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POLICY 
 
The Board of Management of Galway Educate Together, with the cooperation Francis Duggan (Principal) 
and Deirbhile Ni Scolaí (Deputy Principal), and all teaching staff will, at all times, strive to create a suitable 
environment to promote the well-being of employees, pupils, contractors and visitors. The Board of 
Management will endeavour to ensure that all accidents, injuries and occupational illness are avoided 
or reduced to the minimum possible and will encourage all staff to actively work towards achieving this 
goal. 
 
The Principal of Galway Educate Together,, will endeavour to ensure that as far as is reasonably 
practicable: - 
 
- A safe, suitable and healthy workplace is provided. 
- Safe systems of work are established within all areas. 
- All potential risks are assessed, and potential accidents and occupational illness is reduced to 

the minimum. 
- Policies and procedures are put in place to facilitate the provision of a safe environment, 

working practices and equipment. 
- Information and training are provided to all employees on potential risks and safe methods of 

work. 
- Provision is made to prevent actions of employees affecting the safety of others. 
 
 
Francis Duggan (Principal) and Deirbhile Ni Scolaí (Deputy Principal) of Galway Educate Together and 
all employees will endeavour to fully comply with the provisions of the Safety, Health and Welfare at 
Work Act, 2005 and the SHWW General Application Regulations, 2007. 
 
 
This policy sets standards for all areas of safety that may affect the health and welfare of employees, 
pupils, contractors and visitors.  The success of the policy will depend on the co-operation of all 
employees.  It is therefore important that all employees read this document carefully and understand 
their individual roles and the overall arrangements for Health and Safety at Galway Educate Together. 
 
This policy will be reviewed on a regular basis to ensure that risk assessments are carried out and that 
any issues raised are dealt with, to ensure that the highest standards of health and safety are 
maintained. 
 

Signed: Francis Duggan           Date: 05.05.2023 

    Francis Duggan 
   Principal  

Signed: Deirbhile Ní Scolaí           Date: 08.05.2023 

    Deirbhile Ní Scolaí  
   Deputy Principal 

 
Ratified by GETNS Board of Management on 25.05.2023  
Signed on behalf of the Board of Management 

Signed:    Date: 25.05.2023 
Charlotte Sandberg 
Chairperson 
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RESPONSIBILITIES 

 
 
The Board of Management of Galway Educate Together has overall responsibility for ensuring that the 
Galway Educate Together Safety Statement is implemented.  Adequate resources will be made 
available to the Principal, Francis Duggan, to achieve the objectives of the Safety Statement.   
 
The Principal of Galway Educate Together recognises that Galway Educate Together’s statutory 
obligations under legislation extend to employees, pupils, visitors and any person legitimately 
conducting business on the premises. 
 
 
GENERAL DUTIES OF EMPLOYER  
 
The Principal of Galway Educate Together will endeavour to: 

i. Ensure that suitable staff are provided with the responsibility of fulfilling the duties specified in 
the Safety Statement. 

ii. Ensure that work activities are managed and conducted in a safe manner and all practicable 
measures are being taken to provide for the health and safety of employees and pupils. 

iii. Ensure that policies and procedures are in place to ensure that improper conduct and 
behaviour is prevented on the premises. 

iv. Design, provide and maintain a safe place of work that has safe access and egress and that uses 
equipment that is safe and without risk to health. 

v. Ensure that systems of work are planned organised, maintained and revised accordingly. 
vi. Provide and maintain adequate welfare facilities. 

vii. Ensure that employees receive adequate information, instruction, training and supervision. 
viii. Ensure that all individuals are aware of the location of first aid facilities and that emergency 

plans and measures are prepared for an emergency or a risk of serious or imminent danger. 
ix. Ensure that all incidents, accidents and dangerous occurrences are investigated thoroughly and 

that appropriate remedial actions are put in place, where necessary. 
x. Report to the Health and Safety Authority any notifiable accidents and disease, and dangerous 

occurrences. 
xi. Obtain, where necessary, the services of a competent person for the purpose of ensuring the 

safety, health and welfare of employees/pupils. 
xii. Ensure that all employees understand the Safety Statement and are aware of their statutory 

requirements. 
xiii. Ensure that risk assessments are carried out and the necessary reports are completed. 
xiv. Ensure that all reasonably practicable measures are taken to ensure the health and safety of all 

persons working at Galway Educate Together. 
xv. Conduct undertakings so that individuals who are not employees are not exposed to risks to 

their safety, health and welfare. 
xvi. Ensure that this Safety Statement is reviewed and revised where necessary. 
xvii. Prevent risks to employees/pupils from the use of any articles or substances, from noise, 

vibration, radiation or any other physical agent. 
xviii. Ensure that good housekeeping and hygiene standards are maintained in all areas. 

xix. Take required action where any defects or concerns are reported by employees or pupils. 
 
