Uncontrolled access to school building
(at rear of school)

Unauthorised entry, theft and
vandalism

Entry to school should be through a
designated entrance with controlled access
(intercom, CCTV, etc.).

Medium - High

All personnel (other than staff and
students) must be validated upon entry to
school premises.
Display appropriate signage directing
personnel to the designated entrance for
access validation.
2- Slippery floor when wet/damp
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Slips and falls

Provide adequate ventilation, clean up any
spillages immediately, and use non-slip
mats when necessary. Use warning sign
when floors are slippery.

Medium
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General Purpose Classrooms
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

1- Electrical extensions (or double
adapters) in use

Fire or electrocution from overload

Ensure power demand never exceeds
supply. Check cable regularly for any
damage and ensure all extensions /
adaptors are fused. Check residual circuit
devices (RCD’s or ‘trip-switches’) are
operable and maintained.

Medium

2- Trailing electrical cables

Trips and falls

Secure all cables away from walkways and
access routes. Use cable ties where
appropriate or use cable protection floor
strips.

Medium

3- Portable electric heater use

Fire, trips and falls (over cable)

Should not be left unattended when
powered on. Keep away from combustibles.
Keep all vents free from obstruction and
cables away from access routes.

Medium

4- Smoke/heat detector efficiency

Failure to detect fire/smoke

Ensure the alarm contractors test all
detectors on an annual basis, with an
aerosol spray ‘smoke detector tester’ and
display test date sticker on unit or test
schedule record (IS:3218 Fire Detection &
Alarm Systems for Buildings).

Ongoing
Awareness
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Canteen & Kitchenette
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

1- Cookers, ovens, microwaves, etc.

Burns, fire, electric shock

Ensure vigilance when using. Ensure first aid Low - Medium
box has supply of burn relief cream or
spray. Know where the power isolation
switches are located.
Carry out visual checks regularly on all
electrical equipment for damage or fatigue.
Competent electrician should periodically
complete portable appliance testing (PAT).

2- Slippery floor when wet/damp

Slips and falls

Provide adequate ventilation, clean up any
spillages immediately, and use non-slip
mats when necessary. Use warning sign
when floors are slippery.

Medium

3- Microwave use

Burns and scalds
Fire (obstructed vents)

Avoid overheating (‘superheating’). Ensure
first aid box has supply of burn relief cream
or spray.

Low

Use warning sign highlighting a cooling off
period before using any consumables
microwaved.
Keep microwave vents free from
obstruction.
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Stage Area
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

1- Manual handling of heavy stage props
and school furniture

Back injuries, muscle strain, ligament
damage, falls, abrasions, etc.

Ensure all relevant staff are trained in safe
manual handling techniques (and refresher
training). Keep weights below 15kgs if
possible.

Medium

Maintain and encourage use of handling
aids (trolleys, castors). Advise on use of ‘2
person lift’ technique where appropriate.
Reduce carrying distances, particularly for
heavier loads, and keep such items stored
within a zone of convenient reach (through
ergonomic layout).
2- Use of ‘fly’ equipment (rigging) over
the stage area for lifting stage props
during musicals or shows
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Load collapse

The support cables and counterweights
should be subject to annual load testing
checks before use.

Medium - High
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Caretakers Store
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

1- Use of power tools and hand tools
(power drills, screw gun, grinders, etc.)

Impact injury, cuts and lacerations,
entanglement

Personal protective clothing (particularly
eye protection) must be worn and users
instructed in correct techniques for use.
Power tools should operate at 110 volt
(through transformer) if not on a power
circuit controlled by RCD’s.

Medium - High

2- Manual handling of heavy items

Back injuries, muscle strain, ligament
damage, falls, abrasions, etc.

Ensure all caretakers are trained in safe
manual handling techniques (and refresher
training). Keep weights below 15kgs if
possible. Maintain and encourage use of
handling aids (trolleys, castors). Advise on
use of ‘2 person lift’ technique where
appropriate.

Medium

Reduce carrying distances, particularly for
heavier loads, and keep such items stored
within a zone of convenient reach (through
ergonomic layout).
3- Storage and use of cleaning chemicals
and detergents
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Irritant, corrosive or toxic exposure

Adhere strictly to manufacturer’s safety
instructions and wear the required
protective clothing & equipment. Refer to
associated Material Safety Data Sheets for
specific information on storage and
handling.

Medium
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General Offices & Reception
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

1- Prolonged Visual Display Unit
(computer) use

Eye strain, repetitive strain injury,
headaches, back and neck pain

All VDU workstations must comply with the
General Application Regulations (Part 2,
Chapter 5) 2007, including completion of
individual VDU workstation risk
assessments. Instruct users in proper
posture and workstation set-up / layout.

Low - Medium

(only if exposure is sufficient - hours of
continuous use on a daily basis)

Continuous workstation activity should be
broken up to allow for changes in posture,
standing up, walking around, etc. Refer to
Appendix 4 for further guidelines.
2- Portable electric heater use

Fire, trips and falls (over cable)

Should not be left unattended for
prolonged periods when powered on. Keep
away from combustibles and keep all vents
free from obstruction and cables away from
access routes.

Medium

3- Use of shredder

Entanglement

Ensure no loose clothing, hanging ties or
loose sleeves when using shredder. Use
warning sign.

Low
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Offices continued…
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

4- Accessing high shelves

Slips and falls, back or muscle strain

Never store heavy items above shoulder
height and ensure all items are stored in a
secure manner. Provide secure access
facilities (pedestals, folding steps, etc.) or
extra shelving at lower height levels.

Medium

5- No panic button available at Reception Staff subject to verbal or physical threat Install panic button linked to alarm system
(without alarm notification back-up)
(monitored or otherwise).

Medium

6- Electrical extensions (or double
adapters) in use

Medium
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Fire or electrocution from overload

Ensure power demand never exceeds
supply. Check cable regularly for any
damage and ensure all extensions /
adaptors are fused. Check residual circuit
devices (RCD’s or ‘trip-switches’) are
operable and maintained.
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DCG and Computer Rooms
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

1- Smoke/heat detector efficiency

Failure to detect fire/smoke

Ensure the alarm contractors test all
detectors on an annual basis, with an
aerosol spray ‘smoke detector tester’ and
display test date sticker on unit or test
schedule record (IS:3218 Fire Detection &
Alarm Systems for Buildings).

Ongoing
Awareness

2- No immediate isolation switches
evident (for electrical and computer
equipment)

Inability to terminate electrical fires,
arcing or sparking from computer
equipment

Install isolation switches linked to electrical
mains supply and display signs highlighting
switch location and operation.

