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HEALTH AND SAFETY POLICY

The Board of Management at Clonmoney NS are committed to working in accordance with the
provisions of the Safety, Health and Welfare at Work Act 2005 and other associated legislation and the
requirements of this Safety Statement. We are committed to fulfilling our statutory obligations to
manage and co-ordinate workplace safety and health and ensuring, so as far as is reasonably
practicable, that:

Work activities are managed so as to ensure the safety, health and welfare of our employees
and pupils

The safety statement is maintained and updated, risk assessments are carried out and reviewed
as required and brought to the attention of all employees at least annually

Identified protective and preventive measures are implemented and maintained

Improper conduct likely to put an employee’s or pupil’s safety and health at risk is prevented

A safe place of work is provided, which is adequately designed and maintained

A safe means of access and egress is provided

Safe plant and equipment are provided

Safe systems of work are provided

Risks to health from any article or substance are prevented

Appropriate information, instruction, training and supervision are provided

Where hazards cannot be eliminated, adequate arrangements, including the provision of
suitable protective clothing and equipment, will be put in place to reduce the risk of injury
Emergency plans are prepared and revised

Welfare facilities are provided and adequately maintained

Competent personnel to advise and assist in securing the safety, health and welfare of our
employees are employed or contracted when required

The Board of Management recognises that its statutory obligations under legislation extend to
employees, pupils, and any person legitimately conducting school business and the public.

The Board of Management will form the Safety Committee to monitor the implementation of the Safety
and Health policies of Clonmoney NS and the requirement under the Safety, Health and Welfare at
Work Act, 2005.

Signed: /A{@azo/ ﬂ@we% Date: 21° November 2024

Chairperson of Board of Management,

Clonmoney NS
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1.1 Relationship to the Characteristic Spirit of the School

In accordance with our Mission Statement, Clonmoney NS strives to provide a well-ordered, caring,
happy and safe environment for our pupils. In keeping with this philosophy, our Health and Safety policy
emphasises the importance of the health and safety of our pupils and that of all school employees. The
Board of Management, Clonmoney NS recognises the importance of the Legislation enacted in the
Safety, Health and Welfare at Work Act, 2005. This Safety Statement sets out the Safety Policy of the
Board of Management, Clonmoney NS and sets out the means to achieve that policy. The Board of
Management’s objective is to endeavour to provide a safe and healthy work environment for all our
employees and pupils and to meet our duties to members of the public with whom we come into
contact. This policy requires the co-operation of all employees.

It is our intention to undertake regular reviews of the statement in light of experience, changes in legal
requirements and operational changes. The Board of Management will carry out a safety audit annually
and report to staff. This inspection / safety audit will be carried out more frequently if requested by either
staff or the Board of Management. All records of accidents or ill-health will be monitored in order to
ensure that any safety measures required can be put in place, wherever possible, to minimise the
recurrence of such accidents and ill-health.

1.2 Purpose

Section 20 of the Safety, Health and Welfare at Work Act, 2005 requires that all organisations produce
a safety statement based on hazard identification and risk assessment. A health and safety statement is
a written programme for safeguarding the health and safety of all staff while they work. It is a basic
action plan on health and safety that all staff members must read, understand and follow.

1.3 Legal and Other Requirements
Clonmoney NS identifies its legal and other requirements through periodic reviews of compliance with
legislation, in consultation with external bodies where appropriate.

Clonmoney NS subscribes to information sources in order to keep up to date with forthcoming H&S
legislative changes which may be applicable to the organisation. Such information sources include:

e HSA
e HSEUK websites

1.3.1 Applicable Legislation

The Safety, Health and Welfare at Work Act, 2005 and the Safety, Health and Welfare at Work Act
(General Application Regulations) 2007 (and subsequent amendments and additions) are the principle
applicable Acts and Regulations. The General Application Regulations with specific relevance to the
company include:

e SHW at Work (General App) Regs 2007, Part 2 Workplace and Work Equipment, Chapter 1 -
Workplace and Amendment Regulations 2007

e SHW at Work (General App) Regs 2007, Part 2 Workplace and Work Equipment, Chapter 2 - Use of
Work Equipment and Amendment Regulations 2007

e SHW at Work (General App) Regs 2007, Part 2 Workplace and Work Equipment, Chapter 3 -
Personal Protective Equipment and Amendment Regulations 2007

e SHW at Work (General App) Regs 2007, Part 2 Workplace and Work Equipment, Chapter 4 —
Manual Handling of Loads and Amendment Regulations 2007

e SHW at Work (General App) Regs 2007, Part 2 Workplace and Work Equipment, Chapter 5 -
Display Screen Equipment and Amendment Regulations 2007

CNS-PPPG-001 Health and Safety Statement Rev02
Page | 3



The up-to-date policy is available electronically at Reception. Paper copies are permitted but please ensure you
are working with the most recent version.

e SHW at Work (General App) Regs 2007, Part 3 Electricity and Amendment Regulations 2007

o SHW at Work (General App) Regs 2007, Part 6 Sensitive Risk Groups, Chapter 2 — Protection of
Pregnant, Post Natal and Breastfeeding Employees and Amendment Regulations 2007

e SHW at Work (General App) Regs 2007, Part 7 Safety Signs and First-Aid, Chapter 1 — Safety
Signs and Places of Work and Amendment Regulations 2007

o SHW at Work (General App) Regs 2007, Part 7 Safety Signs and First-Aid, Chapter 2 — First-Aid
and Amendment Regulations 2007

Clonmoney NS is also committed to comply with the “Prevention of Workplace Bullying” and “Dignity in
the Workplace Codes of Practice” and the H.S.A.’s 2002 document “Work Related Stress: A Guide for
Employers.”
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2.0 GLOSSARY OF TERMS AND DEFINITIONS

Term

Definition

Acceptable Risk

Risk that has been reduced to a level that can be endured by the organisation
having regard to its legal obligations and its Health & Safety policy.

Accident Unplanned, undesired event giving rise to death, ill health, injury.

Audit Systematic, independent and documented process for obtaining “audit evidence”
and evaluating it objectively to determine the extent to which “audit criteria” are
fulfilled.

Continual Process of enhancing the OHS management system to achieve improvements in

Improvement overall OHS performance in line with Clonmoney NS health and safety policies.

Hazard Source, situation, or act with a potential for harm in terms of human injury or ill
health, or a combination of these.

Hazard Process of recognising that a hazard exists and defining its characteristics.

Identification

Health and Conditions and factors that affect the well-being of employees, temporary

Safety workers, volunteers, contractor personnel, visitors and any other person in the
workplace.

Health and The Health and Safety Authority is the national statutory body with responsibility

Safety Authority
(HSA) / HSA
Reportable
Accidents

for enforcing occupational safety and health law, promoting and encouraging
accident prevention, and providing information and advice to all companies,
organisations and individuals.

H.S.A. reportable accidents are accidents resulting in more than three days lost
time, or in a fatality, or resulting in medical treatment to a person not employed.

Interested Party

Individual or group concerned with or affected by the OHS performance of an
organisation.

Incident A hazardous event where no harm occurs and that has the potential to lead to an
accident.

Il health Any abnormal condition or disorder, other than one resulting from an
occupational injury, caused by exposure to factors associated with employment.

OHS The part of the overall management system that includes organisational

Management structure, planning activities, responsibilities, practices, procedures, processes

System and resources for developing, implementing, achieving, reviewing and
maintaining the health and safety policy.

OHS A systematic and documented verification process of objectively obtaining and

Management evaluating evidence to determine whether an organisation's OHS management

System Audit

system conforms to the OHS management system audit criteria set by the
organisation, and for communication of the results of this process to
management.

OHS Objective

Overall OHS goal, arising from the health & safety policy, that an organisation
sets itself to achieve, and which is quantified where practicable.

OHS Measurable results of the OHS management system, related to an organisation's
Performance control of its environmental aspects and OHS risks, based on its environmental
and health & safety policies, OHS objectives and targets.

OHS Policy Statement by the organisation of its intentions and principles in relation to its
overall health and safety performance, which provides a framework for action
and for the setting of its health and safety objectives and targets.

OHS Target Detailed performance requirement, quantified where practicable, applicable to

the organisation or parts thereof, that arises from the OHS objectives and that
needs to be set and met in order to achieve those objectives.
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Organisation : | Clonmoney NS, corporation, firm, enterprise, authority or institution, or part or

combination thereof, whether incorporated or not, public or private, that has its
own functions and administration.

Reasonably : | Means that an employer has exercised all due care by putting in place the
Practicable necessary protective and preventive measures, having identified the hazards

and assessed the risks to safety and health likely to result in accidents or injury
to health at the place of work concerned and where “putting in place of any
further measures is grossly disproportionate having regard to the unusual,
unforeseeable and exceptional nature of any circumstance or occurrence that
may result in an accident at work or injury to health at that place of work.”

Note: This is defined in guidelines to the Safety Health and Welfare at Work Act
2005

Risk Combination of the likelihood and consequence(s) of a specified hazardous
event occurring.

Risk Assessment | : | Process of evaluating the risk arising from a hazard, taking into account the
adequacy of any existing controls, and deciding whether or not the risk is
acceptable.

Safety Freedom from unacceptable risk of harm [ISO/IEC Guide 2].

Workplace : | Any physical location in which work related activities are performed under
the control of the organisation.

3.0 RESPONSIBILITIES

Activities and Responsibilities for Health & Safety under the Safety, Health and Welfare at Work Act,

2005.

3.1 Board of Management

The Board of Management of Clonmoney NS has ultimate accountability for the activities and results of
the school. Safety begins at management level and the overall responsibility for the establishment and
maintenance of an effective policy for Safety, Health and Welfare at Work is vested with them.

The Board of Management have the following responsibilities:

Demonstrate a commitment to safety, health and welfare by taking active steps to be aware of
the safety record of the business and shall issue any necessary reasonable directives in the
interest of the safety, health and welfare of all employees and third parties.