  



  6 
 

 
GENERAL DUTIES OF EMPLOYEES  
 
 
Employees will: 
 
i) Comply with health and safety legislation to protect their safety, health and welfare and that of 

others who may be affected by their acts or omissions. 
ii) Ensure that they are not under the influence of an intoxicant, during the course of their work, to 

the extent of endangering their own or any other person’s safety and health. 
iii) Co-operate with their employer to enable him to comply with safety and health legislation. 
iv) Refrain from engaging in improper conduct or other behaviour, such as horseplay that is likely to 

endanger their safety, health and welfare or that of any other persons. 
v) Attend any training and undergo assessment of the training required by the relevant legislation. 
vi) Follow training and instruction. 
 
 
Employees also have a duty not to endanger themselves or others and to be alert to dangerous 
situations. 
 
Employees must, where they are aware, report to the employer: 
 
i) Any defect in the place or system of work or with any article or substance used which might 

endanger the safety and health of employees or pupils. 
ii) Any contravention of safety and health legislation, which may endanger the safety and health of 

employees/pupils or any other person on the premises. 
 
 
Where health and safety legislation requires certain training in relation to any work activity then 
employees must not misrepresent themselves in regard to the level of training they have received 
when entering into a contract of employment. 
 
Employees must not intentionally or recklessly interfere with, misuse or damage anything provided for 
securing the safety and health of persons at work or in connection with work activities which place the 
safety and health of any person at risk 
 
All employees of Galway Educate Together are advised to read this Safety Statement, in order to 
ensure, as far as possible, their safety while at work but also to facilitate the employer in fulfilling the 
necessary statutory requirement.
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ARRANGEMENTS 
 

 
This section of the Health and Safety Statement contains details of the arrangements and 
facilities provided to assist in the provision of a safe working environment. 
 
 
 
Accidents and First Aid 
 
Location of accident report forms:  
 
Front Office 
 
Location of first aid kit(s):    
 
Front Office and every storeroom. Ice packs in freezer in staffroom and mini-freezer in 1st 
Class storeroom. First Aid supplies replenished biannually. 
       
 
Person(s) responsible for stocking kits: 
 
Barry McGuire (In-School Management Member) 
 
Trained first aiders:    
 
First Aid Trained Staff 
       
Those with other medical training: 
 
Medical Training of Staff 
(see above documents printed and attached end of this document)  
    
The nearest Hospital Casualty Department is: 
 
University College Hospital Galway 
 
Tel: 091 524222 
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Fire Safety 
 
Annual maintenance checks on the fire alarm system are carried out by: 
 
Judge Fire & Security 
 
Tel: 087 482 76 66  
 
 
Fire Fighting Equipment is maintained by:  
 
ASCOM 
 
 
Tel: 057 9151873  
 
 
Names of ‘Responsible Persons’ in an emergency: 
 
All persons have responsibility in an emergency. In-School Management may have 
additional responsibility in the implementation of safety protocols and procedures as per 
Safety Committee roles. ISM members include:  
 
Francis Duggan (Principal), Deirbhile Ní Scolaí (Deputy Principal), Noelle Hunt Hayes (Assistant 
Principal), Marina Hughes (Assistant Principal), Barry McGuire, Krista Olson, Martina Johnston, Sinéad 
Carroll, Sinéad Ní Bhrádaigh  
 
 
Local Fire brigade:  
 
Tel: 091 509070 
 
Advice and Enforcement 
 
Consultancy 
 
Clarke Consulting 
 
091 2179821 
 
The enforcement authority for Health and Safety is: 
 
 
The Health and Safety Authority, 10 Hogan Place, Dublin 2 
Tel: 01 614 7000  
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TRAINING 
 
 
 
All potential employees will be interviewed by the Principal or Deputy Principal of Galway 
Educate Together and/or members of the Board of Management and will be requested to 
provide adequate references.  They must be deemed suitable for all tasks that they are 
intended to perform. 
 
On commencement of employment, new employees will receive Induction training to 
ensure that they are fully aware of all Health and Safety requirements, e.g., emergency 
procedures, reporting of defects/accidents, etc. 
 