Medium

3- Carbon dioxide fire extinguisher
located inappropriately in some rooms
(not on wall hook)

Awkward to access in event of
emergency

All extinguishers should be wall mounted at Medium
a height of 1m (for larger units >4kg) – 1.5m
(for smaller units <4kg) from floor in an
easily accessible area.
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Boiler Room
Specific Hazard

Associated Injury/Damage Risk

Risk Control Action

Risk Rating

1- Servicing of boiler

Explosion, fire

Only competent boiler maintenance
personnel should be used for servicing
boiler equipment. Seek contractor’s Safety
Statement and Method Statement prior to
work commencing.

Ongoing
(annually)

2- Gas sensor (operability)

Failure to operate in event of gas leak

Ensure gas sensors are checked and tested
regularly (normally checked during
servicing).

Medium

3- Propane gas cylinder storage in this
area

Explosion (cylinder rupture during fire)

Highly flammable pressurised cylinders
must be stored securely upright and away
from all heat and ignition sources.

Medium - High

Never leave lit candles unattended. Ensure
fire extinguishers are located conveniently.

Medium

Oratory
1- Use of candles
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Art Rooms (x 3)
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

1- Manual handling of heavy items (large
projects, etc.)

Back injuries, cuts, abrasions

Ensure all relevant staff are trained in safe
manual handling techniques (and refresher
training). Keep weights below 15kgs if
possible.

Medium

Reduce carrying distances, particularly for
heavier items, and keep such items stored
within a zone of convenient reach (through
ergonomic layout).
2- Use of kiln (no heat extraction and no
enclosure)

Fire, burns, carcinogen (from refractory
ceramic lined kilns), ceramic fumes
harmful by inhalation

Install adequate extract ventilation and
separation enclosure around kiln.

Medium - High

Use suitable heat resistant clothing when
handling hot items.
Ensure fire extinguishers are convenient
and that ceramic lining of kiln is not
damaged.
Never leave combustible items on top of
kiln.
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Art Rooms continued…
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

3- Use of paints and dyes

Vapours inhalation, dizziness,
unconsciousness, irritant reactions

Adhere to information given on Material
Safety Data Sheets (MSDS). Supply
adequate first aid. Only use approved
substances.

Low - Medium

4- Use of glues, glue guns and hot wax

Exposure to harmful vapours, burns

Adequate supervision must be in place
when using any glues or hot wax.

Low

Appropriate protective gloves should be
worn during use of these substances. First
aid supplies should have burn relief
ointment / spray.
5- Use of blade cutters (craft knives)

Cuts, lacerations

Use spring retractable blade cutters and
advise users to always cut away from
themselves (not towards oneself).

Low - Medium

Always maintain a count of blades issued
and returned.
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Staffroom
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

1- Microwave use

Burns and scalds, fire (obstructed
vents)

Avoid overheating (‘superheating’). Ensure
first aid box has supply of burn relief cream
or spray. Use warning sign highlighting a
cooling off period before using any
consumables microwaved. Keep microwave
vents free from obstruction.

Low

2- Use of toaster (if timer is overset or
contents get jammed)

Fire, or accidental activation of fire
alarm system

Ensure the thermostat is operating correctly Low
on the toaster and that smoke detection
devices are located nearby.

*Located under overhead shelving
Never overset the timer for the product to
be toasted and monitor while using. Do not
leave unattended.
*Keep toasters out from under storage
cupboards or shelves when using.
3- Use of water boiler

Burns, scalds (from accidental impacts
or congested nozzle)

Ensure nozzle does not become calcified
and that it is de-scaled on a regular basis.

Low - Medium

4- Photocopier ‘non-routine’ use
(changing toner, unblocking, etc.)

Carbon monoxide (from toner), fire if
heat accumulation is excessive,
cuts/grazes or electric shock (when
clearing paper jams), ultraviolet light
exposure

Use in well ventilated areas and avoid
contact with toner and keep lid closed
when in use.

Low
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Prefab Classrooms
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

1- Portable electric heater use

Fire, trips and falls (over cable)

Should not be left unattended when
powered on. Keep away from combustibles.
Keep all vents free from obstruction and
cables away from access routes.

Medium

2- Smoke/heat detector efficiency

Failure to detect fire/smoke

Ensure the alarm contractors test all
detectors on an annual basis, with an
aerosol spray ‘smoke detector tester’ and
display test date sticker on unit or test
schedule record (IS:3218 Fire Detection &
Alarm Systems for Buildings).

Ongoing
Awareness
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Home Economics & Sewing
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

1- Using cookers and ovens

Burns, fire, electric shock

Ensure vigilance when using. Ensure first aid Low - Medium
box has supply of burn relief cream or
spray. Know where the power isolation
switches are located.
Carry out visual checks regularly on all
electrical equipment for damage or fatigue.
Competent electrician should periodically
complete portable appliance testing (PAT).

2- Microwave use

Burns and scalds, fire (obstructed
vents)

Avoid overheating (‘superheating’). Ensure
first aid box has supply of burn relief cream
or spray. Use warning sign highlighting a
cooling off period before using any
consumables microwaved. Keep microwave
vents free from obstruction.

Low

3- Knives, slicers, etc.

Cuts, lacerations

Encourage vigilance when using. Ensure all
guards are in place on any electrical slicers
when using.

Medium

4- Use of mixers, blenders, etc.

Entanglement

Ensure no loose clothing/jewellery is worn.
Adhere to manufacturer’s instructions and
ensure all guards are in place.

Medium
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Home Economics continued…
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

5- Use of cleaning chemicals/detergents

Allergic reactions

Adhere strictly to manufacturer’s safety
instructions and wear the required
protective equipment. Refer to associated
Material Safety Data Sheet for further
information on storage and handling.

Low - Medium

6- Awareness of isolation switches
Inability to terminate electrical arcing /
operation (for electrical / gas equipment) sparking and gas leaks (explosion)
starting or progressing

Ensure all staff are familiar with the switch
locations, switch use and reset procedures.
Use signs highlighting each location and
keep free from obstruction at all times.
Check operability of these switches on a
monthly basis.

Ongoing

7- Cooking hob countersunk into
worktops (level with worktop)
throughout each room

Burns

Place hot surface labels on the worktop
around the hob, and ensure no
articles/items are left on top of a hot hob
surface. Ensure fire extinguishers are
conveniently located.