Endeavour to ensure that there are sufficient financial resources and facilities available to
sustain the Safety, Health and Welfare programmes.

Procure advice and assistance from consultants whenever necessary and take heed, together
with remedial action, on any matters brought to her attention in relation to safety, health and
welfare.

Ensure that appropriate training is given to all staff as necessary.

Insist that sound working practices are observed as laid down in accordance with the statutory
provisions.

Ensure that any member of staff failing to comply with the safety policy is subject to the
disciplinary process.

Ensuring implementation of health and safety management

Ensuring that safety, health and welfare responsibilities are accepted at all levels to ensure safe
working is a condition of employment

To cooperate and promote a health and safety culture among staff
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3.2 Safety Representatives

The safety representatives are appointed to assume responsibility for health and safety in addition to
the usual roles. Health and safety arrangements and oversight is delegated to Doris Vaughan, Staff
Safety Representative and Ellen Tuffy, Board Safety Representative.

Their responsibilities are as follows:

Keeping the management team informed of developments relating to health and safety and
ensuring that issues raised receive due attention

Support the implementation of health and safety within the organisation

Ensuring that health and safety standards are considered in planning projects and organising
work processes

On an annual basis, appraise the effectiveness of the safety statement and the safety
management system operated by Clonmoney NS.

Managing risk to protect and preserve the services, reputation and finances of the school
Encouraging all staff to accept the management of risk as one of their fundamental duties
Providing advice and assistance to the Board in identifying appropriate remedial actions

Refers to relevant health and safety legislation, codes of practice and to relevant European
Union and other international health and safety guidance information provided by manufacturers
and suppliers of articles and substances used in the workplace. Relative, national and
international standards, relative industry or trade association guidance, personal knowledge and
experience of managers and employees, accidents, incident data and expert advice from
competent health and safety professionals.

Institute reporting, investigations and costing of injury, damage and loss, promote analysis of
investigations to discover trends and eliminate hazards.

Notify and inform any member of the staff failing to discharge satisfactorily their responsibilities
for health and safety.

Take prompt corrective action where unsafe conditions and/or unsafe acts are noted or identified
through accident/incident investigations.

3.3 Employees
All staff includes employees, agency staff, contractors and volunteers.

All staff have general statutory obligations under the Safety, Health and Welfare at Work Act, 2005,
Chapter 2 Section 13, to take responsibility for his/her own health and safety while at work, which
extends to taking reasonable care of any other person who would be affected by his/her acts or
omissions while at work. The following is an outline of the basic responsibilities of each staff member
while at work:

Comply with the relevant statutory provisions, as appropriate, and take reasonable care to
protect his or her safety, health and welfare and the safety, health and welfare of any other
person who may be affected by the employee’s acts or omissions at work

Read and understand the Safety Statement and carry out all work in accordance with its
requirements

Must not engage in improper conduct or other behaviour that is likely to endanger his or her own
safety, health and welfare at work or that of any other person.

Attend such training and, as appropriate, undergo such assessment as may reasonably be
required by his or her employer or as may be prescribed relating to safety, health and welfare at
work or relating to the work carried out by the employee

Having regard to his or her training and the instructions given by his or her employer, make
correct use of any article or substance provided for use by the employee at work or for the
protection of his or her safety, health and welfare at work, including protective clothing or
equipment
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Know the location of the nearest First Aid/Emergency equipment

o Ensure knowledge of fire procedures and the location of the nearest fire exit and fire assembly
point

o Report to his or her employer or to any other appropriate person, as soon as practicable:

o any work being carried on, or likely to be carried on, in a manner, which may endanger
the safety, health or welfare at work of the employee or that of any other person,

o any defect in the place of work, the systems of work, any article or substance which
might endanger the safety, health or welfare at work of the employee or that of any other
person, or

o any contravention of the relevant statutory provisions which may endanger the safety,
health and welfare at work of the employee or that of any other person, of which he or
she is aware.

e A person shall not intentionally, recklessly or without reasonable cause:

o misuse, damage or interfere with anything provided under the relevant statutory
provisions or otherwise for securing the safety, health and welfare of persons at work, or

o place at risk the safety, health or welfare of persons in connection with work activities.

¢ In addition, employees are reminded:

Only carry out duties you are trained to perform.

Keep work areas clean and uncluttered.

Be careful when moving items.

Any form of dangerous pranks or unauthorised hazardous activities is totally prohibited
on the premises.

O O O O

3.4 Contracted Workers

The following responsibilities are allocated to contractors:

1. All contractors will be expected to comply with the policy for Health, Safety and Welfare and
must ensure their own Safety Statement is made available to Clonmoney NS before work is
carried out if appropriate.

2. All contractors must provide evidence of appropriate and up-to-date insurance cover.

3. All contractors and their staff, carrying out construction or maintenance work must have a
current Safety Statement and Method Statement as well as the necessary skills card.

4. All plant and equipment brought onto the site by contractors must be safe and in good working
order, fitted with any necessary guards and safety devices and with any necessary certificates
available for checking.

5. Any injury sustained by a contractor or their employee while on the premises must be reported in
line with the schools Incident, Accident and Near Miss Policy.

6. Contractors must comply with any safety instruction provided by Clonmoney NS.

7. Clonmoney NS must be informed of any material or substance which is brought onsite which
has health, fire or explosive risks. Such materials must be stored and used in accordance with
current recommendations and best practice.

3.5 Visitors

A visitor is anyone in Clonmoney who is neither an employee nor contractor. Visitors may not be aware
of the potential hazards associated with Clonmoney NS.

To minimise the risk of injury to visitors, the following will be undertaken:
e Practice good housekeeping, including:
o Keeping walkways clear
o Cleaning up spills immediately
e Restrict access to hazardous areas
e Prevent visitors from using equipment or machinery
e Ensure appropriate safety signs and notices are displayed

CNS-PPPG-001 Health and Safety Statement Rev02
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o Ensure safe walkways and access routes are maintained
e Put procedures in place to ensure visitors are evacuated in a safe and timely manner in the
event of an emergency.

Visitors are required to:
e Conduct themselves in a safe manner at all times
e Observe the fire policy and, in the event of an emergency, to identify themselves to an employee
and be escorted to the designated assembly point.

3.6 Consultations, Participations and Representation

Clonmoney NS has a strong focus on internal health, safety and welfare communications within the
organisation and where required will also engage in any external communications with community
groups, regulatory authorities, stakeholders and interested parties. Clonmoney NS is committed to
meeting its obligations under Part 4, Section 25, of the Safety, Health and Welfare at Work Act 2005 on
consultation. It is committed to a policy of co-operation and consultation between management,
teachers, administrative personnel, support staff, SNAs, contractors and will take account of any
representations made by them.

Consultation with employees is particularly important for the following:
o When new risk assessments are being carried out or revised
o When there is a change, update or modification to a particular work process
¢ When new machines, processes, substances or materials are introduced

Furthermore, should any employee raise any matters relating to their health and safety that are
connected in any way to our work activities, such matters will be considered and endeavours made to
take any necessary or appropriate action to deal with the matters raised.

3.7 Safety Management Structure

The persons or titles listed below, within the safety management structure are responsible directly or by
formal delegation for:
o The effective implementation of the safety policy ensuring that their areas of responsibility are
run in accordance with the policy.
e Ensuring that all employees are trained to manage the implementation and ongoing monitoring
of this safety policy.

Board of
Management

External
Consultants as —
required |

| |

Safety School
Representatives| Principal

Employees/
Contractors
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Acceptable health and safety practice will be achieved through the effective operation of a safety
management system, safe systems of work, procedures and full employee co-operation.

4.0 HAZARDS, RISKS & ARRANGEMENTS

Clonmoney NS has established and maintains a method for identification of hazards and assessment of
the associated levels of risk and this is detailed in this Safety Statement.

Risk Assessments have been conducted of all work activities and as they form part of this Safety
Statement, they are available as required to all employees. The risk assessment process involves the
following:

 Identifying the hazards present within the workplace

+ ldentifying what risks are associated with each of the hazards identified.

* Recording the probability and severity of injury/illness associated with the hazard.

» Calculating the risk rating based on probability and severity (the risk rating is arrived at by
multiplying the probability of injury x severity of injury).

+ Actions are suggested to reduce the risk (control options) in order to ensure that risks are
reduced to the lowest level reasonably practicable (see hierarchy of controls below).

* The hazards identified with a ‘High’ risk rating should be those that receive immediate attention.
The implementation of the actions to reduce the risk should have a high priority.

Risk assessments are reviewed periodically and any necessary amendments made. They are also
reviewed if there is a change in circumstances e.g. new equipment, processes, procedures etc.,
following an accident or incident and in the event of new legislation, codes of practice or new guidance
being published.

Risk assessments carried out include the following:
* Task Based Risk Assessments
» Specialised Risk Assessments (e.g. VDU use, pregnant employees, chemical risk assessments,
etc)
* Unscheduled risk assessments
* Incident investigations

The hierarchy of control is applied, as described in the Safety Health and Welfare at Work Act 2005.

Subcontractors and other third parties performing work on behalf of Clonmoney NS are controlled.
Clonmoney NS, as necessary, examines relevant safety statements and method statements of
contractors.

The results of risk assessments are documented and referenced in the Safety Statement and relevant
assessments are issued to all employees and contractors. This Safety Statement and risk
assessments are reviewed regularly and updated as required.

4.1 Hazards ldentified
A comprehensive list of identified hazards are given in the Appendices of this document.

Clonmoney NS determines what activities associated with our operations present hazards and risks.
We implement and maintain procedures and controls to combat these hazards and risks. All activities
associated with high level risk are managed by means of operational control procedures and/or by the
setting of an OHS improvement objective.
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It is policy to ensure that tasks are within the competence and capacity of each employee and the
systems of work will be designed with that purpose in mind. They will include consideration for the
safety and health of visitors/contractors.