Employees involved in any manual handling activities will receive training in safe Manual 
Handling procedures by a competent individual who has the necessary FETAC Level 6 
certification.  Refresher Training will be provided at a minimum of every 3 years.   
 
 
Additional training may take place in the event of a change of tasks or procedures; if 
equipment or systems of work are changed or if new technology is introduced. 
 
Information, instruction, training and supervision in safety and health matters will be 
provided in a manner, form and language understood by each employee.  Appropriate 
records will be maintained of all training provided to employees. 
 
 
If employees are required to carry out specific tasks that could present a risk to their health 
and/or safety, the appropriate training will be provided.  Employees are advised not to 
attempt a potentially hazardous task without instruction. 
 
Any contractor carrying out work for Galway Educate Together must be fully trained and 
certified to use any piece equipment that they intend to use on the premises, e.g. angle 
grinders. 
 
 
Specialist training relevant to Health and Safety may be given where a risk exists, e.g. ‘Studio 
3’ Training may be provided to the relevant staff members if a risk of injury is presented to 
them by a pupil who may have special needs. 
 
Pupils will be provided with information on ways in which they can look out for their own 
safety and a Safety Culture will be encouraged throughout the school.  Fire Drills will be 
carried out on a 6 monthly basis and initiatives such as the HSA ‘Keep Safe’ programme 
and/or ‘Keep Safe Quiz’ may be introduced.  Information on these programmes is available 
on the HSA website. 
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FIRE EMERGENCY PLAN  
 
 
 
The purpose of a Fire Emergency Plan is to help prevent injury to employees, pupils, visitors 
and contractors and to minimise the effects if a fire should occur. 
 
 
FIRE PREVENTION  
 
In order to minimise the possibility of fire, the following standards should be maintained at 
all times: 
 
 
1. Maintain a high standard of housekeeping and ensure that combustible materials do not 

accumulate in large quantities. 
 
2. Smoking is not permitted on school premises. 
 
3. Free access to fire exits and fire extinguishers must be maintained at all times and 

firefighting equipment must not be interfered with or damaged.  
 
4. Only authorised, competent individuals are permitted to operate and service electrical 

equipment. Under no circumstances should electrical equipment be used if it is deemed 
in any way unsafe. 

 
5. Appropriate circuit breaking devices (RCD’s) will be provided for electrical equipment. 
 
6. ‘Hot-work’ must not take place near combustible or flammable materials (e.g. 

contractor work).   
 

7. All steps will be taken to ensure that cables do not trail across work areas or in areas 
where they could become damaged, e.g. beneath desks.  

 
8. Staff should familiarise themselves with the location of break-glass call points and fire-

fighting equipment. 
 
 
A Fire Register should be maintained noting the quantity and type of extinguishers available 
and the number and type of fire detectors installed. 
 
Details of the company responsible for the maintenance of the alarms and other equipment 
will be recorded in the Fire Register. 
 
The Fire register will detail the names of persons responsible for initiating and supervising 
evacuation drills. 
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EVACUATION PROCEDURE 
 
 
All employees and pupils will be made aware of the location of the Assembly Point(s) and 
the exact procedures to adopt in the event of an emergency.  Regular fire drills will take 
place to ensure that all employees and pupils are aware of what to do in the event of an 
emergency. 
 
An individual, on observing a fire/smoke, should alert all individuals in the vicinity and may 
set off the fire alarm. 
 
The individual may choose to fight the fire, if it is safe to do so, or evacuate through the 
nearest exit and proceed to the designated Assembly Point.  Individuals should only attempt 
to tackle a fire if they have been trained in the use of fire extinguishers and if they are not 
risking their own safety by doing so. 
 
On hearing the fire alarm, employees and pupils should evacuate the building in an orderly 
fashion without stopping to collect any personal possessions.  
 
Designated staff members may be assigned the responsibility of checking the fire alarm 
panel to establish the area in which the alarm was activated and investigating whether or 
not there is actually a fire. 
 
Other designated employees will ensure that all pupils have evacuated the building and/or 
account for pupils/employees at the Assembly Point to ensure that no one has remained in 
the building.  A procedure should also be in place to account for visitors and/or contractors 
who may be on the premises. 
 
 
Employees/pupils must not be permitted to re-enter the premises until given clear 
instruction to do so by a designated employee. 
 
Evacuation Drills must be organised every six months.  Appropriate records will be 
maintained of all fire drills along with any recommendations made following the drill, e.g. 
alarm was not audible in a particular part of building. 
 
