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Safety and Health Management System 
 

A Safety and Health Management System (SMS) in our school setting involves an on-going process 

which aims to promote continuous improvement in the way the school manages safety. It fits into 

the overall management of the school and includes the school structure, planning activities, 

practices, procedures, and resources for developing, implementing, reviewing and maintaining 

safety, health and welfare.  

There are five key steps to achieving a successful SMS. These steps are the basis for the SMS in 

Causeway Comprehensive School. 

 

 

  



 

 

Safety and Health Policy 
 

In accordance with the Safety, Health and Welfare at Work Act 2005, it is the policy of the Board of 

Management to ensure, so far as is reasonably practicable, the safety, health and welfare at work 

of all staff and to protect pupils, visitors, contractors and other persons at the school from injury 

and ill health arising from any work activity. The successful implementation of this policy requires 

the full support and active co-operation of all staff, contractors and pupils of the school. 

 

It is recognised that hazard identification, risk assessment and control measures are legislative 

requirements which must be carried out by the employer to ensure the safety, health and welfare 

of all staff. 

 

The Board of Management in conjunction with Kerry Education Training Board (KETB) undertakes in 

so far as is reasonably practicable to: 

a. promote standards of safety, health and welfare that comply with the provisions and 

requirements of the Safety, Health and Welfare at Work Act 2005 and other relevant 

legislation, standards and codes of practice;  

 

b. provide information, training, instruction and supervision where necessary, to enable  staff 

to perform their work safely and effectively; 

 

c. maintain a constant and continuing interest in safety and health matters pertinent to the  

activities of the school; 

 

d. continually improve the system in place for the management of occupational safety and  

health and review it periodically to ensure it remains relevant, appropriate and effective;  

 

e. consult with staff on matters related to safety, health and welfare at work; 

 

f. Provide the necessary resources to ensure the safety, health and welfare of all those to 

whom it owes a duty of care, including staff, pupils, contractors and visitors.  

 

The Board of Management is committed to playing an active role in the implementation of this 

occupational safety and health policy and undertakes to review and revise it in light of changes in 

legislation, experience and other relevant developments.  

 

Signed: 

 

_____________________________________________ 

Chairperson, Board of Management 

 

School: Causeway Comprehensive School 

 

Date: _______________________________________ 



 

 

School profile 
 
School size: Causeway Comprehensive School has around 580 pupils and 45-50 teaching and 

ancillary staff members. 

 

School building: The main school building is a single storey with north, west and east corridors. 

(Appendix 1 ) 

 

Planning procedures: The Principal in conjunction with the safety officer is responsible for 

reviewing the Safety Management System each September at the start the academic year. 

 

Provision for persons with special needs: The school is well designed to cope with an emergency 

evacuation of persons with special needs. In the event of an emergency evacuation Special Needs 

Assistants work to ensure all SN students are looked after. 

 

 

Resources for safety and health in the school 
 

Fire Safety Resources: 

 Fire Extinguishers in every room / corridor 

 Emergency windows in every room 

 Emergency exit signage 

 Emergency Gas cut off valve in school office and science labs 

 Fire blankets in all laboratories 

 

First Aid Resources 

 AED located at school entrance 

 First Aid box in school office and various practical rooms 

 Incident report sheets 

Resources are checked annually  

 

 

  



 

 

Roles and responsibilities for safety and health 
 

Section 20 of The Safety, Health and Welfare at Work Act 2005, states that a safety 

statement should specify “the names and, where applicable, the job title or position 

held of each person responsible for performing tasks assigned to him/her pursuant to 

the safety statement.” 

Causeway CS Health and Safety Management System 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

H&S is everyone’s responsibility. The above reflects a whole school approach to the promotion 

and development of H&S in the school 

 

KETB Chief Executive Officer 

Mr Colm McEvoy 

Overall responsibility for H&S and to 

ensure schools have a Safety 

Management system in place 

 

Principal 

Mr Cathal Fitzgerald 

Overall responsibility for H&S and to 

ensure the school has a Safety 

Management system in place 

 

Safety Officer 

Mr John Griffin 

Overall responsibility for H&S and to 

ensure the school has a Safety 

Management system in place 

 

Staff 

All members of staff including SNAs,  Office, 

Caretaker, Maintenance and Canteen 

 

Safety Representative 

Elected Staff Representative to liaise with 

management on H&S issues 

 

Pupils 

 

Parents, Visitors, Cleaners, Contractors , Outside 

Maintenance Personnel and members of the 

Public 

 



 

 

 

 
 
Roles, further defined: 
 
Board of Management: 

• Complies with its legal obligations as employer under the 2005 Act 

• Ensures that the school has written risk assessments and an up to date safety statement 

• Reviews the implementation of the SMS and the safety statement 

• Sets safety and health objectives 

• Receives regular reports on safety and health matters and matters arising from same are 

discussed 

• Reviews the safety statement at least annually and when changes that might affect 

workers’ safety and health occur 

• Reviews the school’s safety and health performance 

• Allocates adequate resources to deal with safety and health issues 

• Appoints competent persons as necessary, to advise and assist the Board of Management 

on safety and health at the school. 

