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Our Lady’s Mission Statement 
 Our Ladyôs Secondary School is a holistic centre of development and learning where 

each person is special and treated as such. We, the staff and students, enjoy working 

together to realize our full potential in a healthy, safe, stimulating and friendly 

environment where the atmosphere is one of mutual respect, cooperation and challenge. 

Christian community is our heritage and goal, the Good News of the Gospel is our story.  

School Context 

Our Ladyôs Secondary School is a Voluntary Catholic School under the trusteeship of 

CEIST. The school is Co-Educational and currently has approximately 715 students and 

over 60 teachers as well as a range of ancillary and support staff. The school has a Board 

of Management comprised of Trustee Nominees, Teacher Nominees and Parent 

Nominees. The Board of Management delegates the day-to-day running of the school to 

the Principal. The school supports the principles of inclusiveness, equality of access and 

parental choice in relation to enrolment. In supporting these principles it also recognizes 

the rights of the Trustees CEIST, the Religious and Educational Philosophy of the Sisters 

of Mercy and the funding and resources available. 

Mercy Philosophy of Education  
Inspired by the vision of Catherine McCauley, Mercy Education is committed to holistic 

development and to the achievement of the full potential of each student, particularly 

those who are disadvantaged or marginalised. It is a process informed and influenced by 

the teaching and example of Jesus Christ and is conducted in an atmosphere of care, 

respect and joy. Mercy Education is committed to ongoing whole school development in 

collaboration and partnership with the Board of Management, Staff, Students, 

Parents/Guardians and the wider community. 

 

 

CEIST Core Values 
 The Core Values of CEIST are:  

¶ Promoting Spiritual & Human Development  

¶ Achieving Quality in Teaching and Learning  

¶ Showing Respect for Every Person  

¶ Creating Community 

¶ Being Just and Responsible  

 

 

 

 

 

 

 

 



1. This document has been prepared in compliance with the Safety, Health and Welfare at 

Work Act 2005. 

 

2. Responsibilities of the Board of Management  

 

The board recognises and accepts its statutory responsibilities and itôs obligations as an 

employer to direct, manage and achieve in so far as is reasonably practicable, the safety, 

health and welfare of every employee, pupil and visitor alike.  

I. This policy is designed to cater for all people equally and does not discriminate on 

the grounds of religious belief, political opinion, sex, disability, marital status or 

age.  

II.  The board will at each of its meetings include occupational health and safety on 

its agenda.  

III.  The board will be responsible for ensuring that adequate financial and physical 

resources are provided to deal adequately with occupational health and safety 

issues as they arise.  

IV.  The board may be requested or request to review specific issues during the year as 

the need arises.   

 

3. Responsibilities of the Principal as Safety Officer  

 

The Principal has executive responsibility for the day to day management and co-

ordination of all occupational health and safety matters in the school in accordance with 

the health and safety policy agreed by the Board of Management. The Principal is 

responsible for the following: 

I. Liaising with the B.O.M. on policy issues and any problems in implementing the 

health and safety policy. 

II.  Carrying out statutory reporting of accidents to the Health and Safety Authority 

III.  Ensuring that issues raised by staff on potential hazards are investigated acted 

upon appropriately to remove or reduce the hazard to an acceptable level.  

IV.  Ensuring that safety precautions are implemented when employing outside 

contractors. 

V. Ensure that all staff members have access to the Safety Statement and have read 

and signed it.  

VI.  Provide information for the safety of new employees, bring to their attention the 

Safety Statement and their own responsibilities to their employer. 

VII.  Ensure that all staff are aware that an Accident Report Form must be completed 

for all accidents and that all accidents are investigated. 

VIII.   

 

4. Responsibilities of the Deputy Principal 

 

I. Keep up to date on the duties imposed on the school and its employees by Health 

and Safety Legislation and advise the Principal as Safety Officer, of any changes 

to same. 

II.  Ensure that the Safety Statement is reviewed on an annual basis. 



III.  Ensure that sound and safe work practices are observed at all times. 

IV.  Ensure that Fire Safety Policy is followed at all times including that regular fire 

drills take place and that a review of each drill and associated evacuation 

procedures is carried out. Any problems in this area should be brought to the 

attention of the Principal as Safety Officer. 

V. Brief staff re. Fire drill protocols. 

VI.  Arrange that all students are briefed re. Fire drill protocols. 

VII.  Devise and implement a system for ensuring that visitors and contractors are 

informed of Fire Safety Policy. 