 
 
Note: Location of Assembly Point(s):  
 

● Main Playground at the rear of the school with green spots for orderly assembly of 
classes  

● Ahearn Fire Engineering Consultants (AFEC) have been providing consultancy 
services to GETNS since 2022/23 school year on Fire Safety, Fire Training and 
Remedial Work in the school. A live online register Fire Log is in place and is updated 
on a weekly basis by the school caretaker and one of our school secretaries Lorna 
Sheridan.  
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ACCIDENT INVESTIGATION AND REPORTING 
 
 
 
The objective of Galway Educate Together is that no employee, pupil, contractor or visitor 
will be subjected to any preventable injury, no matter how slight the consequences may be.   
 
It is important, therefore, that all accidents and incidents, with potential for injury which 
occur, are reported to the Principal or Deputy Principal of Galway Educate Together or a 
member of the teaching staff immediately. 
 
Following any accident or dangerous occurrence, once the patient has been assisted, a full 
investigation will be carried out to ensure that suitable remedial actions are identified and 
implemented to prevent a recurrence.  
 
All employees are obliged to co-operate with accident investigations and to provide any 
information that may be useful in establishing the circumstances surrounding the 
incident/accident. 
  
If an accident necessitates an employee being absent for over 3 days, the Health and Safety 
Authority will be informed via the relevant Accident Report form (IR1) which is available 
from the HSA website. 
 
Under the Safety, Health and Welfare at Work (General Application) regulations 2007 the 
company will report serious injuries and Dangerous Occurrences to the Health and Safety 
Authority using the approved form (IR1 / IR3). Copies of any notifications will be retained 
by the company for a period of 10 years. 

 

 
Serious injuries are: 
- Injuries that prevent an employee performing their normal work for a period of more 

than 3 consecutive days (not including the day of the accident BUT including normal rest 
days). 
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FIRST AID 
 
 
 
Every employer has a duty to ensure the provision of suitable first aid facilities and trained 
staff as is “adequate and appropriate” for the degree and nature of risk at the premises, as 
per the Safety. Health and Welfare at Work (General Application Regulations), 2007.   
 
 
Fully stocked First Aid boxes and a Defibrillator are available in the school.   
 
Designated employees will be provided with the responsibility of ensuring that first aid boxes 
are fully stocked with the relevant supplies at all times.  If items are used from the first aid 
boxes, they will be replaced.  A ‘First Aid’ sign should be placed above the first aid box(s) in 
the school and any numbers required in an emergency, (e.g. local doctor, first aider) should 
be placed on or next to the box. 
 
First aid boxes should not be interfered with and the contents should only be used in an 
emergency.  
 
A number of staff members have been provided with Occupational First Aid Training to deal 
with any emergencies that may arise.  Refresher Training will be provided, when necessary.   
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OCCUPATIONAL HEALTH 
 

 
MEDICAL FITNESS TO WORK 
 
It must be ensured, as far as is possible, that individuals are fit to carry out the relevant work 
for which they are being employed.  An assessment of the medical fitness of an individual 
may be required if certain work activities are taking place which are deemed to give rise to 
risks to the individual’s safety, health and/or welfare. 
 
 
HEALTH RISKS 
 
It is the policy of Galway Educate Together to request that individuals report any possible 
risks they perceive to exist as part of their work to the Principal.  She will strive to reduce 
the potential for injury by providing a safe environment, relevant instruction and 
encouraging individuals to report hazards and seek medical advice, where necessary. 
 
 
HYGIENE 
 
Excellent personal hygiene must be strictly practised by all employees and pupils.  
 
Employees/pupils should always wash their hands correctly and on a regular basis, 
particularly before eating or drinking.   
 
Employees/pupils have access to the following facilities: 
 
- Washbasins, toilets, warm water, towels, soaps and hand sanitisers.   
 
All employees are obliged to care for these facilities and not to damage or misuse them. 
 
 
INTOXICANTS 
 
An ‘Intoxicant’ is defined as including alcohol and drugs and any combination of drugs or of 
drugs and alcohol.  No employee is permitted to be under the influence of an intoxicant to 
the extent that they are in such a state as to endanger their safety and health or that of any 
other person.   
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PRESCRIPTION DRUGS 
 
If a doctor has prescribed any medication that could have a negative effect on the way tasks 
are performed, employees should inform the Principal, e.g. cough medicines which may 
induce drowsiness. 
 
SMOKING 
 
Smoking is forbidden in all workplaces.  If individuals wish to smoke they should do so in a 
safe location away from school grounds (and extinguish cigarette butts in a safe manner). 
 