Where applicable PPE must be certified to the relevant Euro-norm standard (EN) and carry the CE
mark. PPE is not generally required for work at Clonmoney NS, unless construction or maintenance
activities are undertaken by contractors on behalf of the organisation.

4.2 Incident Reporting

4.2.1 Accident and Incident Notification and Investigation

All accidents and dangerous occurrences will be notifiable on the Accident Report Form and Dangerous
Occurrences Form respectively.

If an employee is absent from work for more than three calendar days due to a workplace injury or
illness, it is a statutory requirement that formal notice is given to the Health & Safety Authority on the
appropriate form ‘/R.1’ (available on www.hsa.ie).

All notification of accidents or dangerous occurrences to the enforcement authority of the HSA will be
completed by the person responsible for Health and Safety.

All accidents to a person, whether or not in the employment of Clonmoney NS, resulting in injury,
however slight, must be reported to and recorded by the owner and the appropriate accident reporting

form filled out. All accidents must be investigated by the supervisor or manager of the employee and
functional area involved, and supported by the Health and Safety Manager as necessary.

4.2.2 Non-conformity, corrective action and preventive action

Reportable Corrective and Preventive actions in response to OHS non-conformance are carried out as
appropriate by the appropriate personnel or contracted person.

4.2.3 Disciplinary Action

Where advice and persuasion fail to achieve compliance with safety and health rules, it is the policy of
Clonmoney NS to take disciplinary action on the matter.

Related Documents:

Incident Reporting Policy

Accident and incident investigation reports
Near Miss reports

First Aider training records
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5.0 MAINTAINING A SAFE WORK ENVIRONMENT

5.1 General Behaviour

Staff are responsible for deploying their duties in a manner unlikely to be prejudicial to their own safety
and/or safety of others.

5.2 General Safety Rules

In the interest of the health and safety, all employees, visitors and contractors are required to comply
with the standard operating procedures / school policies. The following general rules are intended to
focus their attention on basic safety requirements:
+ To assist in achieving and maintaining a safer place, everyone must comply with standard
operating procedures
» Fire prevention and safety equipment must not be damaged or interfered with and must
always be accessible. Emergency exits must be kept clear and free of obstruction
» Do not place obstructions on stairs or in passageways or anywhere that can impede access
or egress
+ Goods must be stored in designated storage areas
* Rubbish must not be allowed to accumulate in premises and storage areas
+ Combustible rubbish should be stored in non-combustible bins and as far as possible be
emptied daily
» Cables of telephones, portable electrical appliances etc, must be placed where they do not
cause people to trip and/or fall
* Where standard operating procedures or guidelines require personal protective equipment, it
must be worn
« All injuries, dangerous occurrences, near misses, unsafe acts, unsafe conditions, unsafe
equipment and unsafe procedures must be reported
+ Everyone has the responsibility to maintain his or her work area and that will include
housekeeping as part of his or her job
* All employees are required to familiarise themselves with the emergency evacuation plan
and are required to attend fire training
*  Smoking and vaping are not permitted on the grounds of the school
+ All spillages must be cleaned up immediately and/or the area restricted until the hazard has
been removed
+ Safety signs and notices must not be interfered with
» All buildings must be secured at night to reduce the risk of unauthorised access. Ensuring all
areas are checked beforehand to ensure that all staff, contractors, visitors and pupils have
left the building.

5.3 Safe Place of Work

Clonmoney NS will ensure that the physical environment of the place of work is as far as reasonably
practicable, safe and without risk to health.

5.3.1 Safe Access and Egress

In order to ensure that employees have a safe access and egress to and from their place of work at all
times, the following controls will be maintained while working on the premises:

e Clonmoney NS materials and equipment storage will not obstruct any fire or safety appliance,
fire-fighting equipment or emergency exits on the premises where work is being conducted.
e The following shall be maintained:
o Good housekeeping standards will be maintained at all times and all tools and equipment
will be stored away safely.
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o Access routes and aisle ways will be kept clear of all stored materials at all times.

o Cables and other trip hazards will not be run across work areas and spills will be cleaned
up immediately.

o Adequate lighting will be provided during the winter months where employees are
working to allow for safe access and egress if required.

5.4 Safe use of Equipment / Machinery

Repairs, modifications, maintenance and servicing will only be carried out by competent personnel. All
equipment, where necessary, will have appropriate control devices for starting and stopping. Guards
will be present on equipment where there is a risk from contact. These guards must not be removed.
New equipment will comply with all relevant safety standards and comply with CE marking.

6.0 FIRE SAFETY

This should be read in conjunction with Clonmoney Ns’s Fire Safety Policy.

Under the Safety, Health and Welfare at Work Act, 2005, Clonmoney NS shall, in preparing and
revising as necessary adequate plans and procedures to be followed and measures to be taken in the
case of an emergency or serious and imminent danger.

Evacuation drills will take place as required, generally once every six months. Employees are reminded
to familiarize themselves with the procedures so that a fast and effective evacuation of the premises
can be completed in the event of an emergency. After each evacuation a review will be carried out to
evaluate procedures and carry out any remedial action deemed necessary.

A Fire Register will be kept by Clonmoney NS. The fire register will include school details, specific
duties for employees in the event of a fire, a log of fire procedure notices and fire drills, an inventory of
firefighting equipment held by Clonmoney NS, a record of employee instruction/ training and a
maintenance/test/inspection schedule. Fire and fire extinguisher training is provided for personnel.

In the event of a fire, the register must be removed to the fire assembly point.

List of Emergency phone numbers

Ambulance 999/112
Gardai 999 /112
Fire 999/112
ESB 1850-372-999

6.1 Fire Prevention Policy
The risks of a fire occurring is considered low taking into account the following preventive procedures:

e Proper control is maintained in regard to persons observing the safety procedures on site.

o A fire detection and alarm system installed in buildings.

e Exits should be clearly demarcated so as to guide staff, pupils, visitors and contractors to
outside the building in the event of an emergency.
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There will be proper waste receptacles and these will be emptied on a daily basis.

All electrical equipment conforms to ETCI guidance and is certified and maintained as such.
No combustible material within one metre of an electrical storage heater.

Some employees have received training as Fire Wardens.

Fires starting outside the building must be reported immediately on discovery and gorse fires
shall instigate the external fire evacuation plan.

6.2 Emergency Plan

On discovering a fire, the employee should immediately raise the fire alarm.

Attempts should not be made to extinguish the fire unless the person feels confident enough
and has been trained to use the fire extinguisher/hose. At all times the persons attempting to
extinguish the fire should place themselves between the fire and the exit route.

On hearing the fire alarm all persons, with the exception of the fire team members, should
immediately stop what they are doing and leave the premises, assembling at their designated
fire assembly points.

The fire warden/s shall ensure that the correct numbers of persons are assembled at their
assembly point and that all missing persons are accounted for.

The assembly area is located on the tarmac area in the main yard at the back of the school.

6.3 Bomb Threat
If you receive a bomb threat take the following action:

Do not open any post or packages

If it is a telephone threat write down the callers’ exact message

Dial 999 / 112 and ask for the Gardai

Activate the Fire Emergency Alarm System

Evacuate the premises immediately and do not allow anybody to enter the premises

NB All Bomb Threats to be taken very seriously at all times.

6.4 Fire Safety Equipment

Fire extinguishers are provided and correctly sited to meet safety requirements where required. These
appliances are provided to deal with incipient fires. Trained personnel using these appliances should
only tackle small fires.

All of the fire-fighting equipment is tested and serviced annually by certified contractors. In accordance
with the recommendation of the appropriate Irish Standard 1.S 291.1998 for fire equipment, 30% of
extinguishers will be discharged each year and relevant employees trained in the safe and efficient use
of the equipment.
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7.0 ORGANISATIONAL ARRANGEMENTS

7.1 Planning and Development

The Board of Management in conjunction with staff will consider health and safety matters at the design
and planning stages of any alterations to building, alternative layout of services, plant or equipment or
new developments. Members of staff in the affected areas should be consulted prior to commencing
works as their input could be beneficial.

7.2 Contractors

7.2.1 Routine Contractors

Routine contractors are defined as those who are either contracted to provide maintenance and repair
services, are preferred providers or form part of the maintenance department of the school. The list of
companies accepted under this section must be detailed in a separate safety register.

In all instances Clonmoney NS is satisfied that the following items are of a high standard:
* The quality of their safety documents
* The quality of their work
* Their qualifications
* Their experience
» Their safety record (no of incidents)

Work on site requiring the services of these companies therefore does not require that the above
information is required each time. Prior to inclusion on this list — it will have ensured that the company
complies with the safety requirements, this includes:

» Acknowledgement of the risks involved with working in the school

* The completion of a personal contact log (in line with their company requirements)

» Acknowledgement of the school’'s Safety Statement

» Acknowledgement of the responsibilities for a contractor on site

* Provision of a high-level method statement for routine work done if required

* Provision of a high-level risk assessment for routine work done if required

7.2.2 Adhoc Contractors

Adhoc contractors are defined as any contractor that does not work for the school on a regular basis,
nor is listed on the safety register. The process for the adhoc contractor is the same as above but must
be completed each time they are contracted to do a job in the school. The risk for ad hoc contractors is
often higher as they are less familiar with the school.

7.2.3 Contractor Responsibilities

The following responsibilities are allocated to all contractors:
»  All contractors will be expected to comply with the policy for Health, Safety and Welfare and
must ensure that their own Safety Statement is made available before work is carried out, if

requested.

« All contractors must familiarise themselves with the company’s fire safety and evacuation
information.

» All contractors must provide evidence of appropriate and up to date insurance cover, if
requested.

» All plant and equipment brought onto site by contractors must be safe and in good working
order, fitted with any necessary guards and safety devices and with any necessary
certificates available for checking.
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»  Contractors must provide their own PPE suitable for the task in hand.

»  Contractors must comply with any safety instructions given by the school’s management,
principal or safety representative.

+ Management must be notified of any material or substance brought into the company which
has health, fire or explosive risks. Such materials must be stored and used in accordance
with current recommendations and best practice.