VIII.  Devise an evacuation and verification process for visitors and contractors. 

IX.  Arrange staff supervision rota of students to ensure their safety. 

X. Arrange relevant staff in-service in health and safety as appropriate.  

 

5. Responsibilities of the Safety Committee 

 

The Safety Committee is made up of representatives of teachers, S.N.A.ôs and ancillary 

staff. The committee has responsibility for: 

I. Consulting with and advising the Principal and Deputy Principals on safety 

matters in the school. 

II.  Monitoring all aspects of safety and health in the workplace. 

III.  Ensuring that the Safety Policy is implemented. 

IV.  Advising all staff on aspects of safety in the school. 

V. Meet H.S.A. Inspectors on visits to the school when required. 

VI.  Hold a minimum of two meetings per year. 

VII.  Make recommendations on amendments to the Safety Statement. 

 

The current members of the Safety Committee are: Eddie Kelly (Principal and Safety 

Officer); Darren Bishop (Deputy Principal), Adeline Bruen (Teacher), Paul Mc Guirk 

(Teacher), Kathryn Higgins (Teacher), Damien Mooney (Teacher), Miche§l OôSh®a 

(Teacher), Enda Tourish (Teacher / A.S.T.I. School Steward), Tony Graham (S.N.A.), 

Hugh Carragher (Caretaker), Dolores Mc Mahon (Secretary). 

 

6. Responsibilities of Teachers 

 

Teachers are responsible for the day to day management of health and safety in the 

classroom and other areas of the school. The responsibilities of teachers include: 

I. Promoting an interest in and enthusiasm for health and safety issues. 

II.  Taking reasonable care of his/her own safety/health and welfare and that of any 

other person who may be affected by his/her own acts or omissions while at work. 

III.  Carrying out regular inspections to ensure the classroom / work area is adequate 

as regards health, safety and welfare and passing on this information to the 

Principal. 

IV.  To report to the Principal without unreasonable delay, any defects in equipment, 

place of work or system of work, which might endanger safety, health or welfare, 

of which he/she becomes aware of. 



V. Ensuring that any measures identified as necessary by the risk assessments are 

fully implemented as soon as is reasonably practicable. 

VI.  Enforcing  rules of conduct as outlined in the schoolôs Code Of Behaviour  

VII.  Investigating, recording and reporting incidents/accidents that occur in their 

domain, as detailed in the school incident reporting procedure. 

VIII.  Ensuring students involved in accidents receive first aid or medical attention as 

required. 

IX.  Adequately supervising, instructing, informing and training students to enable 

them to participate in school activities safely. 

X. Wearing and insisting that all students wear personal protective 

clothing/equipment and apparel as appropriate. 

XI.  Taking a full and active part in all training for safety that the school organises. 

XII.  Actively participate in all fire drills and implement fully agreed protocols.  

XIII.  Record all incidents/accidents on Accident Report Form. 

 

7. Responsibilities of Special Needs Assistants 

 

Special Needs Assistants have responsibilities towards the students in their care. Their 

responsibilities include the following: 

I. Taking reasonable care for his/her own safety, health and welfare and that of any 

other person who may be affected by his/her acts or omissions while at work. 

II.  Ensuring that equipment, furniture and the work environment are suitable for the 

tasks undertaken and the needs of the individual. 

III.  To report to the teacher without unreasonable delay any defect in equipment, 

place of work or system of work, which might endanger safety, health or welfare, 

of which he/she becomes aware. 

IV.  Taking a full and active part on all training programs for safety that the school 

organises. 

V. Ensuring students in their care   are evacuated in line with protocols when fire 

alarm is activated. 

VI.  Record all incidents/accidents on Accident Report Form. 

 

8. Responsibilities of Supervisors 

 

Teachers and other staff, who supervise, have responsibilities for the students prior to 

school starting, during breaks and after school. The responsibilities of those supervising 

include the following: 

I. Ensuring a degree of proactivity in supervising commensurate with the activities 

students are involved in and the age and maturity of the students. 

II.  Enforcing rules of conduct that are outlined in the schoolôs Code of Behaviour. 

III.  Ensuring students do not enter areas that are out of bounds at particular times of 

the day. 

IV.  Investigating, recording and reporting incidents/accidents that occur in their 

domain, as detailed in the school incident reporting procedure. 

V. Ensuring students involved in accidents receive first aid or medical attention as 

required. 



VI.  Keeping good order both inside and outside the school premises. 

VII.  When it is bad weather students will remain in their classrooms during break and 

lunch. Staff will be assigned certain areas to supervise.  