Medium

8- Use of sewing machines / irons

Burns, puncture wounds

Always provide adequate instruction and
supervision of students using such
equipment. Check electrical integrity of
plugs, insulation, etc., regularly.

Low - Medium
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Home Economics continued…
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

9- Portable electric heater use

Fire, trips and falls (over cable)

Should not be left unattended when
powered on. Keep away from combustibles.
Keep all vents free from obstruction and
cables away from access routes.

Medium

10- Some cookers do not have extraction
ventilation overhead

Build-up of steam and heat in rooms
whilst cookers are used

Provide alternative ventilation in room
(open door, windows) until adequate
extract ventilation is fitted over each
cooker.

Low
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Sports Hall Complex
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

1- Support cables for basketball nets and
suspension straps for gymnastics

Cable or strap failure, equipment
collapse

Ensure support cables and straps are load
tested on an annual basis by a competent
person.

Medium

Check for any cable damage or strap fatigue
on a regular basis.
2- Sockets, break glass units and
emergency lights unguarded in sports
hall

Electric shock, socket damage (from
basketball, football, etc.)

Provide impact guards around all exposed
electrical installations against forceful
impact.

Medium

3- Incorrect use of weights and other
gym exercise equipment

Back, muscle injury

Only allow use under adequate supervision
and after proper training and instruction.

Low - Medium

4- Slippery floor in corridors when wet or
damp

Slips and falls

Provide adequate ventilation, clean up any
spillages immediately and use non-slip mats
when necessary.

Medium

Use hazard warning signs when floors are
slippery and monitor floor conditions
regularly.
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Sports Hall Complex continued…
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

5- Manual handling of heavy
sports/gymnasium equipment

Back injuries, foot crush, muscle strain,
ligament damage, slips, trips and falls

Ensure all relevant staff are trained in safe
manual handling techniques (with periodic
refresher training). Keep weights below
15kgs if possible. Maintain and encourage
use of handling aids (trolleys, castors).
Advise on use of ‘2 person lift’ technique
where appropriate.

Medium

Reduce carrying distances, particularly for
heavier loads, and keep such items stored
within a zone of convenient reach (through
ergonomic layout).
6- Chemical use (for swimming pool)

Respiratory sensitisation, corrosive
Keep all chemicals locked away in
burns, harmful vapour, explosion or fire approved chemical cabinets when not in
use.

Medium

Adhere to information given on Material
Safety Data Sheets (MSDS), including
disposal guidance. Supply adequate first aid
cover.
7- Overuse of sauna and steam room
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Burns, dehydration, heart conditions

Always operate sauna in accordance with
manufacturer’s guidance. Personnel with
pre-existing heart conditions should not use
sauna.

Medium
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Outside Areas
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

1- Use of lawnmower / tractor mower

Fire, cuts, lacerations

Clean up any spillage of petrol on mower
before powering up. Keep grass box on
mower, and always turn off mower before
putting hands or feet near it. Avoid steep
embankments on tractor mower.

Medium

2- Emergency assembly points are not
highlighted with signage

Confusion during emergency
evacuation particularly for visitors and
third parties

Display visible signage at each designated
assembly point.

Medium

3- Ice in winter months

Slips and falls

Maintain supply of salt to be applied to
external thoroughfares during such
conditions.

Medium

4- Potholes on front driveway

Trips and falls (when running for PE
classes)

Tarmac over these potholes.

Low - Medium
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Outside Areas continued…
Specific Hazard

Associated Injury / Damage Risk

Risk Control Action

Risk Rating

5- Using motorised gardening equipment

Eye injury, lacerations, facial impact
injury

In all cases use full-face protection. Monitor
the working environment for passers-by in
close proximity.

Medium

Always power off equipment before putting
down or checking for obstructions or other
maintenance related issues. In all cases
refer to the manufacturer’s safety
guidelines for use.
6- Use of weed killer in spraying tank
(e.g. Roundup)
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Respiratory tract and skin irritation,
corrosive burns, carcinogenic and
embryonic damage

Full protective clothing and respirator
required when using. Refer to the Safety
Data Sheet for specific details on handling
and exposure control.

Low - Medium
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Overall Fire Safety
Hazard

Associated Injury / Damage Risk

Improvement Option

Risk Rating

1- Fire drill frequency

Unfamiliarity in practical evacuation

Continue to hold fire drills once per term.

Ongoing
Awareness

2- Staff unfamiliarity in the use of fire
extinguishers

Failure to tackle fire effectively

Ensure that designated ‘fire wardens’ are
trained in the use of such equipment on a 2
yearly basis. Contact fire maintenance
contractor prior to each annual service to
schedule a demonstration session as part of
the service agreement.

Medium - High

The Fire Maintenance Contractor could
provide this training when discharging 33%
of the total extinguishers each year
(extinguisher discharging is a legal
requirement under the Fire Standard
IS/EN3 once every 3 years).
3- Smoke/heat detector efficiency
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Failure to detect fire/smoke

Ensure the alarm contractors test all
detectors on an annual basis, with an
aerosol spray ‘smoke detector tester’ and
display test date sticker on unit or test
schedule record (IS:3218 Fire Detection &
Alarm Systems for Buildings).

Ongoing
Awareness

57

Safety Statement of Coolmine Community School (2019)

General Emergency Access & Egress Requirements


Ideally, there should be at least two escape routes leading in opposite directions to a place of relative safety. These should require no one to
travel more than 25 metres in high-risk areas and 60 metres in low risk areas to reach unenclosed open air or a smoke free fire resisting
corridor, stairway or lobby leading to unenclosed open air.



All escape routes should be wide enough to permit all personnel to leave the buildings without hindrance (or a target time determined by
repeated evacuation drills).



All escape corridors and stairways should be enclosed by a structure of half-hour fire resistance and fitted with fire resisting doors.



Escape routes should lead directly to the open air at ground level.



All escape routes should have emergency lighting and be well ventilated.



All lift shafts, hoists, etc. should be closed by fire resisting doors or shutters.



All emergency exits should be clearly marked.



All emergency exit routes should be free of obstruction and all doors kept unlocked.
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6.3 - Risk Control Action Record
(Please photocopy for recording of risk control actions undertaken following the risk assessment)
Area and Hazard Number
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Person(s) Responsible for Risk
Control Actions

Date Actions
Completed
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7.0 - Revision of Safety Statement
7.1

The Safety Statement of Coolmine Community School will be reviewed periodically
by the responsible person (Safety Officer) in consultation with any required external
expertise.

7.2

Representations made by staff members through the safety representative will be
considered and if approved will be incorporated in the review.