Upon arrival on site — all contractors will be expected to:

1. Report to reception

2. Sign in — this confirms attendance for evacuation purposes as well as acknowledges receipt of
the safety and evacuation information

3. Receive a visitor pass and information on the site evacuation plan. Major refurbishment or
construction work will be coordinated and managed by the principal. A method statement and
risk assessment (see appendix 2 and 3) is required from a contractor carrying out any form or
refurbishment or construction work.

7.3 DSE

It is recognised that working with Display Screen Equipment (DSE) forms a significant part of the
working day for many of our staff. With the safety, health and wellbeing of all users in mind, the
following arrangements have been or are being put in place to maintain a workplace that is free from
risk as far as is reasonably practicable:

+ All equipment is purchased from reputable suppliers and is fit for the use for which it is
intended.

*  All equipment, such as monitors, chairs, keyboards etc. are adjustable.

*  Any problems, such as screen flicker should be reported without delay.

+  The following guidelines should be followed when working for prolonged periods on Digital
Screen Equipment (DSE):

o Adjust seating, screen and keyboard position to promote good posture.

o Take regular breaks from using DSE - this may include taking phone calls, reception
work, photocopying etc. Regular changes of activity are known to be successful at
reducing fatigue due to DSE use.

+ All staff should be familiar with the software that they are using and be adequately trained in
its application. All staff should also be particularly aware of the importance of “screen
breaks” and task rotation.

* Any ancillary equipment, which is required, will be provided (example footrest, wrist rest
etc).

* Eye tests may be provided where necessary.

»  Staff working from home on a formal, long-term basis should undergo a risk assessment

7.4 Welfare Facilities

The provision of welfare facilities required by legislation will be provided in accordance with the Safety,
Health and Welfare at Work (General Application) Regulations, 2007, Part 2 Workplace and Work
Equipment, Chapter 1 - Workplace and Amendment Regulations 2007

Personnel are reminded that 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. Management will arrange to assign appropriate tasks for
that person to carry out in the interim.

The following personal hygiene and general welfare facilities are provided where necessary.

e First aid boxes & defibrillator
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e When interacting with hazardous materials or in potentially dirty areas, staff will wash their
hands before eating, drinking or leaving the site.
e Akitchen area is provided in the premises for employee breaks and for visitors.

The Safety, Health & Welfare at Work Act, 2005: requires all employers to provide safe places of work
and safe systems of work. This covers the management of staff such that they are not incapacitated by
drugs or consumption to carry out their work without risk to others.

7.5 First Aid

Any member of staff requiring treatment will be sent immediately to the Emergency Department if the
injury is a serious one requiring immediate medical attention. First Aid boxes are provided on site for
minor injuries and there are nominated staff trained to administer first aid. All injuries and accidents or
where an employee requires more advanced medical treatment must be recorded as an
incident/accident/adverse event as per school policy.

There is a defibrillator located on the school grounds. This device must be checked daily to ensure it is
present and in working order. Spare defibrillator pads and a battery must be held on site at all times
and expiry dates checked at least weekly.

7.6 Smoking

No smoking or vaping is allowed in any area of the workplace. This policy is in accordance with The
Public Health (Tobacco) Acts, 2002 & 2004 — Section 47, Smoking Prohibitions.

It is the objective of Clonmoney NS to take as far as is reasonably practicable, all reasonable steps to
safeguard the health, safety and welfare of all employees and to meet or exceed all relevant safety
regulations and legislative requirements. In accordance with this objective Clonmoney NS will protect
all employees, contractors, visitors and pupils from the discomfort and health risks associated with
passive smoking. Smoking anywhere indoor is not permitted under Irish law. Smoking shall not be
permitted in any enclosed area of the workplace as defined by The Public Health (Tobacco) Acts, 2002
& 2004 — Section 47, Smoking Prohibitions.

Smoking is not permitted in a school vehicle (owned or leased).

All NO SMOKING signs are to be observed at all times. This includes vaping.

7.7 Pregnancy

Clonmoney NS adheres to all the provisions of the Safety, Health and Welfare at Work (General
Application) Regulations, 2007, Part 6 Sensitive Risk Groups, Chapter 2 — Protection of Pregnant, Post
Natal and Breastfeeding Employees and Amendment Regulations 2007 and all leave entitlements
adhere to the Maternity Protection Acts 1994 and 2004.

These regulations apply to employees that are pregnant, have just had a baby or are breast-feeding
(within the first 26 weeks after birth). If Management is notified of any of the above, a risk assessment
of any hazardous activities relating to the employee will be carried out. The following hazards must be
considered:

Physical shocks, including direct blows to the abdomen.

Handling a load.

Movement and postures, which are abrupt or severe, or give, rise to excessive fatigue.
Non-ionising radiation.

Chemicals: (In particular any chemical which is harmful by inhalation or when absorbed
through the skin, i.e. organic solvents).
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A pregnant employee must not be exposed to these hazards unless they are adequately controlled.
Adequate control means:

e The hazard is reduced to a level, which will not harm the pregnant woman or the
developing child or breast-fed child.

e |If any of these risks are present, they must either be eliminated or safeguards put in
place to protect the employee’s health and safety.

These safeguards include:

¢ Changing the type of work, working hours, etc.
¢ Moving the employee to other safe work.

If these safeguards are not possible then the employee must be granted Health and Safety leave. This
is leave which is paid for by the employer for a period of 21 days. If the Health and Safety leave extends
beyond 21 days the woman may be entitled to a social welfare benefit, subject to her P.R.S.I.
contributions.

Pregnant women and nursing mothers will have the facility of a rest area if necessary.

8.0 HEALTHAND SAFETY REPORTING

8.1 Procedure

All health and safety issues should be reported immediately by staff to the Principal or to the Staff
Safety Representative:
*  The Board of Management must be informed of all appropriate issues. *
* The Principal and Staff Safety Representative will investigate the issue raised through risk
assessment or other means.
*  Control measures will be recommended and implemented where appropriate to reduce or
eliminate the hazard.

8.2 Internal Reporting

All incidents, accidents and near misses must be reported. All incidents, accidents and near misses will
be investigated.

8.3 HSA Reporting

Under certain circumstances, accidents, incidents or dangerous occurrences must be reported to the
HSA. This is a legal responsibility of an employer and is undertaken by the Principal or Safety
Representative.
The following is an overview of what is deemed reportable by statute:

*  The death of an employee at work.

* The incapacitation for work of an employee for 3 consecutive days or more, whether

scheduled working days or not due to an accident at work.
* A major injury, such as a broken large bone (arm, leg, wrist, ankle etc) sustained at work.
» Certain dangerous occurrences (e.g. contact with live electricity) while at work.

It should be noted that all accidents, incidents or dangerous occurrences, regardless of outcome,
should be reported to management. If the accident is fatal, then the scene of the accident must be left
undisturbed for up to three days after notice has been given, other than for rescue purposes.
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9.0 APPENDIX 1: HAZARDS

9.1 Physical Hazards

9.1.1 Manual Handling

Hazard

Definition

Risk
Persons at risk

Safety Precautions

Manual Handling

Manual handling can be defined as a means of transporting or supporting a
load by one or more employees and includes lifting, pushing, pulling, carrying
or moving a load, which, by reason of its characteristics or unfavourable
ergonomic conditions involves the risk of injury, particularly of back injury to
employees

Back injury, musculoskeletal injury
All staff

The school has a policy that encourages minimal lifting where possible. All
staff must attend manual handling training as soon as possible after
commencement of employment. Refresher training will be provided at regular
intervals thereafter in accordance with current legislation. The work must be
organised so that manual handling of loads is avoided wherever possible.
Where manual handling is unavoidable, the work must be planned and
equipment provided to reduce the risks. Mechanical aids such as trolleys,
carts etc should be used where feasible. Manual handling activities are
assessed to identify the risks involved.

Principles of safe manual handling:

e Assess the load

+ Obtain a broad base (stand with your feet slightly apart)

* Adopt a good posture, bend your knees and keep your
back straight

* Get a firm grip using the palm of your hands rather than
just your fingers

* Bend your knees and use your legs to power the lift

* Hold the load close to your body at approximately waist

height

* Keep the arms close to the body
* Move your feet in the direction of the movement, do not
twist your truck to change direction
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9.1.2 Electricity

Hazard . Electricity

Risk Burns, fire, shock, death

Persons at risk . All staff, visitors, contractors and pupils

Safety Precautions : All electrical equipment will be constructed, installed, maintained, protected

and used to prevent danger occurring.

Principles of Safe Use of Electricity:

All electrical installations are checked periodically, and repairs are carried out by a competent
electrician

Only qualified electricians are permitted to carry out any electrical work, in compliance with I.E.E.
Regulations and the Electro-Technical Council of Ireland.

All new electrical installations are tested and certified by a competent person. New or existing
free-standing electrical devices must have a CE mark.

Suitable precautions must be taken when working with overhead lines. Fuses, circuit breakers
and other devices are correctly rated for the circuit they protect

All portable electrical tools are operated at 100 volts. All connections to power points must be
made by proper plugs

Suspect or faulty equipment must be taken out of use immediately and labelled “do not use” until
attended to by a competent person

Any signs of damage to equipment wires and cable must be reported to management or the
maintenance department (if one exists)

Tools and power sockets must be switched off before plugging in. Appliances must be
unplugged before cleaning or before any adjustments are made

Familiarise oneself with control switches — these must be clearly marked to indicate their effect
and which machine they control

When working with electrical equipment, i.e. Control panels, Motors etc., isolation must be
achieved, locking off where appropriate.
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9.1.3 Slips, Trips and Falls

Hazard Slips, Trips and Falls

Risk Injuries, sprains, fractures, back injury, head injury

Persons at risk Al staff, pupils, visitors and contractors

Safety Precautions : Slips, trips and falls can occur in all areas of the school. Staff must be vigilant

and take responsibility for general housekeeping of their work and communal
corridors, as well as outside areas

Safety Precautions - Principles for Preventing Slips, Trips and Falls:

Passageways and corridors must be kept tidy and free from obstacles and obstruction.
Rubbish must be removed regularly, and the work area kept clear.