 
Principal - Designated person for safety and health acting on behalf of the Board: 

• Complies with the requirements of the 2005 Act 

• Reports to the Board of Management on safety and health performance 

• Manages safety and health in the school on a day-to-day basis 

• Communicates regularly with all members of the school community on safety and health 

matters 

• Ensures all accidents and incidents are investigated and all relevant statutory reports 

completed 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
Safety Officer: 

• Although ultimate responsibility for safety and health rests with the employer, the post-

holder must fulfil those duties to which he agreed. 

• Develop and support the implementation of the school Health and Safety Policy.  

• Co-ordinate the Health and Safety activities of the school.  

• Keep all health and safety documentation up to date  (policies, risk assessments, 

health and safety statement and any other relevant documents) 

• Coordinate the annual Health and Safety Audit and advise the Board of 

Management and Principal on matters relating to  health, safety and welfare 

• Conduct regular hazard spotting inspections throughout the premises, and report to 

the Principal. 

• Co-ordinate the emergency procedures for the school including a minimum of 2 fire 

drills per academic year 

• Ensure maintenance of fire equipment 

• Ensure medical supplies are available to staff 

• Ensure all reported accidents and incidents are investigated  

• Provide information and organise training for staff as necessary and ensure that the 

school Health and Safety Policy is communicated to all staff annually.  

• Provide safety information and advice to the Principal and teachers on request.  

 
 
Teaching/Non-teaching staff: 

• Formally check classroom/immediate work environment to ensure it is safe and free from 

fault or defect 

• Check that equipment is safe before use 

• Ensure that risk assessments are conducted for new hazards, e.g. new machine or chemical 

product 

• Select and appoint a safety representative(s) 

• Co-operate with the school safety committee 

• Report accidents, near misses, and dangerous occurrences to relevant persons as outlined 

in the safety statement. 

• Comply with all statutory obligations on employees as designated under the 2005 Act 

• Co-operate with school management in the implementation of the safety statement 

• Inform pupils of the safety procedures associated with individual subjects, e.g. Science, 

Technology subjects, Physical Education (PE); 

• Ensure that pupils follow safe procedures, e.g. use personal protective equipment (PPE) 

and adhere to laboratory rules 

• Conduct risk assessments of their immediate work environment 

 
Other School Users:  

• Other school users, e.g. pupils and visitors should comply with school regulations and 

instructions relating to safety and health. 



 

 

 
 
Contractors: 

• Contractors must comply with statutory obligations as designated under the Safety, Health 

and Welfare at Work Act 2005, the Safety, Health and Welfare at Work (General 

Application) Regulations 2007 and any other relevant legislation such as the Safety, Health 

and Welfare at Work (Construction) Regulations 2006 

  



 

 

Risk assessment 
 

Section 19 of the Safety, Health and Welfare at Work Act 2005 specifies that, “Every 

employer shall identify the hazards in the place of work under his or her control, 

assess the risk presented by those hazards and be in possession of a written risk 

assessment of the risks.” 

Risk assessments are carried out by all staff in CSS. General rooms are assessed by their teachers. 

Appendix 2 is a sample of the classroom assessment checklist. Specialised rooms are assessed only 

by those teachers e.g. the science teacher carries out the risk assessment in the science laboratories. 

 

The first comprehensive school wide risk assessment took place in 2012 and will be repeated on a 

yearly basis, with all hazards formally identified. The risk assessment forms are filed with the Safety 

Officer who will report to the Principal 

 

A list of control measures and hazard reduction was compiled and prioritised for completion. 

Affected staff members were consulted with any changes implemented. 

 

  



 

 

Emergency procedures 
 

Section 8 of the Safety, Health and Welfare at Work Act 2005 requires that every 

employer shall “prepare and revise as appropriate, adequate plans and procedures 

to be followed and measures to be taken in the case of an emergency or serious and 

imminent danger.” 

Emergency procedures were revisited in September 2012 and communicated to all staff members.  