VIII.  Actively participate in fire safety drills. 

IX.  Record all incidents/accidents on Accident Report Form. 

 

 

 

 

 

 

9. Responsibilities of Administrative Staff 

 

The responsibilities of administrative staff include the following: 

I. Actively participating in fire drills. 

II.  Carrying out regular inspections to ensure the office is satisfactory in terms of 

health and safety. 

III.  Reporting any defects in office equipment as soon a 

IV.  Maintaining a list of emergency numbers. 

V. Taking reasonable care of their own safety, health and welfare and that of any 

other person who may be affected by their acts/omissions while at work. 

VI.  Record all incidents/accidents on Accident Report Form. 

 

10. Responsibilities of Caretakers 

 

The caretakers have responsibility for the general care and maintenance of the school. 

Their responsibilities include: 

I. Taking reasonable care of their own safety, health and welfare and that of any 

other person who may be affected by their acts or omissions while at work. 

II.  Carrying out regular inspections to ensure the internal and external school 

grounds and buildings are satisfactory as regards health, safety and welfare. The 

findings of such inspections should be communicated to the Principal as Soon as 

possible after the inspection has taken place. 

III.  Reporting to the Principal, without unreasonable delay, any defects in plant, 

equipment, place of work or system of work, which might endanger safety, health 

or welfare of which they become aware. 

IV.  Making correct use of machinery, apparatus, tools, dangerous substances or any 

other equipment. 

V. Using suitable appliances, protective clothing, equipment or other aids provided 

to secure safety, health or welfare and not to interfere with or misuse any of same. 

VI.  Being thoroughly familiar with the operating procedures before using machinery 

or power equipment. 

VII.  Ensuring that no one has access to areas which are hazardous or where hazardous 

work is in progress. 

VIII.  Preventing the build up of rubbish, in particular combustible material. 



IX.  Ensuring the proper maintenance of furniture, equipment and the work 

environment within the school. 

X. Disposing of all faulty furniture and equipment which is beyond repair. 

XI.  Not carrying out any tasks that they are not competent or permitted to carry out or 

which involve unreasonably high risk. 

XII.  Turning off all equipment not in use overnight. 

XIII.  Taking a full and active part in all training programs for safety that the school 

organises facilitates or recommends. 

XIV.  Implementing all areas of safety training. 

XV. Reporting to the Principal any activities which may compromise health, safety or 

welfare of any member of the school community, visitor or contractor. 

XVI.  Record all incidents/ accidents on Accident report Form. 

 

 

 

 

11. Responsibilities of the Cleaning Staff. 

 

Cleaning staff have responsibility for the general cleanliness and hygiene of the school. 

They have specific responsibilities, in the context of health and safety, to: 

I. Take reasonable care for their own safety, health and welfare and that of any other 

person who may be affected by their actions or omissions while at work. 

II.  Co-operate with the Principal, Caretaker and any other person to such an extent as 

will enable the Principal or the other competent person to comply with any of the 

relevant statutory provisions. 

III.  Reporting to the Principal, without unreasonable delay, any defects in plant, 

equipment, place of work or system of work, which might endanger safety, health 

or welfare of which they become aware. 

IV.  Be familiar with fire drill protocols. 

V. To attend immediately to spillages. 

VI.  To use appropriate signage when cleaning is in progress or where a spillage or 

other hazardous object is present. 

VII.  To ensure all mats and carpets are properly laid. 

VIII.  Record all incidents/accidents on Accident Report Form. 

 

12. Responsibilities of Temporary Employees 

 

Temporary workers directly employed by Our Ladyôs Secondary School whether on a 

fixed term contract or not, will as regards, health, safety and welfare are generally 

considered as employees. They will assume the duties and responsibilities commensurate 

with their role, as outlined in the preceding sections. 

 

13. Safety Representative 

 

The Safety Representative may consult with and make representations to the Principal, as 

Safety Officer, on safety, health and welfare matters relating to the employees in their 



place of work. The Principal in consultation with the Board of Management must 

consider these representations, and act on them if necessary. The intention of these 

consultations is to prevent accidents and ill health, to highlight problems and identify 

means of overcoming them. The functions of the Safety Representative include: 

I. Accompanying a H.S.A. Inspector carrying out an inspection under section 64 of 

the 2005 Act other than the investigation of an accident or dangerous 

occurrence(although this may be allowed at the discretion of the inspector) 

II.  At the discretion of the H.S.A. inspector, and where the employee concerned so 

requests, be present when an employee is being interviewed by an inspector about 

an accident or dangerous occurrence at work. 

III.  Make representations to the Board of Management on safety, health and welfare 

at the place of work. 

IV.  Make verbal or written representations to H.S.A. inspectors including on the 

investigation of accidents or dangerous occurrences. 