RETURN TO WORK FOLLOWING ABSENCE DUE TO ILL HEALTH OR INJURY 
 
Every employee must be certified by their GP to be fit to work, on their return to work after 
a period of medical related absence. 
 
 
RETURN TO WORK WITH AN UNRESOLVED INJURY 
 
An unresolved injury may be loosely defined as an injury, which has not yet fully healed.  
Such injuries may take a number of months to heal.  Examples of unresolved injuries would 
include broken arms, legs, wrists, which may still be in a cast or whiplash, which may 
necessitate the wearing of a neck brace. 

 
In order for an employee to return to work with an unresolved injury, it must be confirmed 
that the employee is not put at increased risk because of the nature of the unresolved 
injury, and that others are not being exposed to increased risk by the nature of the injury, 
e.g. the use of crutches could present a tripping hazard. 
 
The employee must be certified to return and carry out the proposed duties by their GP. 
 
 

PREGNANT PERSONNEL 
 
Responsibilities: 
 
i) Employees are responsible for: - 
* Informing the Principal of pregnancy once pregnancy has been confirmed. 
* Submitting a medical certificate of confirmation.  
 
ii) Principal of Galway Educate Together is responsible for: - 
* Ensuring that an assessment of the individual’s work area is carried out. 
* Ensuring that any restrictions/remedial actions are put in place. 
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LONE WORKING 
 
Hazards 
 
▪ Inability to seek help in the event of an accident/injury. 

 
Safety Precautions and Controls 
 

▪ Individuals should avoid working alone, as far as is possible.   

▪ If employees are required to work alone, they must ensure that they exercise 
caution with regard to their own safety and have a means of contacting someone in 
the event of an emergency. 

 
 

INFECTIOUS OR COMMUNICABLE DISEASES 
 
The following is a non-exhaustive list of infections or communicable diseases:  

● Viral Hepatitis 
● TB 
● Salmonella 
● Chickenpox, Measles 
● Shingles 
● Abscess 
● Open Wound Infection 
● Viral gastro-enteritis or upper respiratory infections. 

 
The following procedures must be adhered to in relation to employees: 
 

● Employees must inform the Principal if suffering from any of the above. 
● She will advise employees suspected of having any of the above, to visit their GP 

immediately for review/examination.  
● The onus is on the employee to provide proof of treatment and fitness to work 

before returning to work.  They must not attend work if a risk of infection is 
presented to pupils or other employees. 

● Parents must be advised to refrain from sending their child to school if they are 
suffering from any of the above. 
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CONSULTATION 
 
 
 
The Principal, Francis Duggan will consult with employees on: 
  
▪ Measures to improve co-operation. 
▪ Measures substantially affecting safety and health. 
▪ Designating responsibilities under the emergency plan. 
▪ Protective and preventative activities. 
▪ Hazard identification and risk assessment. 

 
 
Employees are encouraged to make representations on health and safety to the Principal.  
 
 
SAFETY REPRESENTATIVE 
 
The Safety Representative for Galway Educate Together is Francis Duggan, Principal. 
 
 
 
MEMBERS OF THE SAFETY COMMITTEE  
(Safety Committee is comprised of ISM Members)  
 
Francis Duggan (Principal) 
Deirbhile Ní Scolaí (Deputy Principal) 
Noelle Hunt Hayes (Assistant Principal)  
Marina Hughes (Assistant Principal)  
Barry McGuire 
Krista Olson  
Martina Johnston 
Sinéad Carroll 
 Sinéad Ní Bhrádaigh  
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BULLYING 
 
Harassment, bullying and disrespectful behaviour of any form will not be tolerated by 
Galway Educate Together.  Any person who encounters harassment, bullying or 
disrespectful behaviour themselves or of a colleague should take action immediately.  
Employees should also report any such behaviour directed at a colleague by any third party 
such as a member of the public or a parent.     

 

Allegations of harassment, bullying or disrespectful behaviour will be treated seriously and 
dealt with sensitively and confidentially.  Where allegations are proven they will be dealt 
with under the relevant disciplinary procedure. The penalty imposed will be appropriate to 
the gravity of the conduct.   

 

An Anti-Bullying Policy has been introduced and will be communicated to all employees.  An 
Anti Bullying Policy specifically geared towards children will also be put in place and 
communicated to pupils and parents.  

 

VIOLENCE and AGGRESSION 
 
Hazards 
 
The concept of ‘External’ workplace violence generally covers insults, threats, or physical or 
psychological aggression exerted by individuals who are not staff members against a person 
at work that endangers their health, safety or well-being.   
 