CCS has a critical incident policy which deals with other emergency situations  

Both procedures clearly state what is to be done, who is to do it, who will liaise with families, who 

will co-ordinate actions during the event. 

 

Fire safety 

An emergency evacuation drill takes place twice in the academic year. The first takes place during 

1st term in consultation with all staff members and the second is unscheduled and unannounced. 

Incoming first years students undertake a safety briefing and evacuation drill on their own in their 

first week in CCS. 

 

Designated employees have received adequate training. The electrical system is checked annually 

by a competent person. The school is equipped with appropriate fire-fighting and detection 

equipment which is checked annually.   

 

In every case the efficacy of the fire drill should is reviewed and assessed. A copy of these review is 

filed with the Safety Officer who reports to the Principal 

 
CCS Fire Safety Checklist: 
 

• Does the school have an emergency evacuation plan? Y 

• Has it been communicated to all parties and is it on display? Y 

• Does it provide for those with disabilities or other special needs?  Y 

• Are fire assembly points identified and clearly marked? Y 

• Does the school have emergency lighting systems in place? N 

• Are fire exits kept clear? Y 

• Does the school hold a minimum of two fire drills per year? Y 

• Are these drills timed? y 

• Are outcomes of fire drills recorded and actions taken where necessary? Y 

• Is the emergency evacuation plan reviewed regularly? Y 

• Are all fire installations and equipment inspected and serviced as per legal 

requirements? 

Y 

 

 

 



 

 

First-aid 

Chapter 2 of Part 7 of the General Application Regulations 2007 sets out the first-aid 

requirements for workplaces. “Employers have a duty to provide first-aid equipment 

at all places of work where working conditions require it. Depending on the size or 

specific hazard (or both) of the place of work, trained occupational first-aiders must 

also be provided. Apart from some exceptions, first-aid rooms must be provided 

where appropriate. Information must also be provided to employees as regards the 

first-aid facilities and arrangements in place”. 

Causeway CS has nine trained occupational first-aiders. A list of these staff members is located in 

the staff room notice board. The main first aid station is located in the main office. First aid 

equipment is also available in specialised rooms such as P.E., Science and Home Economics. First-

aid kits are fully compliant with guidance and are checked by those staff members responsible for 

their specialised rooms.  

 

Accidents and dangerous occurrences (Partial) 

The safety statement should clearly set out an: 

• Accident investigation, reporting, recording policy & procedure.  

 

The Principal / KETB is legally required to report specific accidents and incidents to the Health and 

Safety Authority. Causeway CS is also required to report all accidents to the State Claims Agency.  

Reporting obligations are available in Appendix 3 of this document. 

Checklist: 

• Is there a school accident policy addressing procedures to be followed in the event 

of an accident or dangerous occurrence (i.e. first-aid, doctor called, 

parents/guardians called, ambulance called)? 

Y 

• Are internal reporting and recording procedures for all types of accidents in place? Y 

• Ensure online reporting of accidents to the Health and Safety Authority. IR1 and 

IR3 forms available at www.hsa.ie/publications 

Y 

• Are all incidents that occur also reported to the State Claims Agency? (This is only 

a requirement for Community and Comprehensive schools) 

Y 

• Are all accidents investigated? Y 

• Is corrective action taken where required? Y 

• Are reports of such actions available to the Board of Management and to the 

safety committee? 

Y 

• Are records kept of all incidents and accidents? Y 

 

  

http://www.hsa.ie/publications


 

 

 

Instruction, training and supervision (Partial) 

 
Sections 8 and 10 of the Safety, Health and Welfare at Work Act 2005 require that 

every employer provide instruction, training and supervision to his/her employees in 

relation to safety, health and welfare at work. 

Training needs analysis is the identification of safety and health training needs for the school. 

Initially, on the implementation of the safety and health management plan, a training needs 

analysis should be completed in order to identify and address any deficiencies. Once training needs 

have been identified, they should be incorporated into the school’s annual training plan and 

reviewed regularly to ensure all training needs are met. 

 

 

 

Checklist: 

 

• Has the school prepared an annual safety and health training plan? (completed 

risk assessments may be used to identify training needs) 

Y 

• Does the training plan include the following:   

- a formal process to identify the safety and health training needs of each group 

within the school community? 

N 

- the provision to all individuals of safety training necessary to enable them to 

carry out their duties as identified by the risk assessments and as set out in the 

safety statement? 

N 

- a record of all training, information and briefing sessions?  N 

- a record of those in attendance at training sessions with signed attendance 

sheets?  