Equipment cables, if possible, must not cross pedestrian routes.

All materials must be properly stacked.

Trailing leads over passageways must be avoided to prevent trip hazards.

Spillages on floors must be cleaned up immediately. In wet weather conditions, floors may
be slippery from transfer of wet from outdoors to indoors. The appropriate safety signs
must be placed at either side of the spillage or wet floor whatever the case may be. The
use of mats at entrances should be used.

Torn floor coverings must be replaced or repaired.

Lighting levels need to allow safe passage throughout the premises.

Care must be taken during cleaning and maintenance work not to create new slip and trip
hazards.

The surface of some of the playing areas is uneven, rocky and potentially hazardous.

On occasions the tiled surface of classrooms, hallways, stairs and toilets become slippery
due to condensation, wet weather conditions etc and pose a risk.

Pupils are not allowed to play in the school grounds during weather which would pose a
danger to their safety e.g. frost snow, and ice.

CNS-PPPG-001 Health and Safety Statement Rev02

Page | 21



The up-to-date policy is available electronically at Reception. Paper copies are permitted but please ensure you
are working with the most recent version.

9.1.4 Inclement Weather

Hazard . Inclement Weather

Risk . Slips, trips, falls, accidents, injury

Persons at risk . Staff and pupils

Safety Precautions : All workstations must be designed to suit the tasks carried out at them.

Ergonomic assessments will be carried out.

9.1.4.1 Wet Weather

In wet weather, students might not be permitted to take their breaks outdoors which confine them to
their classrooms for breaktime.

In wet weather, floors and tiles are often more slippy increasing the risk of slips and falls. The use of
mats at all entrances can help reduce this risk, with pupils being instructed to wipe their feet.

9.1.4.2 Frost, snow, ice

Children might not be permitted to play outside if the weather is frosty or icy. This is to reduce the risk
of slips and falls in the yard.

9.1.4.3 Weather warnings or loss of power

On occasions where school is in progress and it becomes necessary to close the school for safety
reasons, the school bus operators and parents who bring their children to school are contacted. Every
effort is made to ensure that all parents are made aware of the situation through Text-a-Parent, local
media, school website etc.

Transport home is arranged and where there is nobody at home pupils can stay with neighbouring
parents with their own parents’ consent. In instances of staff members’ vehicles being used to bring
pupils home, it is policy to carry additional pupils to ensure that a pupil will not be alone in the vehicle
with a staff member at any time.
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9.1.5 Visual Display Units / Display Screen Equipment

Hazard Visual Display Units (VDU)

Risk Eye strain

Persons at risk . Staff who use a computer and monitor on a regular basis (for more than one
hour per day)

Safety Precautions : All workstations must be designed to suit the tasks carried out at them.

Ergonomic assessments will be carried out.

Clonmoney NS has a number of significant VDU users in administrative areas, offices and classrooms,
and complies with the Safety Health and Welfare at Work (General Application) Regulations 2007, Part
2 Workplace and Work Equipment, Chapter 5 - Display Screen Equipment and Amendment
Regulations 2007.

Training will be provided and assessment undertaken as required under the Regulations. Workstations
are designed to comply with the requirements for lighting, equipment, furniture and layout. Tasks are
designed to ensure that employees can take breaks away from direct use of the VDU screen.
Employees are also provided with the opportunity to have VDU related eye sight tests and where
applicable corrective lenses and frames are provided.

Minimum requirements:

The general use of the equipment shall not be a source of risk for employees.

The image on the screen shall be stable, with no flickering or other forms of instability.

The brightness or the contrast between the characters and the background shall be easily
adjustable by the employee and easily adjustable to ambient conditions.

The screen shall be free of reflective glare and reflections liable to cause discomfort.

The keyboard shall have a matt surface to avoid reflective glare.

The arrangement of the keyboard and the characteristics of the keys shall be such as to
facilitate the use of the keyboard.

The symbols on the keys shall be adequately contrasted and legible from the working
position.
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9.1.6 Workstations

Hazard Workstations

Definition A workstation refers to a person’s workspace. In an office environment this
refers to a person’s desk, chair, computer and space.

Risk Musculo-skeletal injuries, repeated strain injury, fatigue

Persons at risk . All staff who work at workstations for long periods of time

Safety Precautions : All workstations must be designed to suit the tasks carried out at them.

Ergonomic assessments will be carried out.

Minimum Requirements:

The workstation shall be dimensioned and designed so as to provide sufficient space for the
user to change position and vary movements.

The work chair shall be stable and allow the user easy freedom of movement and a
comfortable position.

The seat shall be adjustable in height.

The seat back shall be adjustable.

A footrest shall be made available to any user who requires one.
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9.1.7 Lone Working

Hazard : Lone Working

Definition . Lone working refers to the situation where a person working in a potentially
dangerous environment spends a proportion of their time, in circumstances
where there is no close, frequent or regular involvement with other workers
and supervision.

Risk . Isolation in event of injury or accident. Isolation in event of threat or violence
or robbery.

Persons at risk . All staff or contractors involved in lone working.

Safety Precautions : There are certain measures that should be undertaken wherever possible to

reduce the risks associated with lone working.
Principles for reducing risk:

* Avoid lone working where possible.

* Any hazardous work must at a minimum be conducted in pairs and appropriately supervised.

» Establish a reporting system for all persons working alone, and the agreed action to be taken
in the event of no contact.

* Arrange appropriate communication system.

» Ensure equipment is in good condition and appropriate safety equipment is available.

* Risk Assessment to be performed on Lone Working activities.

Lone workers must be supervised by one of the following means, appropriate to the work situation
concerned:

. Periodic supervisory or security checks

. Periodic contact by telephone

° Informing colleagues that you plan to be working alone

Lone workers must not put themselves at risk. If these workers do not feel safe they should discuss the
situation with the Principal.

Lone workers must be familiar with emergency procedures. They should also have access to adequate
first-aid kits suitable for treating minor injuries.

If there is a risk of violence to the lone worker then the worker should be issued with a personal attack
alarm, radio or other suitable device.

Accidents, dangerous occurrences and near misses experienced by those working alone must be
properly reported, recorded, investigated and monitored.
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9.1.8 Furniture / Work Equipment

Hazard : Furniture/Work Equipment

Risk : Fall, fall from height, injury, sprain, fracture, bruising

Persons at risk Al staff, pupils, visitors and contractors

Safety Precautions : It is policy to purchase robust, comfortable furniture and work equipment,

adequate for the environment in which it is to be used. All furniture and work
equipment must be used solely for the purpose intended. If any item of
furniture or work equipment becomes damaged to the extent that it is unsafe,
it should be immediately removed from service by the person discovering its
unsafe state and stored securely to prevent accidental reuse before repair.

Principles for Purchasing Furniture/Work Equipment:

» Furniture and work equipment for purchase must be assessed to ensure it is suitable for the
work intended or that it is properly adapted for that purpose and may be used by employees
without risk to their health and safety.

+ The selection of furniture/work equipment has taken account of the specific working
conditions, characteristics and hazards of the place of work, and any additional hazards
posed by the use of such equipment.

« If it is not possible to ensure that work equipment can be used without risk to health and
safety, then appropriate measures are taken to minimise these risks.

*  Furniture/work equipment while in use must be properly maintained
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9.1.9 Noise

Hazard Noise

Risk Hearing damage can occur with regular exposure to high levels of noise. The
critical level of noise is 85dB. Persons regularly exposed to this level of noise
or greater are at risk. Noise exposure can result in problems other than direct
hearing damage. Physiological effects of noise exposure include raised blood
pressure, accelerated heart rate, contracted blood vessels of the skin,
increased metabolism, slowed digestion and increased muscle tension.
Psychological effects of noise exposure include impaired alertness,
disturbance of sleep and annoyance.

Persons at risk . Staff and/or contractors regularly exposed to levels of noise 85dB.

Safety Precautions : Measures will be taken to ensure that noise levels are minimised or in areas

where noise levels are above the threshold hearing protection will be provided

Principles for reducing Risk of Noise:

Risk assessments will be carried out in areas where noise levels are high, and the level of
noise will be determined.

It is the responsibility of the Board of Management to ensure that the relevant legislations
and guidelines are strictly adhered to for activities with high noise level

In assessing noise, .80dB is the lower exposure action level and 85dB is the higher
exposure action level.

Sound levels above 85dB must if possible be reduced by providing sound absorbing
enclosures, vibration controls or other means.

If it is not possible to reduce noise levels, hearing protection must be supplied for staff and
worn.

Contractors are responsible for supplying their own PPE

Noise surveys have not been carried out as the subjective assessment of noise levels demonstrates
that it is low. Should this situation change or new equipment or processes be introduced (for example
construction activity) the assessment will be reviewed and a survey carried out if necessary. This will
be in conformance with the Safety Health & Welfare at Work (General Application) Regulations 2007,
Part 5 Physical Agents, Chapter 1 — Control of Noise at Work and Amendment Regulations 2007.
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9.1.10 Vibration

Hazard

Definition

Risk

Persons at risk

Safety Precautions

are working with the most recent version.

Vibration

Occupational exposure to vibration can be divided into hand/arm vibration
and whole-body vibration.

Vibration is considered to be a classical risk in the working environment.
There is a general lack of awareness in relation to both the health problems
posed by vibrating equipment and machinery, particularly that causing whole
body vibration and of the control measures available to eliminate or reduce
exposure at source. Exposure to cold weather might be a contributory factor
for the increasing severity of a vibration-induced injury.

Any staff members or contactors using hand tools or vibrating equipment or
machinery.

Measures will be taken to ensure that vibration is minimised, or the necessary
PPE will be provided.