There may be a racial or sexual dimension to the violence. 
* Aggressive or violent acts take the form of. 
* Uncivil behaviour – lack of respect for others. 
* Physical or verbal aggression – intention to injure. 
* Assault – intention to harm other person. 
 
 
Safety Precautions and Controls 
 
No act of violence or aggression on employees will be tolerated by Galway Educate 
Together.  The aim is to prevent violence through identifying hazards, assessing risks, and 
taking preventative action, where necessary. 
 
* All employees must report any incidents of aggression, threat or actual violence to 

the Principal. 
 
 
  



  20 
 

STRESS 
 
 
Stress is a reaction to pressure and involves feelings, thoughts and behaviours as well as 
physical symptoms.  Stress may contribute towards damaging an individual’s health. The 
effects of stress differ from individual to individual.  
 
Galway Educate Together is committed to reducing the risk in this regard as far as is 
possible.  If a member of staff feels that they are suffering from on-going stress, which they 
believe is caused by work, it is recommended that they bring this to the attention of the 
Principal.   
 
Through consultation, the Principal of Galway Educate Together will endeavour to work with 
the employee to remedy the situation.  Alterations may be made to the work the individual 
does to attempt to alleviate work-related stress.   
 
It was reported that staff are sometimes provided with training that facilitates teaching staff 
in dealing with stress in the workplace.  Workshops include mindfulness training, diet, 
nutrition and mental health. 
 
The aim in this regard is to identify and eliminate the causes of stress, as far as is reasonably 
practicable. 
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MANUAL HANDLING 
 
 
 
Every employer has a duty to avoid exposing their employees to a risk of injury from the 
manual handling of loads.  Where manual handling cannot be avoided the employer should 
carry out an assessment of the manual handling carried out and put in place measures to 
reduce the risk to the employees. 
 
Manual handling means any transporting or supporting of a load by one or more employees, 
and includes lifting, putting down, pushing, pulling, carrying or moving a load, which, by 
reason of its characteristics or of unfavourable ergonomic conditions, involves risk, 
particularly of back injury, to employees. 
 
 
Specific requirements: 
 
Induction training for all employees will include basic manual handling principles and safe 
working practices.  All staff will be provided with Manual Handling Training, where deemed 
necessary.  Refresher Training will be provided as necessary. 
 
The Principal will consider all work activities and identify all manual handling activities that 
may present a risk of injury.   
 
 
In considering whether a potential for harm exists the following factors will be assessed: 
 
- Weight of the load  
- Size of the load (loads that are bulky or unwieldy will require further evaluation) 
- Nature of the load (hot or sharp loads may cause injury and will require further 

evaluation) 
- Frequency of the task (repetitive tasks will require further evaluation) 
 
 

Assessments will only be carried out by staff that have been trained in the principles of 
manual handling and have the skills necessary to perform the assessment competently.   
Any action found necessary as a result of the detailed assessment together with safe 
working practices will be put in place as soon as is possible. 
 
Note: 
 
Periodically, employees may be asked to carry out non-routine work which falls within the 
definition of a manual handling operation.  In these circumstances an assessment should be 
carried out to identify any measures that are required to protect the health of the 
employee.  Any precautionary measures which are found to be necessary to protect the 
employee from risk of injury should be put in place prior to carrying out the work. 
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WORK EQUIPMENT  
 
 
 
All work equipment must be suitable for the intended use and should be maintained in a 
safe condition.   All new equipment will require CE marking signifying compliance with 
“essential health and safety requirements” as stated in the European Directives. 
 
 
Specific requirements: 
 
 
In circumstances where new equipment is to be purchased or existing equipment modified 
or used in a different way, relevant ‘competent persons’ should be consulted and the 
equipment assessed to identify any precautions necessary to prevent injury or damage to 
property. 
 
 
Employees will be provided with training in the use of any piece of equipment they intend 
to use, training will include manufacturer’s instructions and any additional training required 
as a result of the risk assessment performed.  Employees will sign to indicate that they have 
received this training.  
 
 
A copy of the manufacturer’s instructions may be held by a delegated member of staff for 
each piece of equipment used within their area of responsibility. 
 
 
Items which present a significant risk should only be operated, adjusted or cleaned by 
trained/competent staff members. 
 
Any contractor intending to bring equipment onto the premises must ensure that it is in 
good condition and safe for use.  They must also ensure that they are fully trained/certified 
to use the equipment and will endeavour to use it in a safe manner at all times. 
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WORKPLACE ASSESSMENT 
 
 
 
Galway Educate Together must be provided with safe access and egress and should be so 
constructed and maintained to minimise the risk to the safety and health of employees, 
pupils, visitors and contractors. 
 