7.3

The Safety Statement may require revision between annual reviews arising from
changes in legislation or at the request of The Health and Safety Authority, and such
revisions will be arranged by the Safety Officer or competent external advisor.

7.4

The responsible person will audit each workplace annually prior to review of the
Safety Statement.

7.5

The responsible person will review all relevant safety procedures following all
accidents/incidents or dangerous occurrences.

7.6

Specific training and other safety needs will be reviewed by the responsible person
in consultation with management.

7.7

THIS SAFETY STATEMENT IS DUE FOR REVIEW/UPDATE IN November 2020

This Safety Statement has been formulated for Coolmine Community School, by Nascon
under the provisions of The Safety, Health and Welfare at Work Act (2005).
The Safety Statement is a documentation of the commitment by Coolmine Community
School towards health and safety in the workplace. It lays down the safety policy of
Coolmine Community School (including hazard identification, risk assessment and risk
control actions).
The risk control recommendations will not completely prevent accidents occurring but will
significantly reduce the likelihood of a risk arising. To this nature, Nascon and Coolmine
Community School cannot accept responsibility for accidents that may occur due to
unforeseeable circumstances.
Format - Nascon (2019)
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8.0 – Staff Member Declaration
I have read the Safety Statement and understand my obligations and duties therein (See
Section 2.2 – Staff Member Responsibilities). I understand that these obligations and duties
are legal requirements under The Safety, Health & Welfare at Work Act, 2005.

Name
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Date

Name

Date
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9.0 – Safety Statement Appendices
The Appendices are for reference and guidance purposes only. The information and
guidance material contained herein is not specific to the site visit completed as part of the
risk assessment process.

Appendix 1:

Inspection and Testing of Fire Prevention Equipment & Ongoing Fire
Precaution Checklist

Appendix 2:

First Aid Box Contents

Appendix 3:

Manual Handling Briefing Sheet

Appendix 4:

VDU User Checklist & Set-up Information

Appendix 5:

Inspection and Testing Schedule for Electrical Equipment

Appendix 6:

Accident/Incident Reporting - States Claims Agency Form (Located in Front
Office)

Appendix 7:

Emergency Procedures (Bomb Threat, Fire and Robbery)

Appendix 8:

Chemical Storage Guidance

Appendix 9:

CCTV Policy

Appendix 10: Managing Serious Incidents Involving a Weapon
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Appendix 1
Inspection and Testing of Fire Prevention Equipment
& Ongoing Fire Precaution Checklist
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Summary of inspections and testing for Fire Prevention Equipment
Type

Frequency

1.

Smoke detectors and fire alarm
systems

Regular, ideally weekly. Supplemented by
quarterly inspections and certifications by a
competent person (typically part of
arrangements under a Service Agreement).

2.

Control panel of fire alarm system

Servicing will be carried out according to
the supplier’s recommendations.

3.

Fire extinguishers

Annual maintenance checks by a competent
person. Test discharged every 3-5 years
depending on type. User to check monthly to
ensure they have not been accidentally
discharged, seal is intact, they are correctly
mounted (1m from the floor), they are easily
accessible and are not overdue for inspection
by a competent person.

4.

Hose reels

Checked monthly for valve leaks and fully run
out and tested annually.

5.

Emergency lighting for exit routes

Inspected by the user every week and fully
tested for a min. of ½ hour every 3 months.
Annual complete test and inspection where all
batteries are completely discharged.

Note: Records to be kept of all inspections, tests, defects and action taken where applicable in
a Fire Safety Register.
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Ongoing Fire Precaution Checklist
1. Check that Fire Safety Certificates have been obtained for any new or materially
altered buildings.
2. Check the documentation on the testing and maintenance of fire detection, fire
alarm, emergency lighting, fire extinguishers, hose reels and sprinklers.
3. Check that fire signage, emergency exit routes, emergency lighting, etc. meet
requirements.
4. Check that staff receive safety briefing on induction and fire safety training
periodically.
5. Ensure that relevant personnel are checking fire precautions within their
departments, including maintenance of fire exit routes.
6. Check that Fire Marshals are appointed in each area, trained and familiar with
their duties.
7. Check that the responsible person for calling the Fire Brigade is appointed and
aware of duties.
8. Ensure that management are addressing fire safety when contractors are
appointed.
9. Check that fire safety is addressed for visitors to the premises.
10. Check that emergency evacuation drills are carried out, reviewed and action
taken to maintain effective emergency response.
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Appendix 2
First Aid Box Contents
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First-Aid Box Contents
 First-Aid leaflet.
 Sterilised dressings for fingers, hands, feet and other parts of the body.
 Sterilised burn dressings and cotton wool.
 A bottle of antiseptic fluid (e.g. Chloronylerol)
 Graduated medicine glass.
 Splints & cotton wool for padding.
 Roller bandages.
The following table indicates the quantities that are required, depending on the number
of persons present: Materials

Adhesive Plasters
Sterile Eye Pads (No. 16) (bandage attached)
Individually Wrapped Triangular Bandages
Safety Pins
Individually Wrapped Sterile Unmedicated Wound Dressings
Medium (No. 8) (10 x 8cm's)
Individually Wrapped Sterile Unmedicated Wound Dressings
Large (No. 9) (13 x 9cm's)
Individually Wrapped Sterile Unmedicated Wound Dressings
Extra Large (No. 3) (28 x 17.5cm's)
Individually Wrapped Disinfectant Wipes
Paramedic Shears
Examination Gloves Pairs
Sterile water where there is no clear running water*2
Pocket Face Mask
Water Based Burns Dressing Small (10x10cm's)*3
Water Based Burns Dressing Large*3
Crepe Bandage (7cm )

First-aid
travel kit
20
2
2
6
1

1-10
persons
20
2
2
6
2

First-aid box
11-25
26-50
persons
persons*1
20
40
2
4
6
6
6
6
2
4

1

2

6

8

1

2

3

4

10
1
3
2x20mls
1
1
1
1

10
1
5
1x500mls
1
1
1
1

20
1
10
2x500mls
1
1
1
2

40
1
10
2x500mls
1
1
1
3

*1: Where more than 50 persons are employed, pro-rata provision should be made.
*2: Where mains tap water is not readily available for eye irrigation, sterile water or sterile normal saline
(0.9%) in sealed disposable containers should be provided. Each container should hold at least 20ml and
should be discarded once the seal is broken. Eye bath/eye cups/refillable containers should not be used for
eye irrigation due to risk of cross infection. The container should be CE marked.
*3: Where mains tap water is not readily available for cooling burnt area.