Y 

- a schedule of dates when refresher training falls due? Y 

 

  



 

 

Communication and consultation (Partial) 
In accordance with Section 20(3) of the Safety, Health and Welfare at Work Act 2005 CCS will bring 

the main elements of this is safety statement to the attention of:  

• Staff members at (date, time of year TBC) and, at any other time, following its amendment  

• Newly recruited teachers upon commencement of teaching duties in CCS 

• Other persons at the place of work who may be exposed to any specific risk to which the 

safety statement applies, e.g. contractors carrying out work at the school. 

 

All pupils, parents/guardians and visitors to the school will also have access to the safety statement. 

 

The annual briefing will include: 

 Content of the safety statement 

 Safety policies and procedures 

 Risk assessments 

 Minutes of safety committee meetings 

 Results of audits and results of performance reviews 

 A forum which allows for and encourages staff to bring safety, health and welfare matters 

to the attention of management. A written communications policy should be developed 

and implemented. The policy must articulate the involvement of staff in the development 

of the SMS and methods of communicating with staff on safety, health and welfare 

matters.  

 It is important to involve caretakers, cleaners and non-teaching staff in the communication 

framework, as they are often involved in the highest risk work activity in schools. 

 

 

Many of the following school policies are relevant to safety in the school. Causeway CS prefers to 

leave these as stand-alone policies, as these policies are updated at different times and by different 

personnel.  

 
• Communication policy  
• School trips/outings 
• Work experience  
• Extra-curricular activities 
• Visitors and contractors 
• Third party use of school premises 
• Safety Induction for staff 
• Dignity in the workplace 
• Anti-bullying* and anti-harassment  
• Pregnant, post-natal and breast feeding 

employees 
• Working at height 
• Manual handling 
• Display screen equipment 

• Lone working and night work 
• Personal protective equipment (PPE) 
• Transportation policy 
• Promoting safety through the curriculum  
• Code of Behaviour  
• Guidance Plan* 
• Substance Use* 
• Child protection* 
• Special needs 
• Equality 
• Employment policies 
• Road safety protocol 
• Internet Safety: Acceptable Use Policy* 
• Relationships and Sexuality Education* 

 

  



 

 

Appendices 
 

Appendix 1.  CCS Main building with main evacuation exits. 

  

 



 

 

Appendix 2 Classroom risk assessment checklist 

 

 

 



 

 

Appendix 3 Reporting Obligations   

1. Who is responsible for reporting accidents to the Health and Safety Authority? 

2. What types of accidents must be reported to the Health and Safety Authority? 

3. Which accidents involving pupils are reportable to the Health and Safety Authority? 

4. Which incidents should be reported to the State Claims Agency? 

5. If I am investigating an accident what should I record? 

 

Q. Who is responsible for reporting accidents to the Health and Safety Authority? 

The regulation around reporting of accidents, incidents and dangerous occurrences is currently 

being reviewed. The most up to date information regarding this topic is available from the Health 

and Safety Authority at www.hsa.ie 

A. The following are responsible for reporting accidents to the Health and Safety Authority:  

• employers (in the case of the death or injury of employees at work);  

• persons providing training (in the case of the death or injury of a person receiving training 

for employment);  

• self-employed persons (in relation to accidents to themselves);  

• persons in control of places of work in relation to:  

- the work-related death or injury of a person not at work;  

- the death of a self-employed person;  

• the next of kin (in the event of the death of a self-employed person at a place of work 

under that person’s control). 

 

Q. What types of accidents must be reported to the Health and Safety Authority? 

The regulation around reporting of accidents, incidents and dangerous occurrences is currently 

being reviewed. The most up to date information regarding this topic is available from the Health 

and Safety Authority at www.hsa.ie 

A. The following types of accidents must be reported to the Health and Safety Authority: 

a) the death of any employed or self-employed person, which was caused by an accident 

during the course of their work. 

b) an injury sustained in the course of their employment, which prevents any employed or 

self-employed person from performing the normal duties of their work for more than three 

calendar days, not including the date of the accident. Calendar days include Saturdays and 

Sundays (e.g. if an employee, who is injured on Wednesday, and does not normally work on 

Saturdays, Sundays and bank holidays, returns to work the following Monday, the accident 

is reportable). 

c) a death or an injury that requires treatment by a registered medical practitioner, which 

does not occur while a person is at work, (e.g. a pupil during class) but is related to either a 

work activity or their place of work. A road traffic accident that meets the criteria (a) and 

(b) above, excluding an accident that occurs while a person is commuting either to or from 

work. 

d) a road traffic accident that meets the criterion (c) above as a result of construction work on 

or adjacent to a public road. 