Welfare facilities will be provided for the benefit of staff, to include adequate toilet and 
wash facilities. 
 
 
 
Specific requirements: 
 
 
An initial assessment of the workplace used by employees has been carried out as part of 
the Risk Assessment, to ensure that standards of safety, health and welfare meet legal 
requirements.  Any corrective action required as a result of deficiencies being identified will 
be detailed in the risk assessment. 
 
 
In the event of changes to the workplace or the introduction of different processes or tasks, 
a review of the Risk Assessment will be carried out and records updated accordingly.   
 
The workplace assessment will cover: 
 
- the design and maintenance of the workplace 
- the provision of safe means of access and egress from the workplace 
- the provision and maintenance of safe equipment 
- the provision of suitable welfare facilities  
- the provision of adequate heating, lighting, ventilation 

 
 
Changes to the workplace may include: 
 
- relocation of existing equipment  
- provision of new equipment  
- re-design of the workplace 
- changes to the services provided (e.g. ventilation, lighting) 
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ROUTINE MAINTENANCE 

 
 
Routine checking and maintenance of Galway Educate Together’s premises and equipment 
is essential to ensure that there are no unacceptable risks to health and safety, and to 
comply with certain specific pieces of legislation. 
 
 
These include requirements to inspect and maintain: 
 
- Electrical installations, portable electrical appliances (PAT testing) 
- Fire systems (extinguishers, fire detection) 
- Emergency lighting systems 
- Boiler 
 

 
Those who carry out such checks and maintenance must be competent and experienced 
and should provide a written report and/or certification on the results of their work.  
 
 
 
Specific requirements: 
 
Specialised inspection, maintenance and testing procedures may be carried out at the 
required intervals by specialist contractors.  
 
Records of all inspections and appropriate certification will be held by the Principal of 
Galway Educate Together. 
 
A preventive maintenance plan should be compiled detailing: 
 
- All items of equipment 
- Responsibility for checks and maintenance 
- Frequency of checks and maintenance  
 

New equipment will be added to the preventive maintenance plan. 
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DEFECT REPORTING PROCEDURE  
 
 
 
In order to maintain safety standards at a consistently high level it is essential that any 
defects identified by staff are brought to the attention of the Caretaker or designated 
employee, who in turn will take steps to have the defect corrected.   
 
Employees have a legal responsibility, to themselves and others, to report any defects that 
they become aware of that may affect the health and/or safety of any individual. 
 
 
Specific requirements: 
 
 
In addition to the daily observations carried out as part of routine work, a monthly audit 
should be carried out with a view to identifying any significant health and safety risks.  The 
results of the inspection will be recorded by completing the “Monthly Audit Report”. 
 
 
Any employee who comes across any defect should ensure that it is brought to the 
attention of the Caretaker or Principal as soon as possible.  Children should be encouraged 
to inform their teacher if they see something dangerous. 
 
Additionally, any defects revealed in routine maintenance checks or by external 
professionals should also be recorded, to receive the necessary attention. 
 
 
Where defects cannot be corrected immediately, the need for restricting access should be 
considered while the necessary actions are taking place.   
 
Defect reports should not be closed off until the defect has been effectively remedied.  All 
completed defect reports will be maintained and reviewed as part of the audit programme.  
A Maintenance Book is in place, and should be used to document minor repairs that may be 
required. 
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ENVIRONMENTAL POLICY  

 
Galway Educate Together is committed to ensuring that work is carried out in a manner that 
conserves our environment and protects the Safety, Health and Welfare of employees, 
pupils and members of the public. 
 
The Principal’s objective is to assume and maintain a responsible position with regard to the 
protection of the environment. 
 
 
In order to protect the environment, Galway Educate Together will strive to: 
 
▪ Comply with all local and national legislation. 

 
▪ Ensure that operations do not create unacceptable risks to human health or to the 

environment. 
 
▪ Ensure that waste is disposed of correctly.  It is imperative that all employees co-

operate in this regard. 
 
▪ Ensure that employees keep work areas as tidy and clean as possible. 
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DISPLAY SCREEN EQUIPMENT 
 
 
 
Use of display screen equipment 
 
Every employer has a duty to analyse workstations involving the use of display screen 
equipment and to ensure that measures are put in place to minimise the potential risk to 
employees.  Risks to be covered include risks to eyesight, physical injuries and those due to 
mental stress. 
 