Principles for reducing Risk of Vibration:

* Machinery and/or tools, which expose employees to vibration, should be reduced at source.
« Ifit is not reasonably practicable to reduce vibration, appropriate PPE must be worn.
* Equipment will be carefully maintained in accordance with the manufacturer’s instructions.

9.1.11 Lighting
Hazard

Risk

Persons at risk

Safety Precautions

Light

Trips, falls, eye strain

All staff, pupils, visitors and contractors

Optimum lighting should be available at all times throughout the school.

Lighting should be adequate for the activities of the area. Different activities
require different levels of lighting.

Principles for Ensuring Adequate Lighting Levels:

* Have adequate task illumination
* Avoid veiling reflections

* Avoid glare

* Avoid excessive ranges of illumination between adjacent areas
* Avoid excessive ranges of illumination in the work area

» Avoid flicker in light sources

» Avoid flicker on VDU
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9.1.12 Temperature

Hazard Temperature

Risk Some of the physical and psychological hazards include increased heart rate,
stress and fatigue. All work activities should be carried out at optimum
temperatures to reduce the risk of injury or illness.

Persons at risk . All staff, pupils, visitors and contractors, especially those involved in work in
extreme temperatures or those whose work requires a lot of physical effort.

Safety Precautions : Measures will be taken to ensure adequate temperature levels

Principles for Ambient Temperature:

Comfortable ambient temperature levels should be maintained in all departments.

Guideline temperature for offices or where little physical exertion is required are between
17.5°C and 24°C.

Appropriate PPE should be provided when temperatures are above or below comfortable
levels

9.1.13 Working at Heights

Hazard Working at heights

Definition Climbing refers to using step ladders, kick stools or other means to retrieve
something from a height.

Risk Falls resulting in injuries such as fractures, bruising, sprains

Persons at risk : All staff and contractors

Safety Precautions : Care must be exerted when climbing

Principles for Minimising Injury when Working at heights:

Where it is necessary to climb, a proper stepladder, kick stool or step stool must be used.
Chairs, desks and boxes are not to be used to retrieve items out of reach.

Care must be taken not to overstretch or overreach resulting in back injury.

To use ladders safely, always maintain three points of contact. That means two hands and
one foot or two feet and one hand on the ladder at all times.

Tie off or secure the top and bottom of the ladder to prevent movement.

Put both hands firmly on the rungs before stepping onto a ladder.

Always face the ladder when you're climbing up and down.

Keep your centre of gravity between the side rails. Don’t lean out on either side.

Keep both feet on the ladder when standing on it. Never straddle the space between a
ladder and another object

Make sure that the ladder extends at least 90 cm (3 ft) above the top landing.

Don't carry tools, equipment, or material in your hands while climbing.

Always hold onto the ladder with at least one hand.
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9.1.14 Office Equipment

Hazard

Definition

Risk

Persons at risk

Safety Precautions

Office Equipment

Office equipment can include computers, photocopiers, shredders, printers,
scanners, electric heaters

Breathing problems, coughing, sheezing, heat, eye strain, fire risks,
entanglement, cuts, electric shock

Staff using office equipment

All office equipment purchased shall comply with all relevant Irish and
European standards of safety. All office equipment must be operated strictly
in accordance with the manufacturer’s instructions. Under no circumstances
should any guard be removed from any piece of equipment. All equipment
should be well maintained and serviced according to manufacturer’s
recommendations.

Principles for Safe Use of Office Equipment:

+ All office equipment shall be operated in a well ventilated, dust free area.

» Equipment should be serviced regularly where required

» Photocopying should be undertaken with the cover down.

« If paper jams occur in machines, ensure the machine is turned off and ensure the jam is
clear before turning the machine back on.

* Ensure hair and clothing are kept away from equipment when in operation

9.1.15 School Transport for Activities/Tours
Please refer to the School Tours/Excusions Policy for further guidance.

Hazard

Definition

Risk
Persons at risk

Safety Precautions

School transport

The use of a bus or other vehicle to transport students and staff to and from
school activities and tours

Injury to employee, pupils or members of the public
Staff, pupils

Educational visits will be booked with a reputable, properly insured coach
service with fully seat-belted coaches. We will aim for a ratio of ten pupils per
adult (teacher or parent) but not more than fifteen. Every effort will be made to
ensure the safety of the pupils at events or activities they are participating in
i.e. the theatre, swimming pool, playground, etc. will be properly equipped
and manned by qualified staff.

Principles for Minimising Risk:

+ Booking made with a reputable agent with full insurance and seat belts available for each
staff member and pupil.
* Roll call taken before and after every part of the journey
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*  Maintain adequate staff to pupil ratio

9.2 Chemical Hazards

9.2.1 Chemicals and Dangerous Substances
For many chemicals there is an ambient airborne concentration of chemical, below which it is believed

that nearly all workers can be repeatedly exposed on a daily basis without having any adverse effect.
This is the threshold limit value.

Occupational exposure limits mean the maximum permissible concentration of a chemical agent in the
air at the workplace to which workers may be exposed in relation to an 8-hour or a 15-minute period.
o Long term limits are expressed as time weighted average concentration over an 8-hour working
day that is designed to protect workers against the effects of long-term exposure.
e Short term limits for a time weighted average of 15 minutes.

The threshold limit values of chemicals can be obtained from the material safety data sheet.

9.2.1.1 Information on Chemical Substances

Chemical substances and materials used are supplied in marked containers. The manufacturers or
suppliers must show clearly the hazards, if any, of the contents of the container and must supply a
Safety Data Sheet (SDS) for the product.

Employees are encouraged to read the container labeling and become familiar with the hazards of the
chemical, if any, before use.

Chemicals are stored in a dedicated and secured cleaner’s cupboard in the kitchen area. The cleaning
contractor is responsible for ensuring SDSs are in place and that chemicals are used and handled as
required. The minimum quantity of a given chemical is stored which is sufficient for cleaning.
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9.3 Human Factor Hazards
9.3.1 Violence and Aggression

Hazard : Violence and Aggression

Definition : Violence can be in the form of:
* Verbal abuse from a staff member, contractor, pupil or parent/carer or
visitor or a threatening attitude
*  Threat of assault, particularly with a weapon
» Actual assault which can result in physical injury or sexual assault

Risk : Violence can result in both short term and long-term effects. Psychological
effects can include loss of self-confidence, behavioural problems such as
anxiety or depression. Physical risks include injuries needing treatment or
surgery. More serious injuries may lead to long term disability.

Persons at risk . All staff

Safety Precautions : Violence and/or aggression in the workplace are not acceptable. All elements
that contribute to the occurrence of aggression and violence must be
considered. Circumstances and areas where violence is most likely to be
expected (e.g. the threat of robbery), should be identified and the training
required for employees evaluated. Where there are risks to the health and
safety of employees, appropriate safeguards must be put in place. Conflict
management training is provided periodically where necessary. Other
appropriate safeguards against violence and aggression include:

* Security presence
+ CCTV Monitoring

9.3.1.1 Purpose and Objective

Clonmoney NS is committed to providing a safe workplace for all employees, customers, suppliers,
volunteers, students and guests. Accordingly, threats and acts of violence in the workplace will not be
tolerated, and will be quickly investigated and addressed when they occur. This Policy applies to acts of
violence, threats or other conduct that occur on the premises, occur during the course of business,
occur through the use of the property, and/or affect Clonmoney NS’s interests. This Work Place Policy
achieves these goals by:

A. Establishing an effective process for identifying, preventing and handling threats or violence in
the workplace;

B. Creating awareness of actions that can reduce the likelihood of threats that escalate into violent
behaviour; and

C. Creating accountability and responsibility for these actions.

9.3.1.2 Definitions

Protected Persons: These guidelines are designed to cover employees, visitors, customers, vendors,
contractors, and other people assigned to work on Clonmoney NS Premises, as well as people
engaging in business off-site.

Premises: The premises includes any property that Clonmoney NS owns, leases or otherwise controls
or occupies, including parking lots.
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Workplace Violence: Workplace violence is defined as any conduct on the premises; while conducting
school business; or while otherwise representing Clonmoney NS, that is intended to cause physical
harm to a person or property or otherwise intended to have a negative impact on the safety and/or
security interests of Clonmoney NS.

Threat: A threat is any action taken or intent communicated to another individual that would arouse
fear, hostility, intimidation or the apprehension of harm in another person for his/her personal safety, or
for the safety of his/her family, friends, co-workers, clients, employer or property. A threat can be
communicated in writing, verbally, or by gesture, or by any combination thereof. If sufficiently egregious,
a threat can constitute a criminal act. Examples of threats include menacing gestures, flashing of a
concealed weapon, stalking, or statements of dire consequences if certain actions are or are not taken.

The following are examples of conduct that constitute prohibited, violent or threatening behaviour:

e Fighting or engaging in any violent or threatening physical contact (e.g. hitting, punching,
slapping, shoving, kicking, biting, etc.);

e Stalking, harassing, threatening or intimidating others with violence;

¢ Unauthorized possession or use of firearms, ammunition, explosives, knives, caustic chemicals
or other weapons, or use of any tool or other object as a weapon; bringing a weapon, including
a concealed weapon, onto the premises whether in a personal vehicle or otherwise, and
whether or not a license or permit to carry such a weapon has been obtained;

¢ Engaging in arson, vandalism, acts of sabotage, or other activity which causes damage to the
property;

e Promoting violence or threats as an appropriate manner in which to solve workplace disputes;

e Engaging in any action outside of work which reasonably has an adverse impact on the safety
and security of other employees, the workplace or Clonmoney NS’s interests

o Any other act(s) which a reasonable person would consider as inappropriate and/or posing a
danger or threat of danger/violence in the workplace. Such behaviour includes, but is not limited
to, oral, written or email statements, gestures or expressions that communicate a direct or
indirect threat of physical harm;

e Making offensive comments regarding violent events and/or behaviours.

