
 

 
 

Health and Safety Statement 
Merlin Woods Primary School 

 
 

Introductory Statement 

Merlin Woods Primary School, Galway, regards the provision of a safe and healthy educational and working 

environment as a principal objective. This objective will be achieved through the cooperation of Merlin Woods 

Primary School, Board of Management, teachers, staff, pupils, BAM FM, subcontractors and others affected by 

the activities carried out within Merlin Woods Primary School. 

 

It is the policy of Merlin Woods Primary School to comply with the Safety Health and Welfare at Work Act 2005, 

the Safety, Health and Welfare at Work (General Application) Regulations 2007 and all other legislation relevant 

to the activities carried out within the school. 

 

Merlin Woods Primary School will ensure so far as is reasonably practicable, the organisation, advice and 

resources required to meet this commitment.  

 

Rationale  

This policy requires the co-operation of all employees and our partners in the caretaking, maintenance and 

upkeep of the school, BAM FM. It is prepared in line with The Safety Health and Welfare at Work Act (1989). 

The Board of Management of Merlin Woods Primary School recognises that its statutory obligations under 

legislation, extends to employees, students, parents, to any person legitimately conducting school business and 

to the public. 

 

Guidelines 

A safety audit shall be carried out annually by the Board of Management, and a report made to staff. All records 

of accidents and ill-health will be monitored in order to ensure that any safety measures required can be put in 

place to minimise the recurrence of such accidents and ill-health. 

 



 

BAM FM have responsibility for caretaking, upkeep, maintenance and traffic management within the school as 

part of the PPP model under which the school operates.  BAM FM carry out regular safety checks on equipment 

and buildings throughout the year.  

 

The Board of Management of Merlin Woods Primary School and BAM FM wish to ensure that as far as is 

reasonably practical: 

 

 The design, provision and maintenance of all places in the school shall be safe and without risk to health. 

 There shall be safe access to and from the school. 

 Equipment may be operated safely in so far as is possible. 

 Work systems shall be planned, organised, performed and maintained so as to be safe and without risk to 

health. 

 Staff shall be instructed and supervised in so far as is reasonably possible so as to ensure  health and safety 

at work 

 Protective clothing or equivalent shall be provided as is necessary to ensure the safety and health at work of 

all employees. 

 Plans for emergencies shall be complied with and revised as necessary. 

 This statement will be continually revised by the Board of Management as necessity arises, and shall be re-

examined by management on an ongoing basis. 

 Employees shall be consulted on matters of health and safety. 

 Provisions shall be made for the election by the employees of a safety representative on staff and also on 

the Board of Management. 

 

The Board of Management of Merlin Woods Primary School undertakes to ensure that the provisions of the 

Safety, Health and Welfare at Work Act 1989 are adhered to: 

 

Roles and Responsibilities 

We undertake to discharge our statutory duties by: 

● Identifying hazards within the school activities, assessing the risks related to them and implementing 

appropriate preventative and protective measures 

● Providing and maintaining safe plant and work equipment 

● Establishing and enforcing safe systems at work 



 

● Recruiting and appointing personnel who have the skills, abilities and competence commensurate with 

their role and level of responsibility including a competent person for safety 

● Ensuring that technical competence is maintained through the provision of refresher training as 

appropriate 

● Promoting awareness of health and safety and of good practice through the effective communication of 

relevant information 

● Ensure the provision of emergency and evacuation procedures 

● Ensure the facilitation of consultation and representation  

● Monitoring our safety performance by regular site inspections 

● Furnishing sufficient funds needed to meet these objectives 

 

Duties of Employees 

It is the duty of every employee while at work: 

(a) to take reasonable care for his/her own safety, health and welfare, and that of any person who may be 

affected by his/her acts or omissions while at work. 

(b) to co-operate with his/her employer and any other person to such extent as will enable his/her employer or 

the other person to comply with any of the relevant statutory provisions. 

(c) to report to the Board of Management, via the principal, without unreasonable delay, any defects in 

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

he/she becomes aware. 

(d) to report any “near misses” for learning 

 

No person will intentionally or recklessly interfere with or misuse any equipment, or other means or thing 

provided in pursuance or any of the relevant statutory provisions or otherwise, for securing safety, health or 

welfare or persons arising out of work activities. 