 
Specific requirements: 
 
 
Each DSE workstation has been reviewed as part of this assessment. 
 
The assessment will be repeated whenever work circumstances change, e.g. new 
equipment, new work practices, or if another employee is appointed on site that uses 
display screen equipment. 
 
 
Any action found necessary as a result of the workstation assessment will be recorded on 
the assessment checklist which will remain open until the necessary work has been 
completed. 
 
 
Employees will be trained in the safe use of display screen equipment including organising 
the workstation and adjusting chairs. 
 
 
Employees who are required to use display screen equipment on a regular basis and who 
rely on the display screen equipment to do their jobs are deemed to be habitual users.  Such 
employees will be entitled to eyesight tests prior to starting work and at regular intervals. 
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CONTROL OF CONTRACTORS  
 
 
 
Contractors working on Galway Educate Together’s premises, particularly during any 
construction works, must be provided with information regarding the relevant ‘Safety Rules’ 
and any other information necessary to enable them to work safely and without risk to 
themselves or others. 
 
 
Specific requirements: 
 
 
Contractors engaged by Galway Educate Together will only be permitted to carry out work 
on the premises if they have been vetted and approved and if they can comply fully with the 
requirements contained in the document “Rules for Contractors” form. 
 
 
In the event of an emergency it may be necessary to appoint contractors at short notice 
who will not have been assessed under this procedure.  Common sense dictates that 
appraisal should not delay essential remedial work, although the risks may be reduced by 
closer supervision. 
 
 
Prior to being allowed on site to carry out work of any kind, each contractor must supply the 
information detailed in “Contractor Information Request” to the Board of Management or 
the Principal.  The information provided by the contractor will be reviewed to assess the 
suitability of the contractor to undertake the work on the premises. 
 
 
Once approved for work each contractor will be provided with a copy of the “Information to 
Contractors” and should sign to acknowledge receipt of same.   
 
In the event of work being sub-contracted, the main contractor is responsible for ensuring 
that sub-contractors are competent to perform the work safely and carry the necessary 
insurance. 
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MANAGEMENT OF HAZARDS 
 
 
IDENTIFICATION OF HAZARDS 
 
 
Galway Educate Together endeavours to ensure that regular hazard inspections are carried 
out for the purpose of identifying hazards, assessing the risks associated with those hazards 
and recommending appropriate remedial actions and controls to ensure employees and 
pupils are not adversely affected by those hazards.  
 
A Hazard may be defined as any undesired event or object with the potential for causing 
human harm or injury. 
 
Where necessary, Galway Educate Together may use the services of a competent consultant 
to carry out Health and Safety Risk Assessments. 
 
 
ENGINEERING HAZARDS OUT 
 
 
Galway Educate Together is committed to dealing with any hazards identified - firstly on the 
basis of their elimination, for example, replacing defective electrical equipment, and secondly 
on the basis of their control, for example, using and storing any chemical substances in a safe 
manner.    
  
 
SAFE SYSTEMS OF WORK 
 
 
It is the policy of Galway Educate Together to ensure that all tasks carried out are within the 
competence and capacity of the employees.  The systems of work will be designed with that 
purpose in mind.   
 
It is the policy of Galway Educate Together when purchasing new equipment, altering existing 
equipment or changing a system of work, to study such proposed purchases or changes to 
ensure so far as is reasonably practicable, that they are without significant hazard. 
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HAZARD REPORTING 
 
 
Many hazards, for example cables trailing across the floor, are hazards which regular users 
of a location can become accustomed to.  However, an individual who is unfamiliar with the 
premises could easily be injured by these unexpected dangers. 
 
 
Procedure if you notice a hazard 
 
1. If the hazard is minor and can be rectified by the person identifying, then the 

situation should be put right straight away. All employees have a statutory obligation 
to take care of their own safety and that of others. 

 
2. If the hazard may affect many people, could cause major injury or occurs frequently 

then the Principal should be informed. The hazard must be eliminated or controlled 
to the extent that it does not present a risk to employees, pupils, visitors or 
contractors. 

 
 
RISK ASSESSMENTS 
 
A competent individual will identify hazards, assess the risks of these hazards and prepare a 
written risk assessment of the place of work.  The risk assessment will refer to the risks 
presented to staff, pupils, contractors or visitors to the premises. 
 
The risk assessment will be reviewed if it is no longer valid or if significant changes in work 
activities have taken place. 
 
Any improvements indicated in the most recent risk assessments will be implemented. 

  

 
 
 