Trained First Aiders are –
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Appendix 3
Manual Handling Briefing Sheet
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Briefing to staff for manual handling activities
 Report any pre-existing relevant medical conditions to your manager, for example,
back conditions, other muscular injuries, recent operations, pregnancy, etc. Failure
to do so may result in work being allocated to you, which is beyond your capability,
putting you at risk.
 Check the environment for tripping hazards, poor lighting, spillages, etc. as anything
of this nature increases the likelihood of a loss of balance whilst carrying and
correcting that loss can easily strain muscles and cause injury.
 Make use of mechanical aids such as trolleys, checking visually that they are in
satisfactory condition.
 Limit the load to that which is suitable for yourself and the equipment being used.
Do not over-strain to lift or move something, which does not feel within your
capability.


Avoid and minimise stooping, stretching and twisting.

 Grasp objects firmly and lift, keeping the back and neck straight, using the legs and
bending the knees to achieve the lift.


Lift smoothly, do not jerk the load.

 Share tasks with colleagues, if they are capable, but remember that two people
cannot lift twice the weight of one (there are losses associated with co-ordination).


Take regular breaks.

 Report any problems with the size or frequency of load, the environment or the
equipment available to management.
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Appendix 4
VDU User Checklist & Set-up Information
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VDU User Checklist

Adjust seat height so that lower arms are horizontal and wrists
straight when operating keyboard.
Use footrest if feet can’t touch floor.
Adjust height and tilt of backrest so that upper back is supported.
This will help maintain natural curve in lower back.
Avoid slouching/leaning over by removing obstacles from under
desk.
Adjust height of display screen so that angle of viewing is 15-20°.
Place document holder at equal distance and height to screen.
Adjust screen angle and window coverings to avoid unwanted
reflections.
Adjust brightness/contrast controls.

Vary distance of display viewing distance during day.
Break up the day with regular changes of activity – away from the
screen and keyboard.
Clean your screen.
Have regular eyesight tests for VDU work.

Compiled and updated by Nascon

71

Safety Statement of Coolmine Community School (2019)

a) Too low

b) Too high

c) Correct
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Appendix 5
Inspection and Testing Schedule for Electrical Equipment
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Recommended electrical inspection and testing schedule1 for offices
Equipment/ Environment
User Checks
Formal Visual
Inspection

Combined Inspection
and Testing

Battery operated
(less than 20 volts)

No2

No

No

Extra low voltage (less than 50
volts AC) e.g. telephone
equipment, low voltage desk
lights

No2

No

No

Information technology: e.g.
desktop computers, VDU
screens
Photocopiers, fax machines:
NOT hand held. Rarely moved

No2

Yes Every 2-4 years

No2

Yes Every 2-4 years

Fans, table lamps, slide
projectors: NOT hand held.
Moved occasionally

No2

Yes Every 2-4 years

Double insulated equipment:
HAND HELD, e.g. some floor
cleaners

Yes

Yes
6 months-1 year

No

Earthed equipment (Class 1):
e.g. electric kettles, toasters,
some floor cleaners

Yes

Yes
6 months-1 year

Yes
1-2 years

Cables (leads) and plugs
connected to the above

Yes

1

Yes
6 months-4 years
depending on the
type of equipment it
is connected to

No if double insulated
– otherwise up to 5
years
No if double insulated
– otherwise up to 5
years
No

Yes
1-5 years depending
on the type of
equipment it is
connected to

Experience of operating the inspection and testing schedule outlined in the table over a period of
time, together with information on faults found, should be used to review the frequency of
inspection. It should also be used to review whether and how often equipment and associated
leads and plugs should receive a combined inspection and test. This may be reviewed and decided
upon either by a manager, with guidance from the relevant competent person, or by the team
carrying out the electrical inspections.
‘No’ means no formal, recorded checks, but users should always visually inspect equipment to
be used and respond to any evidence of fault or damage.

2

Note:

Inspection and testing requires a higher degree of competence than visual inspections, but may
be carried out after limited training using one of the test kits now available commercially.
Equipment is plugged into the kit and an array of indicators identifies whether the equipment is
properly earthed, etc. This work can be contracted to a qualified electrician. Equipment which
fails on test, should be taken out of service and subject to repair or maintenance.
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Appendix 6
Accident/Incident Reporting- States Claims Agency Form
(Located in the Front Office)
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Appendix 7
Emergency Procedures
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Bomb Threat Procedures
Fire Safety Notices
Robbery & Violence Controls
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Procedures for Security in the Event of a Bomb Threat
Introduction
Depending on the source of the threat and the authenticity of it, there are two
options in dealing with a bomb threat.
1. Carry out a detailed search of the area without evacuating.
2. Evacuate and await the arrival of the Gardai.
Management will make this decision.

The Event of a Bomb Threat
On the receipt of a bomb threat, the person taking the call should take details
using the form on the following page.

 Alert Gardai (999)
 All floor space, furniture and fittings, must be checked thoroughly. Remember to






include the non-facility areas and the outside areas.
No radio hand sets to be used during search of the premises.
If a suspect device is discovered, do not move it and do not touch it.
Area should then be evacuated and access to the area prohibited.
Priority to be given to searching the evacuation routes and areas where
personnel congregate.
Await arrival of Gardai who will then take over responsibility for incident control
procedures.
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Guidelines for Managing Bomb Threats
It is important that a person on receipt of a bomb threat does not panic. In order to
reduce confusion and assist appropriate authorities, every effort should be made to
obtain and record information as outlined below.
1.

Note the exact time of call _____________________________________________

2.

Origin:
Mobile
(ascertain if possible)

3.

Note the exact words of the threat - particularly the location of the bomb and
when it is going to explode.

/

Coin Box

/

Internal

Let Caller Finish Message Without Interruption
4.

Ask:


Where is the bomb now? __________________________________________



What does it look like? ____________________________________________



When is it going to explode? _________________________________________



Who planted it? ______________________________________________________



Why was it planned? _________________________________________________

5.

Note whether the voice is male or female? _________________________________

6.

Note the accent of the caller? __________________________________________

7.

Note whether the caller sounds intoxicated? ______________________________

8.

Note any background noises – traffic, music, voices, etc. _____________________
____________________________________________________________________

9.

Note if the voice is familiar – who? ______________________________________

10.

Note manner of voice – calm, angry, aggrieved, humorous, etc. _______________
____________________________________________________________________

11.