 

Employees using available facilities and equipment provided, should ensure that work practices are performed 

in the safest manner possible (see section 9 of Safety, Health and Welfare at Work Act 1989). 

 

Consultation and Information 

It is the policy of the Board of Management of Merlin Woods Primary School to consult with staff and BAM FM 

in preparation and completion of safety audits, to give a copy of the safety statement to all present and future 



 

staff, and to convey any additional information or instructions regarding health, safety and welfare at work to 

all staff as it becomes available. Health, safety and welfare at work will be considered in any future staff training 

and development plans. 

 

Hazards 

All hazards shall be eliminated in so far as resources and circumstances allow. 

Fire  (See Fire Drill & Evacuation Procedures as Appendix 1) 

It is the policy of the Board of Management of Merlin Woods Primary School that: 

(i) All Classrooms, staffroom and ancillary rooms within the school are fitted with smoke alarms. 

(ii) The principal and BAM FM will ensure that fire drills shall take place at least twice per year. 

(iii) Fire exits shall be clearly marked. Signs shall be clearly visible  

(iv) All doors, corridors, and entries shall be kept clear of obstruction and shall be able to be opened at all 

times from within the building.  

(v) Assembly points designated in the car park outside the school are marked with signage. 

(vi) Assembly areas are designated in the yard to each line where they line up daily 

(vii) All equipment shall be turned off when unattended for lengthy periods and when the building is empty. 

Teachers are responsible for their own classroom.  

(viii) Principal shall be responsible for fire drills and evacuation procedures. 

(ix) All recommendations made by a Fire Officer in addition to these provisions shall be implemented. 

 

The following hazards (in so much as can be identified) are considered by the Board of Management to be a 

source of potential danger and are brought to the attention of all concerned. 

1. Wet corridors 

2. Trailing leads 

3.  Computers 

4. Fuse Board 

5. Electric kettles 

6. Ladders 

7. Protruding units and fittings 

8. Icy surfaces on a cold day 

9. Mats in corridor 

 



 

To minimise these dangers the following safety/ protective measures must be adhered to (see duties of 

employee pages 1-2 of this document): 

 

(a) Access to and operation of plant/equipment is restricted to qualified members of the staff, whose job 

function is that of running, maintaining, cleaning and monitoring particular items of plant in the course of 

their normal duties. Copies of this Safety Statement will be sent to BAM FM who engage and/or employ all 

contractors for building/maintenance works in the school. Any other contractors entering the school must 

be shown a copy of the schools Safety Statement and shall adhere to its provisions. 

(b) In addition all such plant and machinery is to be used in strict accordance with the manufactures 

instructions and recommendations. 

(c) Where applicable Board of Management/BAM FM will ensure that members of the staff will have been 

instructed in the correct use of plant, machinery and equipment. 

(d) All machinery and electrical equipment are fitted with adequate safeguards. 

(e) Precautionary notices, in respect of safety matters are displayed at relevant points, if appropriate. 

(f) Ladders must be used with another person’s assistance. 

(g)  PE equipment must be stored securely positioned so as not to cause a hazard. 

(h) An annual routine for inspecting furniture, floors, apparatus, equipment and fittings is established by BAM 

FM as part of their regular inspections. 

(i) BAM FM check paving for cracks. 

(j) BAM FM check that manholes are safe. 

(k) BAM FM check that all play areas, are kept clean and free from glass before use. 

(l) BAM FM check that outside lighting works and is sufficient. 

(m) BAM FM check that all builder’s materials, caretakers’ maintenance equipment, external stores etc are 

stored securely.  

 

 

Electrical Appliances 

Arrangements will be made for all appliances to be checked on a regular basis by a competent person, ie 

maintenance person, the supplier or his agent. Before using any appliance the user should check that: 

 All safety guards which are a normal part of the appliance are in working order 

 Power supply cables/leads are in good condition and free of cuts or abrasions. 

 Unplug leads of appliances when not in use. 



 

 Suitable undamaged fused plug tops are used and fitted with the correct fuse. 

 Follow official guidelines issued by the Health   and Safety Authority. 

 

 

Drugs And Medication 

It is the policy of the Board of Management of Merlin Woods Primary School that each class teacher is 

responsible for maintaining a first aid box in his/her own classroom. 

The administration of medicines to children is dealt with in the administration of medicines policy.  Pupils with 

individualised medical needs, eg diabetes, toileting needs, etc, will have a individualised plan drawn up between 

the teachers and parents.  