9.3.1.3 Responsibilities

Everyone is responsible for:

¢ Maintaining a safe working environment;

¢ Abiding by these Guidelines

e Promptly reporting any threat or act of violence in the workplace in accordance with the process

outlined when the employee:
o Witnesses or is aware of an act of workplace violence;
o Witnesses or is aware of a threat of violence or intimidating conduct in the workplace, or
o Believes in good faith that an employee or others on site may commit workplace violence
or threats or may become a victim of workplace violence or threats; and

o Cooperating in the investigation of threats or acts of violence in the workplace.

Management are responsible for:
e Assessing the need for additional training in (i) understanding potential warning signs that an
employee may become violent in the workplace, and (ii) conflict resolution; and
e Determining and implementing, where appropriate, disciplinary actions.
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9.3.1.4 Confidentiality and No Retaliation

Confidentiality will be maintained to the extent practicable any time information is given concerning
threats or acts of violence in the workplace. Information will be shared only on a “need to know” basis.
In addition, retaliation against anyone reporting threats or acts of violence is strictly prohibited.

9.3.1.5 Discipline

Any employee who commits acts of violence, engages in threats or other intimidating conduct, or
otherwise engages in prohibited conduct as stated in these Guidelines will be subject to discipline up to
and including dismissal.

9.3.2 Workplace Bullying

Hazard : Workplace bullying

Definition :  Bullying can take the form of various behaviours, including behaviours that
may humiliate, intimidate, verbally abuse, victimise, exclude or isolate the
victim. Bullying may also take the form of repeated impossible deadlines or
tasks and/or unreasonable assignments to duties.

Risk : Bulling can have both physical and psychological effects on a person.
Persons at risk . All staff
Safety Precautions : Workplace bullying is not acceptable. Each employee is responsible for

safeguarding his/her health and safety while at work and also for the health
and safety of his/her colleagues that may be directly/indirectly affected by
his/her actions or omissions of action while at work. All incidences of
workplace bullying will be investigated, and appropriate action taken. All
bullying incidences should be communicated to the Principal. If the complaint
involves the Principal, the communication should be directly to the Board.

The Clonmoney NS Anti-Bullying Policy provides a framework for dealing with instances of bullying
among pupils. The DES guidelines 2013 for Anti-Bullying have been fully implemented & an annual
review is carried out. The procedures for dealing with Adult Bullying are in accordance with the INTO
publication ‘Working Together: Procedures and Policies for Positive Staff Relations (Revised in 2024)’
and our ‘Dignity at Work Statement’ included in Appendix 2.

Clonmoney NS is committed to providing all of its employees, volunteers, contractors and pupils with an
environment free from bullying and harassment. All people must be treated with dignity and respect at
work. All employees will be expected to comply with this policy and management will take appropriate
measures to ensure as far as possible that bullying/harassment does not occur. Pupils and families
must be treated with respect and appropriate employee vetting must be implemented. Compliance with
the Children’s Act and other applicable legal requirements is ensured by employing only competent and
experienced staff.

Appropriate disciplinary action will be taken against any employee, volunteer or contractor who violates
this policy including the making of a vexatious complaint of bullying.

Clonmoney NS will strive to handle complaints in a manner which is fair and sensitive to the parties
involved. In so far as practicable, confidentiality will be maintained. An employee will not be victimized
for making a complaint of bullying.

CNS-PPPG-001 Health and Safety Statement Rev02
Page | 34



The up-to-date policy is available electronically at Reception. Paper copies are permitted but please ensure you
are working with the most recent version.

The policy applies to employees both in the workplace and at work associated events such as
meetings, conferences and work-related social events, whether on the premises or off site.

The policy applies to bullying/harassment not only by fellow employees but also by a pupil, parent/carer
or other business contact to which an employee might reasonably expect to come into contact within
the course of their employment. Bullying from external sources must be reported to the Principal.
Management must take appropriate action to address such issues.

9.3.2.1 Definition of Bullying

Workplace bullying is repeated inappropriate behaviour, direct or indirect, whether verbal, physical or
otherwise, conducted by one or more persons against another or others, at the place of work and/or in
the course of employment which could reasonably be regarded as undermining the individual’s right to
dignity at work. An isolated incident of the behaviour described in this definition may be an affront to
dignity at work but as a once off incident is not considered to be bullying.

Bullying includes conduct offensive to a reasonable person, e.g. oral or written slurs, physical contact,
gestures, jokes, displaying pictures, flags/emblems, graffiti or other material or conduct which threatens
or intimidates.

Other examples of bullying behaviour include patterns or repeated incidences of:

Personal insults and name calling

Persistent unjustified criticism and sarcasm

Inappropriate communication with other employees including shouting
Unfair delegation of duties and responsibilities

Setting unreasonable deadlines

Unnecessary work interference

Making it unnecessarily difficult for staff to have access to necessary information
Excessive and unjustified monitoring of work

Aggression

Continuously refusing reasonable requests without good reasons
Intimidation and threats in general.

Reasonable and necessary performance management is not bullying.

9.3.3 Harassment

Harassment means any unwanted conduct related to the employee’s age, gender, sexual orientation,
religion (or absence of religious belief), race, colour, nationality or ethnic or national origins, disability,
marital status, family status or membership of the traveller community which has the purpose or effect
of violating a person’s dignity and creating an intimidating, hostile, degrading, humiliating or offensive
environment for the person.

Sexual harassment is any form of unwanted verbal, non-verbal or physical conduct of a sexual nature
which has the purpose or effect of violating a person’s dignity and creating an intimidating, hostile,
degrading, humiliating or offensive environment for the person.

In either case, the unwanted conduct may consist of acts, requests, spoken words, gestures or the
production, display or circulation of written words, pictures or other material.
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Examples of harassment include:

Jokes

Comments

Physical harassment

Visual displays

Isolation

Pressure to behave in a manner which the employee believes to be inappropriate by reference
to one of the discriminatory characteristics.

9.3.3.1 Sexual harassment

Hazard . Sexual Harassment

Definition . Employment Equality legislation outlaw’s sexual harassment in the workplace.
Sexual harassment is classified as gender discrimination and is defined as
any acts by fellow employees, customers or business contacts involving
physical intimacy, requests for sexual favours or any conduct including
spoken words, gestures, or the production, display or circulation of written
words, pictures or other material where the act, request or conduct is
unwelcome and could reasonably be regarded as sexually offensive or
intimidating.

Risk . The effects of sexual harassment can be both physical and psychological.
Sexual assault is extremely serious. Situations involving sexual assault will be
dealt with by the Gardai. Sexual harassment can affect a person
psychologically resulting in low self-esteem, depression, anxiety and stress.

Persons at risk . Staff, visitors and contractors.

Safety Precautions : Sexual harassment will not be tolerated. Issues of sexual harassment will be
dealt with by the Board of Management or the Gardai as appropriate.

Examples of sexual harassment include:
o Sexual gestures
o Displaying sexually suggestive objects, pictures, calendars
¢ Sending, displaying or creating inappropriate correspondence including faxes, text messages or
e-mails
¢ Unwelcome sexual comments and jokes
¢ Unwelcome physical conduct such as pinching, unnecessary touching, etc.
¢ Inappropriate or repeated unwelcome requests for social contact;

9.3.3.2 Complaints Procedure

There is both an informal and formal procedure to deal with the issue of bullying/harassment at work.
For practical purposes it is important to make the complaint as soon as possible after the incident. Any
investigation will be completed as quickly as possible. Clonmoney NS is committed to ensuring a fair,
impartial, confidential and prompt investigation of complaints.

The nature of a complaint may depend on the circumstances and require a tailored approach to
investigation and decision making. Clonmoney NS will handle the complaint in accordance with
‘Working Together: Procedures and Policies for Positive Staff Relations (Revised in 2024)’ and our
‘Dignity at Work Statement’.
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9.3.4 Stress Policy

Hazard . Stress

Definition . Stress can be broadly defined as the negative reactions people have to
aspects of their environment. Stress occurs when an individual perceives an
imbalance between the demands placed on them on the one hand and their
ability to cope on the other. Pressure only becomes stress when an individual
feels unable to cope. Work related stress results from an interaction of the
individual and the working environment. As a result, what may be stressful for
one employee may not be stressful for another.

Risk . The effects of stress differ from individual to individual. Effects of stress can
be physical (e.g. tiredness, fatigue, headaches) or psychological (e.g.
depression, anxiety, low self-esteem).

Recognising Stress:
1. Undertake risk assessment to identify the hazards
2. Evaluate the level of risk it poses and record on risk register
3. Formulate an action plan to reduce the risks

Persons at risk . All staff and contractors
Safety Precautions : Sources of Stress:

* Job demands

» Control

*  Support

* Relationships

* Role

* Change

* Poor communication at work
e The threat of violence

Preventing Stress:
* Promote good communication at work
* Provide clear leadership and opportunities for team building
* Encourage staff to take part in decision making and problem solving
» Ensure good induction is given to all employees
* Provide feedback on performance
» If possible, offer flexible work practices
* Promote awareness of stress in the workplace

Managing Stress:

Staff are advised that if they have any workplace stress, they should contact
their Principal, who must deal with this in an appropriate, sensitive and
supportive manner and investigate the reasons or sources of stress.

Appropriate training and instruction will be given to each staff member for
each job activity.

Appropriate rest periods and breaks will be given to staff.

To help and relieve stress, the following guidance is given:
* Prioritise work
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* Breathe deeply and try and control work situations in order to avoid
stress

* Identify the problems and try to find solutions or discuss with
colleagues

* Relax when not at work

» Eat healthily and exercise regularly

Clonmoney NS adheres to all aspects of the Safety, Health and Welfare at Work Act, 2005, which
obliges employers to identify and safeguard against ALL risks to health and safety, including stress.

Workplace stress arises when the demands of the job and the working environment on a person exceed
their capacity to meet them.

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

Identification of potential problems
Assessment of risks

Implementation of safeguards

Monitoring the effectiveness of safeguards.