Note the time the caller hung up? _______________________________________

Signature
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FIRE
EVACUATION PROCEDURES
For GENERAL PUBLIC
It is the duty of all members of the public being on these premises to conduct themselves in
such a way that no person on the premises is exposed to danger from fire through any act
or omission of theirs.
If you discover a fire, report the location immediately to a member of the staff and follow
instructions.

If you hear the FIRE ALARM:
1)

Do not panic, await instruction over the intercom.

2)

Follow the instructions of staff regarding evacuation.

3)

Do not run but walk quietly to the nearest exit you are
directed towards.

4)

Once outside, assemble at the designated location and
do not re-enter the premises.

5)

Do not congregate in such a manner that causes
obstruction to the Fire Brigade.
Nascon – National Safety Consultants, - (01) 84 34 764 or (086) 261 2618
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FIRE
EVACUATION PROCEDURES
For STAFF
Should you discover a fire, or if one is reported to you, IMMEDIATELY
sound the alarm and:

1)

Open the nearest available exit in your zone and direct any
members of the public / visitors, to the exit by stating “This
Way Out Please!”

2)

Make sure that all areas in your zone (e.g. toilets,
cloakrooms, stores, etc.) are searched for stragglers. If safe
to do so, close all doors and windows behind you.

3)

Once evacuated, no person should be allowed back into
the building under any circumstances.

4)

Report to the Fire Safety Officer / Marshall at the
designated Assembly Point, and advise of the situation.

Nascon – National Safety Consultants, - (01) 84 34 764 or (086) 261 2618
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Robbery & Violence Prevention Procedures
If you learn and follow these robbery prevention procedures, chances are much better
that you'll never be robbed. But, if and when a robbery should occur, your main concern
must be to prevent violence.
Experience has shown that the best way to keep anyone from being hurt is to avoid
trying to be heroic. Treat the robber just as you would a customer. Your safety and that
of your fellow workers and customers is far more important than any financial loss.
If you are robbed, follow these instructions:
Remain calm and stay in control
Your opportunity to get back at the person victimising you, begins now! By remaining
calm you can take mental notes of the robber that will help the police to apprehend him
once the immediate danger has subsided.
Keep it short and smooth like a normal sales transaction
The longer it takes, the more nervous the robber becomes. Nervous robbers are more
likely to pull triggers. Most robbers may be more frightened than you.
Obey the robber's commands!
Robbers seldom hurt anyone who co-operates. Comply with all reasonable demands. Do
what you have to do to survive.
Don't argue!
Once the robbery has started, it's too late for robbers to change their minds - but it's not
too late for them to get more frightened and angry and cause you harm. Don't argue
- just co-operate.
Don't fight!
Give only what is asked for, no more.
Don't use weapons!
Violence breeds violence. The robber's weapon is already one too many.
If you are facing a weapon:
If you are facing a weapon the odds are against you. Some people take risks and turn
out to be losers. Robbery has become more common in recent years and the level
of violence has increased. Robbers bring weapons to control the situation, let them
continue to think that they are in control.
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Look at the robbers
Notice details to aid you in describing them and their mannerisms. When trying to
determine age, height, weight and appearance, compare them to yourself or people you
know.
Memorise peculiarities
Memorise peculiarities such as tattoos, scars and/or prominent features.
Clothing
Note type of clothing worn, but keep in mind that outer clothing is easily changed
or discarded. As mentioned, concentrate on physical characteristics.
Look at the weapons
Look at the weapons and be able to describe size, type and colour of weapons used.
Watch what the robbers touch
Watch what the robbers touch so that it can be preserved for evidence (fingerprints).
Tell the robber about any surprises
If you must reach or move in any way, tell the robber what to expect. Robbers may
resort to violence when they are startled.
Don't chase or follow the robber
Robbers may turn and attack pursuers. Look to see which way the robber goes once
he leaves the premises. If you feel you are not in danger, take note of any car that he
gets into while someone else calls the police.
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Appendix 8
Chemical Storage Guidance
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Chemical Storage Incompatibilities
A mixture of any of the compounds in Group A with those in Group B could have disastrous
effects. For this reason, these groups should be separated in storage areas. Always store
chemicals by compatibility, never by alphabetical order.
A-1 (Oxidizers)
 Nitric acid
 Nitrates
 Chlorine
 Fluorine
 Peroxide
 Chlorates
 Perchloric acid
 Chlorites
 Hypochlorites
 Chromic acid
 Permanganates
 Persulfates, (per- prefix)

B-1 (Flammables, Acids)
 Acetic acid
 Sulfuric acid
 Hydrochloric acid
 Flammable solvents
 Greases
 Petroleum products
 Sodium
 Potassium
 Lithium
 Aluminum
 Calcium
 Aldehydes
 Ketones
 Wood
 Paper, cloth, etc.

Potential consequences: Fire, explosion, or violent reaction

A-2

B-2







Cyanides
Cyanates
Sulphides
Sulphates

Acids

Potential consequences: Generation of toxic hydrogen cyanide or hydrogen sulfide gas

A-3

B-3



Oxygen
Oxidizers
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Lithium hydride
Sodium
Sodium hydride
Aluminium
Aluminium chlorate
Zinc
Titanium
Diethyl zinc
White phosphorus
Powders of magnesium
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Appendix 9

CCTV Policy

Compiled and updated by Nascon

85

Safety Statement of Coolmine Community School (2019)

CCTV Policy
June 2019
Coolmine Community School
Clonsilla,
Dublin 15,
D15 FW97.
T: 01 8214141
E: info@coolminecs.ie
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1 Introduction
This CCTV Policy has been prepared for the use of CCTV at Coolmine Community School. The purpose of
the Policy is to ensure that data subject’s rights and freedoms are not overridden by the use of CCTV at
the school.

2

Data Protection Policy

2.1

GDPR Awareness

The Data Protection Policy & the Data Privacy Impact Assessment should be referred to when consulting
this document. Coolmine Community School will ensure that management and staff are aware of GDPR
and are trained appropriately to their duties in respect of processing of personal data as per this data
protection policy. The training and awareness programme will consist of:



2.2

Briefing to all staff;
A general email to all staff with the Data Protection Policy;

Balance of Rights

In using personal data for the operation of the school, we will ensure that we will only use a subject’s
data if the subject’s rights do not outweigh our lawful basis in using that data.
The balance will be assessed by first checking that we have a lawful basis for using the data, and then
evaluating whether disproportionate financial, reputational or social harm could be caused to the
individual through our use of their data. We will achieve this on an ongoing basis via the Data Protection
Policy and Record of Processing methods already explained in the Data Protection Policy.