 

Welfare 

To ensure the continued welfare of the staff and children, a high standard of hygiene is required in the toilet 

areas at all times. An adequate supply of water, towels, soap and sanitary disposal facilities must be available. 

 

A Staffroom separate from the regular classrooms is provided, where tea and lunch breaks may be taken. Staff 

must co-operate in maintaining a high standard of hygiene in this area. 

 

Members of staff and students are reminded: 

 

(a) A person who is under medical supervision or on prescribed medication and who has been certified fit for 

work, should notify the school of any known side effect or temporary physical disabilities which could hinder 

their work performance and which may be a danger to either themselves or their fellow workers. The school 

will arrange or assign appropriate tasks for the person to carry out in the Interim. 

(b) Staff and students are not allowed to attend the premises or carry out duties whilst under the influence of 

illicit drugs or alcohol. Any person found breaking this rule will be liable to disciplinary action. 

 

Smoking 

In accordance with The No Smoking in the Workplace Act (2004) the Board of Management of Merlin Woods 

Primary School are obliged to ensure that the school shall be a non-smoking area to avoid hazard to staff and 

pupils of passive smoking. 

 



 

Infectious Diseases 

It is the policy of the Board of Management of Merlin Woods Primary School that all infectious diseases shall be 

notified and steps taken to ensure the safety of staff and students against all such diseases. The Board of 

Management will endeavour to minimise the risk by adherence to sound principles of cleanliness, hygiene and 

disinfection and have provided disposable gloves for use in all First Aid applications, cleaning tasks, etc. Toilets 

and washrooms shall be provided at all times with an adequate supply of water, soap, towels and a facility for 

the safe disposal of waste.  Merlin Woods Primary School maintains a copy of the HSE document “Managing 

Infectious Diseases” on its website, 

http://www.merlinwoods.com/uploads/7/4/7/8/74784587/managing_infectious_diseases_in_schools_2013_hs

e.pdf.  

 

First Aid 

It is the policy of the Board of Management of Merlin Woods Primary School that a first aid box is available in 

each classroom.  The organisation of this is  supported by Múinteoir Aisling Brennan and is procured by Karmel 

Haskett, and is the responsibility of the class teacher to maintain.  This box should contain: 

 

• sticking plasters 

• Disinfectant (e.g) savlon or Antiseptic cream 

• Cotton Bandage 

• Antiseptic Wipes 

• Scissors 

• Disposable gloves 

 

A larger First Aid Box will be located in the staff room and servery for adult First Aid.  This box will also contain 

burn cream and gauze.   

 

Disposable gloves must be used at all times in administering First Aid. 

 

All incidents involving children are recorded in the Accident Record Book in the general office.  In the event of a 

child hitting/bumping their head it is policy that the parents’ of the child will be called and given the option to 

pick the child up.  No ice pack is to be applied to bumps on the head as expert advice stipulates it is better to 

http://www.merlinwoods.com/uploads/7/4/7/8/74784587/managing_infectious_diseases_in_schools_2013_hse.pdf
http://www.merlinwoods.com/uploads/7/4/7/8/74784587/managing_infectious_diseases_in_schools_2013_hse.pdf


 

have the pressure released with a bump. It is the responsibility of the teacher supervising to inform other class 

teachers of any accidents or incidents which may have taken place on yard. 

 

Procedures for dealing with Children who are sick or have minor injuries: 

1. Minor Sickness: If a pupil is too sick to comfortably remain at school and participate normally the parent is 

contacted to arrange for collection. If no contact is able to be made, the Class Teacher keeps the pupil in class, 

until contact is made. The school does not have a ‘sick bay’. 

 

2. Minor injury: If a pupil is injured in school, first aid is administered by the teacher if in class and by the staff 

on yard duty if during break, and a decision made about whether the pupil can remain at school with the injury. 

The decision is made in consultation between the Class Teacher and the Principal.  A first aid box is located 

under the back stairwell as well as all classrooms.  

 

Serious Accident Procedure: 

In the event of a serious accident the school will 

1. Put all necessary resources of the school at the disposal of the person involved in the accident 

2. Inform the First Aid Officer/ Principal 

3. Call an ambulance giving details of the exact location, and nature of the accident. 

4. Station a person outside the school to watch out for the Ambulance and to speed the access of the 

ambulance medical team. 