V. Receive advice and H.S.A. inspectors in relation to safety, health and welfare in 

the place of work. 

 

The current Safety Representative is Enda Tourish 

 

14. Responsibilities of First Aiders 

 

The responsibilities of occupational first aiders are to: 

I. Participate in certificate and refresher training. 

II.  Where required, promptly administer first aid to any employee, student, 

contractor or visitor in accordance with knowledge or training. 

III.  Conduct periodic inspection and co-ordinate replenishment of first aid supplies 

and equipment including defibrillators. 

 

15. Responsibilities of Contractors and Subcontractors 

 

It is the responsibility of all contractors and subcontractors to: 

I. Ensure that all their employees comply with Our Ladyôs Secondary School safety 

rules and procedures. 

II.  Not put at risk any of the employees or students of Our Ladyôs Secondary School. 

III.  Promptly report all accidents/incidents to the Principal as Safety Officer. 

IV.  Produce their safety statement to the Principal on request and prior to 

commencing work. 

V. Carry appropriate insurance cover. 

VI.  Take appropriate safety precautions with systems of work, equipment, personal 

protection, etc. 

VII.  Ensure all equipment and tools brought onto the schoolôs premises be of sound 

construction and meet the statutory requirements applicable to these tools and 

equipment. 

VIII.  Cordon off the boundaries of the contractors operation, where possible, and mark 

them with warning signs. 



IX.  Comply with all relevant legal obligations, in particular the provisions of the 

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

(General Application) Regulations2007 and the Safety Health and Welfare 

(Construction Regulations) 2006. 

 

16 Duty of all staff 

 

It is not appropriate for any member of staff in a school to be under the influence of any 

intoxicant. 

It is the duty of all staff, if reasonably required by his or her employer, to submit to any 

reasonable and proportionate tests for intoxicants by, or under the supervision of a 

registered medical practitioner who is a competent person as prescribed. 

 

 

 

 

 

17. Hazards  

 

Following a detailed review of the school premises and activities a number of hazards 

have been identified. These are listed in Appendix 1 to this statement together with 

procedures for dealing with them where appropriate. 

 

18. Safety Training  

 

All employees will be: 

(a) Advised on the nature and location of fire equipment and how it might be 

operated. 

(b) Instructed in evacuation procedures. 

(c) Notified of any changes in safety procedures. 

(d) Periodically offered training in first aid. 

 

 

19. Welfare 

 

(a)Toilet and cloakroom facilities are provided and employees must help to maintain a 

high standard of hygiene in these areas. 

 (b)Any person who is under medical supervision or on prescribed medication and who 

has been certified fit for work, should notify the Principal of any known side effects or 

temporary physical disabilities which could hinder their work performance and which 

may be a danger to either themselves or their fellow workers or pupils. The Principal will 

arrange or assign appropriate tasks for that person to carry out in the interim. 

(c) It is recognised that from time to time staff may experience work related stress. It is 

our aim to be proactive in the reduction/management of sources of stress. Staff who are 

subject to occupational stressors are encouraged to seek assistance from school 



management who may refer them to Call Care, the Occupational Health Service 

Medmark. 

(d) Our Ladyôs Policy Dignity in the Workplace outlines the procedures which should be 

followed by any member of the school community who may experience sexual 

harassment, harassment or bullying. 

(f) This school is committed to protecting the reproductive health of all employees. A 

pregnant employee must notify management of her condition as soon as is practicable 

after it occurs and, at time of notification, give or produce for inspection a medical or 

other appropriate certificate confirming her condition. 

 

 

 

 

 

20. First Aid (See Appendix 2) 

 

First Aid is available in the following areas: (a) Secretaryôs Office 

                                                                       (b) Gym 

                                                                       (c) Home Economics Rooms 

                                                                       (d) Science Labs 

Sick students must report directly to the Principal or Deputy-Principal or the relevant 

Year head. With their permission they should make contact with home via the Secretaryôs 

office before leaving the premises. They should also sign out if going home due to 

illness. No medication should be administered to any student unless on medical advice 

and with prior approval of parents/guardians. If a student sustains an injury he/she should 

be brought to the Secretaryôs office. If the student is bleeding protective gloves should be 

used when administering first aid. If deemed necessary the student may be brought to a 

more private location for treatment. Parents may be contacted or medical assistance 

sought if deemed necessary. Details of the injury should be recorded on the Accident 

Report Form kept in the office. 

 

21. Fire   

 

 

(a) Fire Protection 

 

Fire extinguishers, hose reels and fire blankets are provided and correctly sited to meet 

statutory and insurance requirements. 