2.3

Lawful Processing Criteria

Coolmine Community School processes personal data in the pursuance of several lawful processing
criteria. In all cases we examine the balance of rights with respect to the use of personal data. It is our
objective to align our activities with the rights of the data subject, such that our use of their data is
beneficial to the data subject and that any inconvenience or risk to the data subject is minimal in
comparison with the benefits there from. We have established our lawful processing criteria in the Data
Map & Processing Activities outlined in the Data Protection Policy.

3 Responsible Person Contact Details
Below are the contact details of the person most qualified to respond to questions regarding this
Privacy Impact Assessment.
Title:
Address:
Telephone:

Principal
Coolmine Community School, Clonsilla, Dublin 15, D15 FW97.
01 8214141
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4

GDPR Principles

4.1 Principle 1: Lawfulness, fairness and transparency
Coolmine Community School believes in operating our school fairly and ethically and this will extend to
all personal data held for those purposes. Subjects will be informed when data is being collected, and
at the same time informed what we will use that data for. We will ensure that appropriate technical and
organisational measures are in place to secure that data.
Collection and processing of data will be transparent. Advisory notices and privacy statements relating
to data rights will be published as appropriate in plain English and will be structured where relevant to
improve accessibility of this information to data subjects. Persons will be clearly advised of their rights
also.
4.2 Principle 2: Purpose Limitation
Personal data collected by Coolmine Community School will be processed only for the purpose for which
it was collected. In the event that this purpose should change, data subjects will be informed within the
30-day regulatory period and consent sought for the change.
4.3 Principle 3: Data Minimisation
Coolmine Community School will collect only the minimum quantity of personal data to carry out a
particular task. Where appropriate, potential data subjects will be requested not to provide unwanted
or inappropriately sensitive personal information.
4.4 Principle 4: Data Accuracy
Coolmine Community School will make every effort to ensure that subjects’ information is accurate and
up to date. Coolmine Community School will endeavour to ensure via appropriate levels of staff training
that it is transcribed accurately. If it is not possible for subjects to correct their data personally, data can
be corrected by contacting Reception.
4.5 Principle 5: Storage Limitation
Coolmine Community School will store and retain personal data only while there is a valid and lawful
basis to do so. Personal information will be deleted when it is no longer required for the purposes for
which it was collected.
Where systems do not allow deletion of all records relating to an individual, records will be anonymised
by replacing personal information fields with substituted generic text.
4.6 Principle 6: Integrity & Confidentiality
Personal Data shall be processed securely i.e. in a manner that ensures appropriate security of the
Personal Data, including protection against unauthorised or unlawful processing, accidental loss,
destruction or damage. Coolmine Community School will use appropriate technical and organisational
measures to ensure the integrity and confidentiality of personal data is maintained at all times.
4.7 Principle 7: Accountability
Coolmine Community School is responsible for, and is able to demonstrate compliance with GDPR. This
means Coolmine Community School will demonstrate that these Data Protection Principles (as outlined
here) are met for all Personal Data for which it is responsible.
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5

Responsibilities

5.1


5.2

















5.3



Board of Management
Approve the CCTV Policy;
Provide adequate resources to ensure that an appropriate CCTV system can be procured,
operated and maintained;
Principal
Ensure that the use of CCTV systems is implemented in accordance with the policy set down by
Coolmine Community School;
Oversee and coordinate the use of CCTV monitoring for safety and security purposes within the
school;
Ensure that all existing CCTV monitoring systems will be evaluated for compliance with this
policy;
Ensure that the CCTV monitoring at the school is consistent with the highest standards and
protections;
Review camera locations and be responsible for the release of any information or material
stored in video tapes in compliance with this policy;
Maintain a record of the release of tapes or any material recorded or stored in the system;
Ensure that monitoring recorded tapes are not duplicated for release;
Ensure that the perimeter of view from fixed location cameras conforms to this policy both
internally and externally;
Provide a list of the CCTV cameras and the associated monitoring equipment, and the
capabilities of such equipment, located in the School, to the Board of Management for formal
approval;
Approve the location of temporary cameras to be used during special events that have
particular security requirements and ensure their withdrawal following such events. NOTE:
(Temporary Cameras does not include mobile video equipment or hidden surveillance cameras
used for criminal investigations.);
Give consideration to both pupils and staff petitions regarding possible invasion of privacy or
confidentiality due to the location of a particular CCTV camera or associated equipment;
Ensure that all areas being monitored are not in breach of an enhanced expectation of the
privacy of individuals within the centre and be mindful that no such infringement is likely to take
place;
Ensure that adequate signage, at appropriate and prominent locations is displayed.
Ensure that on receipt of a valid subject access request, that still images are provided that redact
the faces of other others (not involved directly in the incident) to protect their identity.
Deputy Principal
Ensure that the use of CCTV systems is implemented in accordance with the policy set down by
Coolmine Community School;
Assist the Principal and coordinate the use of CCTV monitoring for safety and security purposes
within the school;
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Maintain a record of the release of tapes or any material recorded or stored in the system;
Ensure that all areas being monitored are not in breach of an enhanced expectation of the
privacy of individuals within the centre and be mindful that no such infringement is likely to take
place;
Ensure that on receipt of a valid subject access request, that still images are provided that redact
the faces of other others (not involved directly in the incident) to protect their identity.



6

Data Protection Impact Assessment (DPIA)

Article 35.1 of the General Data Protection Regulations makes reference to the mandatory requirement
for a Data Protection Impact Assessment (DPIA):
“Where a type of processing in particular using new technologies, and taking into account the nature,
scope, context and purposes of the processing, is likely to result in a high risk to the rights and freedoms
of natural persons, the controller shall, prior to the processing, carry out an assessment of the impact
of the envisaged processing operations on the protection of personal data.”
CCTV systems are considered ‘high risk’ particularly in Article 35.1(c): “a systematic monitoring of a
publicly accessible area on a large scale”
The appropriate time to carry out a CCTV Data Protection Impact Assessment (DPIA) is prior to the
procurement of, or installation of the CCTV system or camera(s). Prior to the introduction of the GDPR,
DPIA’s were discretionary, however from 25th May 2018, it is mandatory to carry out a DPIA on all
installations.
Readers should refer to the school’s DPIA where we have demonstrated:






7

strong justification for the installation of the CCTV system/camera(s);
consideration has been given to the privacy rights of the data subject with regard to the
proposed location of the camera(s);
consideration has been given to other appropriate security measures e.g. alarm systems, coded
entry or swipe cards;
the data subjects occupying the building have been notified of the proposed system/camera
and given an opportunity to voice any concerns;
careful consideration has been given to the security and management of the system within the
School and externally if a contracted company is used.