 



 

 

The IR1 form is the only form used to report accidents to the Health and Safety Authority. Forms 

are available from the Workplace Contact Unit of the Authority or it can be reported directly on-line 

at www.hsa.ie. 

 

The school must keep records of all accidents which occur for a period of 10 years.  

Dangerous occurrences must also be reported to the Health and Safety Authority as per 

requirements of the IR3 form. The IR3 form is available from the Health and Safety Authority at 

www.hsa.ie. 

 

Q. Which accidents involving pupils are reportable to the Health and Safety Authority? 

The regulation around reporting of accidents, incidents and dangerous occurrences is currently 

being reviewed. The most up to date information regarding this topic is available from the Health 

and Safety Authority at www.hsa.ie 

A. If the pupil is injured as a result of a work-related activity and requires medical treatment by a 

registered medical practitioner this is reportable to the Health and Safety Authority. For example, if 

a pupil injures him/herself whilst working with a mallet and chisel during wood working class and 

requires treatment by a registered medical practitioner, this is reportable. 

However, if a pupil trips in the school yard and is injured, this is not reportable. If a pupil trips 

during PE class and requires treatment by a registered medical practitioner, this is reportable to the 

Authority. School trips/tours are considered to be a work activity of the school. 

 

Q. Which incidents should be reported to the State Claims Agency? 

A. Under the National Treasury Management Agency (Amendment) Act 2000, community and 

comprehensive schools are obliged to report adverse incidents promptly to the State Claims Agency 

and to facilitate any subsequent investigation.  

The State Claims Agency should be notified immediately by phone in the event of a fatality or a 

serious injury, which include amputations, injury to an eye, serious burns or other injuries leading 

to resuscitation. Otherwise, the following are Guidelines as to the types of incidents that should be 

reported:  

• injuries requiring medical attention by a doctor or attendance at a hospital, involving staff, 

pupils,  

 contractors, members of the public, etc.;  

• where a school staff member is absent from work for any period of time (including 

incidents where less than 3 days were lost) and the absence is directly attributable to a 

work-related activity/environment (this includes circumstances where the absence occurs 

sometime after the incident);  

• where a pupil is absent from school for any period of time and the absence is directly 

attributable to a school-related activity/environment (this includes circumstances where 

the absence occurs sometime after the incident);  

• where a school staff member or prior staff member has requested health screening arising 

from alleged exposure to work environments, e.g. asbestos, noise, dust, fumes, biological 

or chemical agents;  

• where a school becomes aware of an incident (involving personal injury) on its premises 

involving a visitor, recreational user or trespasser;  



 

 

• where a vehicle that is privately owned, hired or belonging to a school, is involved in a road 

traffic accident while in the course of school business;  

• where the property of a third party has been damaged as a result of the activities of the 

school. 

 Please contact the State Claims Agency’s Risk Management Unit (01-6640900) if there is a 

doubt as to whether a particular incident should be reported. 

 

Q. If I am investigating an accident what should I record? 

A. It is important and good practice to record all accidents that occur in the school or during any 

school-related activity. The school must ensure that the information gained in the accident report is 

reviewed and control measures put in place to ensure a similar accident is avoided in the future.  

 

In addition, the school’s accident reporting system must recognise the requirement to report 

certain accidents to their insurer, the Health and Safety Authority and in the case of community and 

comprehensive schools, the State Claims Agency. 

 

In addition, if there are civil proceedings, it is important to have recorded all the factual information 

in order to assist with the validity or otherwise of the case. The following list can be used as a guide 

to ensure that the required information is being collected. 

 

The Board of Management should appoint a person (often the safety officer will be the appointed 

person) to conduct an investigation into all incidents and accidents. The safety representative may 

also conduct an investigation. Information in relation to accidents and near-misses should be 

recorded on an accident report form or in an accident report book. This information should be 

reviewed and used to update risk assessments where necessary.  

 

The information gathered should include:  

• date of incident;  

• time of incident;  

• person injured or involved and relevant contact details recorded;  

• witnesses and relevant contact details recorded;  

• detail of the activity being undertaken at the time of the incident;  

• exact location of the incident and photographic evidence or plans of area if appropriate;  

• circumstances of the incident - detailed description and cause of the accident;  

• injuries sustained;  

• medical treatment administered, e.g. first-aid;  

• emergency services involved or called to scene of accident;  

• details of equipment and service records for same if equipment was involved in the 

accident;  

• details of notifier of accident, time, date. 

 

 

 



 

 

Appendix 4 Updated school layout 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