5. Contact the ICE contact of the person involved 

6. If a child, accompany them to hospital. 

 

Access To School 

In as much as is compatible with the practical layout of the school premises, anyone entering the school 

premises shall be required to identify themselves to the office before gaining admittance to the school. Any 

contractor must make direct contact with the Principal/ BAM FM before initiating any work on the premises and 

shall be shown a copy of the safety statement applying to the school and shall agree to its provisions. 

 

Contractors are required to have their own insurance, engage in good practice regarding Health & Safety, and 

they are to indemnify Merlin Woods Primary School. 

 



 

While work is in progress, any noise shall be avoided wherever possible during school hours and shall at all 

times be reduced to the minimum necessary. The contractor and his workmen shall not create any hazard, 

permanent or temporary, without informing the principal or his nominated agent and shall mark such hazard 

with warning signs or other suitable protection. 

 

Collecting/Dropping off of Children 

(1) All parent/guardians/carers, in the interest of safety, are requested to use the drop off space provided, 

gates must not be obstructed at any times. 

(2) Parents are required to accompany children into the school yard in the morning if they are early, teachers 

will release the younger children to a parent/guardian, or an adult nominated by them, outside the 

classroom at home time (Junior Infants to 2nd), while older classes are allowed walk home by themselves 

(3rd to 6th).  Children from 1st class upwards are allowed to walk home by themselves on a case by case basis 

and by the written request of the parent. 

 

Revision of This Safety Statement 

This statement shall be regularly revised by the Board of Management of Merlin Woods Primary School in 

accordance with experience and the requirements of the Health and Safety Act and the Health and Safety 

Authority. 

 

Ratified by the Board of Management: 27th February 2018 

 



 

Appendix 1 
 

 
 

Fire Drill & Evacuation Procedures 2018 
 
Introduction: 
The fire drill/evacuation policy of Merlin Woods Primary School has been produced following a collaborative 
consultation process by staff in response to changing circumstances in the school.  In line with our school ethos, the 
school is committed to the care of the whole school community and the provision of a safe and secure environment for 
learning.  This policy is in keeping with those ideals. 

 

Aims: 
This policy aims to; 

• Enable the school to provide for the immediate needs of students, staff and visitors in the event of a fire 
• Have in place appropriate safety procedures which comply with the Health, Safety and Welfare at Work Act 

• To coordinate practices with BAM PPP 
• Ensure a safe school environment for all 

 

Objectives: 
• To utilise outside agencies (BAM, local fire station, fire officer) for training and staff development, so as to 

enhance safety procedures 
• To develop a tried and trusted framework which will ensure the safety of all school personnel in the event of a 

fire. 

 

Internal Procedures for Staff: 
In the event of a fire, the following steps must be taken; 

• Activation of fire alarm 
• In all classroom/resource areas, children are to stand up, push their chairs under the tables and calmly walk 

in a single file to the door; Teacher takes the class list from the door. 

• All teachers must check the class toilets before vacating the room. 
• Evacuation is via the nearest emergency exit.  
• Children in wheelchairs in upstairs rooms, remain at the safety point at the top of the stairs. The SNA presses 

the contact button on the green box before they themselves evacuate.  
• Each class is to assemble at the allocated fire assembly point in the basketball court. In the event that access 

to the basketball court is blocked/the fire is outside near the basketball , the alternative assembly points are 
the sports pitches across from the school 

• Each teacher will call the roll on reaching the fire assembly point 
• Pupils can only return to the classroom once permission has been given to do so by BAM PPP 
• The fire drill is be carried out once a term 
• Support Teachers split a class for EPV day cover, etc, take the roll with them on the day they spilt the class. 

The spilt class go out with their host class, regroup in their normal place in yard and the support teacher takes 
the roll.   

 

Role and Responsibilities: 
All teachers are responsible for the safety and wellbeing of the pupils in their care.  The Principal has overall 
responsibility for ensuring proper procedures are in place.  No burning of candles/incense or charging of phones 

allowed in classrooms. Battery candles only. 

 

 
Evaluation: 

• Positive feedback from all stakeholders 
• Maintaining safety standards 
• Achieving a coordinated and orderly evacuation in the shortest time possible 
• Yearly reviews 

 

Ratification:  The policy was ratified by the Board of Management on 17th January 2017. 