Justification for the use of CCTV

The school is obliged under the GDPR, to ensure that data collected by CCTV systems is adequate,
relevant, not excessive and only used for the purposes for which the data was collected. As per the
General Data Protection Regulations, the school is able to justify the installation of CCTV systems and
cameras on our premises. The justifiable reason for installation does indeed outweigh any consideration
given to other less intrusive methods of managing any ongoing issue.
Compiled and updated by Nascon

92

Safety Statement of Coolmine Community School (2019)

8

Location of CCTV Cameras

The school has endeavoured to select locations which are the least intrusive to the data subjects
occupying the building. The installation of CCTV cameras in areas where individuals would have a
reasonable expectation of privacy have also been considered e.g. CCTV camera have not been installed
in changing facilities, toilets etc.
CCTV systems will not normally be used to monitor day-to-day staff/student classroom activity.
External cameras have been positioned in such a way as to prevent or minimise the recording of passersby or the privacy rights of neighbouring private properties. The CCTV cameras will only capture images
within the perimeter of the school premises.

9

Covert Surveillance

The school will not engage in covert surveillance of data subjects. Data subjects will be informed at all
times through policies, privacy notices and signage on the sound legal basis for the CCTV monitoring.
Where An Garda Síochána requests to carry out covert surveillance on the school premises, such covert
surveillance may require the consent of a Judge. Accordingly, any such request should be made in
writing and the school will seek legal advice where necessary.

10 Notification and Signage
The Principal will provide a copy of CCTV Policy and CCTV Privacy Notice on request to staff, students,
parents and visitors to the school premises. The CCTV Policy and CCTV Privacy Notice describes the
purpose of the CCTV monitoring, the rights of the Data Subject with regard to the monitoring, and
contact details for those wishing to access more information.
Signage shall be placed internally in each premises near to where CCTV cameras are sited to inform data
subjects that CCTV is in operation in that area. More extensive external signage shall also be prominently
displayed on entrance to the school property. This signage shall include a statement that CCTV is in
operation as well as a contact (such as a phone number) for persons wishing to discuss this processing,
the specific purpose for the CCTV should also be displayed.
Appropriate locations for signage will include:




Entrances to premises e.g. external doors, walls and school gates or any highly visible
appropriate area;
Reception area;
Close to each internal camera;

11 Management, Control and Access
The CCTV system is located in the Principal’s Office - a secure office where monitoring screens and
recorded footage is securely held.
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The office is locked when not occupied by authorised personnel;
Unauthorised access to the monitoring screens or footage is not permitted;

In relevant circumstances, CCTV footage may be shared with certain other bodies/agencies where the
school is required to do so.

Under the GDPR, the school - as part of a valid Subject Access Request, is obliged to provide data subjects
with a copy of their personal data on request. If the requested data are CCTV recordings, the school
reserves the right to release this either (a) in soft copy footage, or (b) in still images (photos) at a rate
of one photograph per second of video.
If the CCTV footage includes images of other people, their images will be pixilated or otherwise blanked
out. Data Access Requests for CCTV footage should be notified immediately to the Principal who will
examine the content of the request, and advise on any further steps e.g. the requirement for pixilation
of the footage.

12 Requests by An Garda Síochána:
Information obtained through video monitoring may only be released when authorised by the Principal,
following consultation with the Board of Management.
If An Garda Síochána request CCTV images for a specific investigation, An Garda Síochána may require
a warrant and accordingly any such request made by An Garda Síochána should be made in writing and
the school will immediately seek legal advice.
There is a distinction between a request by An Garda Síochána to view CCTV footage and to
obtain/download copies of CCTV footage. In general, An Garda Síochána making a request to simply
view footage on the premises would not raise any specific concerns from a data protection perspective.

13 Retention of Recordings
The retention period for CCTV footage is 28 days. Footage will not be retained by the school for longer
than 28 days, unless it is required as part of an ongoing investigation or Data Access Request.

14 Security Companies
Security companies that install and service cameras on behalf of the school are considered to be "Data
Processors". As data processors, they operate under the instruction of data controllers (the school).
The school is required to have a Data Processing Agreement in place with any CCTV security company
contracted to manage the CCTV systems in place in the school.
This agreement details the areas to be monitored, how long data is to be stored, what the security
company may do with the data; what security standards should be in place and what verification
procedures may apply.
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The written contract also states that the security company will give the school all reasonable assistance
to deal with any data access request made under the GDPR which may be received by the school within
the statutory time-frame (generally one month).
Under GDPR, Contracted CCTV companies, as data processors, are required to have appropriate security
measures in place to prevent the unauthorised access, alteration, disclosure, or destruction of the data,
and secure technical measures in place to protect against any unlawful forms of processing. Employees
of the CCTV security company must be made aware of their data protection obligations when processing
the data.

15 Review
The policy will be reviewed and evaluated from time to time. On-going review and evaluation will take
cognisance of changing information or guidelines (e.g. from the Data Protection Commissioner, An
Garda Síochána, Department of Education and Skills, Audit units (internal and external to the school),
national management bodies, legislation and feedback from parents/guardians, students, staff and
others.
The date from which the policy will apply is the date of adoption by the Board of Management.
Implementation of the policy will be monitored by the Principal of the school.
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Appendix 10
Managing Serious Incidents Involving a Weapon
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Managing Serious Incidents involving a weapon


Any concerns will be dealt with promptly and without delay.



If a concern/suspicion arises that a student has a weapon, then the student will be removed
from class. He / She will be asked to remove all items from his/her bags and pockets.



The student’s locker may also be searched.



Friends / Associates may also be interviewed if appropriate.



If a dangerous implement of any kind is found the following procedure will be followed:
o

The student will be interviewed and contemporaneous notes will be taken.

o

The dangerous weapon will be confiscated.

o

Parents will be notified.

o

Gardaí will be notified – either the JLO or the local Garda station.

o

The confiscated weapon will be stored securely until it can be handed over to
the Gardaí.

o

Sanctions will be issued in line with the school’s code of behaviour. See p.10,
p.11 and p.13

o

Reports to SCA, Tusla and HSA will be considered and reports made as
appropriate.

o

Chairperson of the Board and (subsequently) the Board of Management will be
informed.

o

In general, communication in the wider school community will be on a need to
know basis.
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