 

All fire fighting equipment is tested and serviced annually. In accordance with the 

recommendation of the appropriate Irish Standard for fire equipment, 20% of fire 

extinguishers will be discharged each year and relevant employees trained in the use of 

the equipment. 

 

All fire exits and emergency paths or exits are clearly marked. 

 



(b)Prevention 

 

(a) Regular fire drills are held. 

(b) Students are made aware of fire prevention 

 

Liaison with relevant authorities takes place as is necessary. 

 

 

c) Evacuation   

An evacuation procedure has been prepared and is provided for each employee. 

Evacuation drills will take place at least twice per year or more frequently if required. A 

map detailing a class groups evacuation procedures and where they are to assemble 

outside the school is visible in each classroom. Employees 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. 

 

 

22. Smoking 

 

As Our Ladyôs Secondary School is a public building smoking is prohibited by law. 

 

23. Accident/Incident Report Procedures 

 

(a)All incidents, no matter how trivial, whether   to employees, pupils or visitors, must be 

reported to the Safety Officer through the Accident report Form. This is necessary to 

monitor the progress of safety standards and to ensure that proper medical attention is 

given where required. 

 

(b)An Accident Report Form shall be kept in the Secretaryôs Office for the recording of 

all accidents. 

 

(c)Accidents shall be notified to Insurers on appropriate forms. 

 

(d) All stress related absences greater than three days to be reported to the H.S.A. 

 

24. Sport 

 

The protocols for those involved in sport are outlined in Appendix 3.There are also 

comprehensive guidelines for P.E. outlined in Appendices 6 and 7. 

 

 

25. Visitors to the school 

 

(a) All parents and visitors to the school should use the visitorôs car park if travelling by 

car. 



(b) All parents and visitors should report in the first instance to the school office and 

sign the Visitors Book/Contract Tracing Book. 

(c) No contractor may undertake work on the school site without permission of the 

Principal or his agent other than in an emergency, e.g. fire, flooding or to make safe 

following theft/vandalism. 

(d) Contractors are responsible for the Health and Safety of their employees and for 

their safe working practices, which must not constitute a hazard to staff, students 

and visitors to the school. 

(e) Hirerôs of the school premises must use school equipment correctly and use 

appropriate safety equipment. They must also have their own insurance in place of 

which a copy must be furnished to the school.  

 

26. Transport 

 

The protocols for transport are outlined in Appendix 5 

 

 

27. Lone Worker Procedures 

 

The B.O.M. is committed to ensuring staff, volunteers and contractors enjoy a safe 

working environment. It is recognised that there are occasions when teaching, support, 

administrative, cleaning staff may be required, or choose, to work alone or in isolated 

situations. This however may introduce risks for a normally non-hazardous work activity. 

Procedure: 

(a) Staff should seek permission from the Principal to work alone in the building 

outside of normal school hours. 

(b) The experience and training of all staff and the activities to be undertaken will be 

taken into consideration before allowing lone working. Lone workers must be 

considered capable of responding correctly in an emergency situation by the 

Principal. Whenever possible it is recommended that staff work with a colleague. 

(c) Staff should not enter the school premises if there are signs of intruders but should 

contact the Principal and if necessary the Gardaí. 

(d) Staff should lock entrance doors upon entering and leaving the building. The 

alarm should also be activated on leaving the building. 

(e) Staff should not work alone if they have a medical condition that might cause 

incapacity or unconsciousness. 

(f) Contractors should have access to their own first aid kit suitable for treating minor 

injuries. 

(g) Lone workers should not undertake activities that involve the handling of money, 

working at height or any task which is potentially hazardous given their own level 

of experience and the nature of the task. 

 

 

  

  

28. Student Pregnancy 



The protocols are outlined in appendix 8 

 

29 List of Appendices 

1. Hazards 

2. First Aid 

3. Sports Protocols 

4. Administration of Prescribed Medicines 

5. Transport 

6. P.E. Code of Behaviour 

7. Protocol for Pregnant Students 

8. Emergency Response Protocol 

9. Fire Safety Policy 

10. Covid-19 Policy Statement 

 

 

 

 

 

30. Conclusion 

 

This Safety Statement has been prepared based on conditions existing in the School at the 

time of writing. It may be altered, revised or updated as required to reflect any changes in 

those conditions. 

 

31. Review 

 

There is a statutory obligation to review this policy on an annual basis. 

 

 

 

 

Signed: Gary Carville   Date: April 16th 2021  

           Chairperson, 

           Board of Management  

 
Review date: June 2022 

 

 