Clonmoney NS will utilize the following methods of managing stress:

e Ensure that employees are aware of the potential causes of stress and the early warning
signs

e Ensure that all complaints that may be related to stress are listened to and appropriate
measures taken.

o Where employers are aware that a workload or conditions of work are particularly
stressful, measures should be taken to reduce the workload or improve conditions.

e Ensure employee supports are implemented, including policies and procedures to
adequately support employees, including management, colleague supports and
constructive feedback;

o Employees know how to access the required resources to do their job;

e Ensure that, as far as possible, the different job-related requirements on employees are
clear and compatible;

o Enable employees to raise concerns about any uncertainties or conflicts they have in
their role and responsibilities.

e Ensure adequate employee consultation on changes which could affect their role or
responsibilities, and provide opportunities for employees to influence proposals;

¢ Clonmoney can identify options for confidential and individual informal counselling and
other advice to employees who may need it.

9.4 Biological Hazards

Clonmoney NS has identified biological hazards in its operations. Biological hazards may be posed
from First Aid (blood borne pathogens - BBPs) or work outside where there may be exposure to rodents
and their waste. Any cuts or abrasions must be treated immediately, and workers must ensure good
hygiene practices.

First Aiders are trained to protect themselves from BBPs, principally by good hygiene practice and PPE
where appropriate.
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Biological hazards refer to micro-organisms, manly bacteria, fungus and viruses, which are able to
provoke an infection, allergy or toxicity.

94.1

Routes of Infection

Employees may become infected through ingestion, inhalation, absorption and injection.

Well kn

94.2
All bloo

own pathogens include:

Hepatitis B

Hepatitis C

Human Immunodeficiency Virus (HIV)
Influenza

Coronavirus (SARS-CoV-2) causing COVID-19

Prevention of Exposure to Biological Agents
d and body fluids should be regarded as potentially infectious.

Standard, droplet and special precautions must be adhered to as a matter of routine:

Where

Appropriate hand hygiene

Respiratory hygiene etiquette

Physical distancing

Use of appropriate face masks (surgical and respirator), gloves and other personal protective
equipment (PPE)

Cover any cuts, scrapes or abrasions

Handle and dispose of all needles and sharps carefully

staff are involved in administering medicines to children, the Medicines Management Policy

must be followed and all sharps must be handled and disposed of appropriately.

9.4.3

Hazard

Legionnaire’s Disease

Legionnaire’s Disease

Definition . Legionnaire’s disease is a notifiable disease in Ireland as defined by the

Risk

Infectious Disease Regulations, 1981. Legionella bacteria are found naturally
in the environment water sources (e.g. river and lakes) in small numbers.
When they pass into artificial reservoirs (e.g. water systems in buildings) they
multiply in favourable conditions. Legionella bacteria grow best between
temperatures of 20°C — 45°C with optimum growth temperature being 35°C —
40°C. High temperatures (minimum 60°C) kill the bacteria.

Infection with Legionella bacteria can cause two distinct clinical syndromes,
the first is a Pontiac fever, which is flu like, and recovery occurs in 2 — 5 days,
the second is a severe and potentially fatal form of pneumonia. Potential
sources of Legionella bacteria include:

e Hot and cold-water systems

e Air conditions

e Respiratory and other therapy equipment , nebulisers

e Fountains and sprinklers
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Persons at risk . All persons

Safety Precautions : Heightened awareness of the disease in high risk areas. Monitoring and
preventative maintenance on the water systems should be undertaken
regularly. Regular servicing of air conditioning systems to be undertaken.
Appropriate legionella testing to be carried out as necessary. Any taps or
water outlets that have not been used for 48 hours must be flushed for 10
minutes (allow water to run)

9.4.4 First Aid

The provision of fist aid equipment required by legislation will be provided in accordance with the
Safety, Health and Welfare at Work (General Application) Regulations 2007 Part 7 Safety Signs and
First-Aid, Chapter 2 — First-Aid and Amendment Regulations 2007. Clonmoney NS is committed to
having an adequate number of persons who are qualified to administer first aid. The first aider also
accompanies all groups involved in trips or activities external to the main premises.

The location of the first aid kits will be communicated to all employees working on the premises.

The first aid box is to be used for First Aid purposes - 'use it but do not abuse it'. If you see that
certain items are missing, in short supply or ‘out-of-date’, inform the responsible person so that they can
arrange for replenishment.

All injuries must be reported, if you use the First Aid box for any reason, record the usage and make
sure you report the injury.

Following an accident requiring first aid treatment, an accident report form must be completed. In the
event of a serious injury, the ambulance service must be called, the principal and Board must be
notified and a full accident investigation carried out.

A check will be carried out regularly to identify any replacement stocks needed. Following this check, a
list of stock required will be purchased. The restocking of the first aid boxes will be the responsibility of
the person responsible for Health & Safety.
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10.0 APPENDIX 2: DIGNITY AT WORK

Dignity at Work: Building & Maintaining a Positive & Effective Work Environment

The Board of Management of Clonmoney NS has adopted the following as part of the school’s Health &
Safety Statement.

This document was formulated in light of a number of background documents, including the Health &
Safety Authority's Code of Practice for Employers and Employees on the Prevention and Resolution of
Bullying at Work (2007) and the Equality Authority's Code of Practice, given legal effect in the Statutory
Instrument entitled Employment Equality Act 1998 (Code of Practice) (Harassment) Order 2002 (S.I.
No. 78 of 2002).

10.1 Core Principles

This school is committed to a positive work environment where work is done in an atmosphere of
respect, collaboration, openness and equality.

Adult bullying and harassment in the workplace are phenomena which this school will seek to prevent
and will not tolerate. All employees have the right to be treated with dignity and respect. Management is
committed to intervening in an appropriate manner - utilising one of the accepted Management/INTO
procedures - to investigate and deal with allegations of bullying or harassment. The provisions of
Circular 40/97 on Assaults on Staff in Primary Schools will be utilised as appropriate.

10.2 What is Workplace Bullying and Harassment?
The Board of Management adopts the definition of adult bullying as set out by the Task Force (2001):

"Workplace Bullying is repeated inappropriate behaviour, direct or indirect, whether verbal, physical or
otherwise, conducted by one or more persons against another or others, at the place of work and/or in
the course of employment, which could reasonably be regarded as undermining the individual's right to
dignity at work. An isolated incident of the behaviour described in this definition may be an affront to
dignity at work but, as a once off incident, is not considered to be bullying".

Harassment is covered by Employment Equality legislation and is based on a person’s standing within
one of the nine categories (or grounds) specified in that legislation (gender, marital status, religion,
sexual orientation etc.) Harassment is defined in law as “unwanted conduct” related to one or more of
the discriminatory grounds which “has the purpose or effect of violating a person’s dignity and creating
an intimidating, hostile, degrading, humiliating or offensive environment for the person.”

It is recognised that bullying and harassment complaints may arise among work colleagues but may
also arise in relation to visitors to the school. In either case, the commitment to a positive workplace,
where dignity at work is respected, prevails.

10.3 A Positive Work Environment

It is agreed that we will all work to make this school a happy place to work. A happy place to work has a
positive work environment characterised by
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Our Catholic Ethos and our Mission Statement

A supportive atmosphere

Good and open communication (e.g. through opportunities at regular staff meetings)
Appropriate interpersonal behaviour

Collaboration

Open discussion and resolution of conflict

Recognition, feedback and affirmation as appropriate

Fair treatment of all staff (including fair systems of selection and promotion in line with agreed
procedures)

Every person has a responsibility to play his/her part in contributing to a positive work environment. In
this regard, a person who is a witness or bystander has a clear responsibility to raise concerns about
dignity at work and threats to this, in an appropriate and timely manner.

The Safety Statement - as mandated under the Safety, Health and Welfare at Work Act 2005 — will also
include a commitment to a positive work environment, in light of the Employer’s obligations as outlined
at Section 8 of that Act, including the duty to manage work activities in such a way as to prevent
“improper conduct or behaviour” likely to put health and safety at risk.

It is agreed that the adoption of this policy in our school will be accompanied by a humber of steps to
examine our work environment and, as necessary, to agree changes which reflect a commitment to
dignity at work. These steps will be initiated by Management, and be repeated by way of review at
appropriate intervals.

The actions to be undertaken may generally be described as Identification, Assessment, Implementing
Strategies and Monitoring.

10.4 Adult Bullying as a Problem

Our school recognises that Adult Bullying and Harassment are problems where they occur in any
workplace.

Bullying behaviour generally amounts to psychological abuse which causes serious pain and suffering.
Studies have shown that any person may become a target, irrespective of their personality or ability. In
addition to its unacceptable effects on persons who are its targets, workplace bullying and harassment
is extremely detrimental to organisational effectiveness.

Bullying may include behaviours such as:

Verbal abuse/insults, undermining remarks
Excessive monitoring of work

Withholding work-related information
Exclusion with negative consequences.

Such behaviours need not and should not be part of a workplace. This policy aims to ensure that a
positive environment prevents such behaviours from occurring. Where bullying or harassment does
occur or is alleged to have occurred, there are means of tackling it through the agreed procedure.

10.5 What Happens if there is an Allegation of Bullying or Harassment?

Without prejudice to an individual's right to take such advice or steps as they themselves may decide,
the Board of Management will take seriously any allegations or workplace bullying or harassment.

Supportive and effective procedures, in accordance with nationally-agreed practice, are in the place in
this school. These procedures to address and investigate allegations will focus on the earliest possible
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resolution, will proceed as necessary from informal to formal stages and will have a stress on
confidentiality.

10.6 Summary

Clonmoney NS has a duty of care towards employees. Similarly, employees have a duty of care
towards one another. This policy seeks to set out principles and practices to support the exercise of that
duty in our school.

Just as inappropriate and undermining behaviour among work colleagues is taken seriously, so is such
behaviour when perpetrated against an employee of this school by any other person.

Together we are committed to building and maintaining a work environment where respectful, open and
equal relationships are the norm.

In summary, we are committed to having a positive, happy place to work.
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