
APPENDIX 1 

HAZARD CONTROL FORM

Hazard Ac8on Taken Date Remedied Person Responsible



APPENDIX 2 

SAFETY REPRESENTATIVES' CHECKLIST  

1. CIRCULATION AREAS 

1.1 Stairways 
Check that: 
1.1.1. stairways are fi=ed with sound banisters or rails; 
1.1.2 stairways are adequately lit; 
1.1.3 steps are not worn or broken or slippery. 

1.2 Passages 
Check that: 
1.2.1 floor surfaces are even and are not slippery; 
1.2.2 passages are adequately lit; 
1.2.3 li=er or rubbish has not been allowed to accumulate; 
1.2.4 mats, etc, are not posiSoned in such a way as to be tripping hazards; 
1.2.5 there are no areas of loose, flaking or damaged paint, plaster or plasterboard. 

1.3 Doors and Windows 
Check that: 
1.3.1 doors are unobstructed; 
1.3.2 doors with glass windows have toughened or laminated glass; 
1.3.3 doors with a fire resistance requirement have wire reinforced glass; 
1.3.4 there are no doors with: 
• loose or broken hinges; 
• damaged or sScking catches; 
• broken wood panels or glass panels; 
• loose or sSff handles; 
1.3.5 doors are not allowed to swing freely without restraint; 
1.3.6 windows are not broken or cracked; 
1.3.7 windows open easily without undue force being applied; 
1.3.8 windows do not jut out dangerously when open; 
1.3.9 windows are cleaned regularly; 
1.3.10 windows do not have broken fastenings or cords; 
1.3.11 where necessary, a window pole is available. 

2. HEATING AND VENTILATION 
Check that: 
2.1 the heaSng system is regularly serviced and maintained in good order. 
2.2 the heaSng system is adequate to comply with the requirements of circular 24/82; 
2.3 where there are large areas of glass facing direct sunlight, there is provision for shading, e.g. 
VeneSan blinds; 
2.4 windows can be easily opened to allow for adequate venSlaSon. 
Further advice on heaSng and venSlaSon is given in the next secSon. 



3. FIRE SAFETY 
Check that: 
3.1 the fire exits and escape routes are clear from obstrucSons; 
3.2 fire doors are kept unlocked and unobstructed whilst people are on the premises; 
3.3 all designated fire exits are clearly marked; 
3.4 evacuaSon procedures are clearly displayed; 
3.5 staff and children are familiar with evacuaSon procedures; 
 3.6 staff are familiar with and have been adequately trained in the procedure to be followed 
when using fire fighSng equipment; 
3.7 there have been pracSce evacuaSons/fire drills held at least once per term; 
3.8 fire doors open outwards and are not held or wedged open; 
3.9 fire exSnguishers and fire blankets are checked and maintained in accordance with 
manufacturer's instrucSons; 
3.10 the fire fighSng equipment available is that recommended by the local authority's fire 
officer and is located in accordance with the fire officers recommendaSons; 
3.11 the fire alarm system is tested at regular intervals whilst the school is in session to ensure 
that it works and is audible in all parts of the building; 
3.12 flammable substances e.g. cleaning fluids, photocopying chemicals etc, are stored 
correctly, away from any sources of heat. 
More detailed advice on fire safety is given in the next secSon. 

4. ELECTRICAL EQUIPMENT 

4.1 General 
All electrical equipment should be maintained and checked regularly by a competent person. 
Such maintenance should include checking that: 
• equipment is correctly wired and earthed; 
• plugs are correctly wired; 
• use raSngs that are correct for the type of equipment being used (fuse raSngs should be 
marked on the equipment and the plug). 
• the mains supply is sSll capable of meeSng the maximum demand; 
• the distribuSon system (i.e. sockets, bench supplies etc) is suitable for the type of work being 
carried out; 
• the isolaSng switches are marked, well-sited, accessible and known to staff; 
• residual current (earth leakage) circuit breakers are used where appropriate. 

4.2 Ligh8ng 
Visually check that: 
4.2.1 all the light fifngs are working and are kept in a clean condiSon; 
4.2.2 light switches are not broken and appear to be in a safe condiSon; 
4.2.3 the lighSng is adequate for the type of work being undertaken as specified in Circular 
24/82. 

4.3 Plugs/Sockets/Leads 
Visually check that: 
4.3.1 plugs are in good condiSon with no cracks or pieces missing; 
4.3.2 sockets are in good condiSon with no cracks or pieces missing; 



4.3.3 socket screws and mounSngs are secure; 
4.3.4 sockets are situated in safe posiSons, convenient for the equipment to be used and not 
subject to damp; 
4.3.5 indicator lights on sockets funcSon correctly; 
4.3.6 insulaSon on leads is not cracked or frayed; 
4.3.7 leads are without knots or joins and are reasonably free of 'kinks'; 
4.3.8 Leads are the correct length for the equipment being used; 
4.3.9 there are no trailing leads; 
4.3.10 surge protecSon adaptors are being used and not overloaded; 
4.3.11 leads and flexible cable are securely fixed at both equipment and plug ends. 

4.4 Equipment 
Check that: 
4.4.1 fixed and portable electrical equipment is not damaged and, as far as you are aware, is 
operaSng correctly; 
4.4.2 copies of manufacturers' instrucSons/operaSng manuals are easily accessible; 
4.4.3 equipment is only being used for purposes for which it was intended; 
4.4.4 where appropriate, all electrical equipment is switched off and, unplugged when not in 
use; 
4.4.5 mains isolaSng switches are easily accessible and known to staff; 
4.4.6 on/off indicator lights funcSon correctly; 
4.4.7 equipment incorporaSng heaSng has a thermal safety cut-out in addiSon to a thermostat; 
4.4.8 equipment containing liquid has a leakage detector; 
4.4.9 all items of electrical equipment are properly and regularly maintained and serviced. 

6. FIRST AID 
Check that: 
6.1 noSces are posted in prominent posiSons detailing: 
• procedure for calling ambulances etc; 
• telephone number of local doctor, gardai, hospital. 
• procedure for dealing with individual pupils emergencies due to known condiSons/allergies 
etc 
6.2 first aid boxes are readily available and adequately stocked 
6.3 the accident book is readily available and kept up-to-date. 

7. GENERAL PURPOSE CLASSROOMS  
7.1 look again at secSons 1-4; 
Check that: 
7.2 hazards are not arising from overcrowded classrooms; 
7.3 all cupboards, noSceboards, display units are stable; 
7.4 classroom furniture is not damaged; 
7.5 wherever possible, there are no sharp edges or corners on the furniture; 
7.6 furniture is posiSoned safely; 
7.7 all shelf mounSngs are secure. 



9. Servery 
Check that: 
9.1 floors are in good condiSon and are non-slip; 
9.2 working surfaces are in good condiSon and are impermeable; 
9.3 refrigerators and freezers are operaSng within safety temperature ranges and are only used 
for the storage of foods; 
9.4 there is a wash basin with hot water, soap and disposable towels for washing hands prior to 
handling foods; 
9.5 all cleaning materials and other potenSally dangerous substances are stored correctly, 
clearly labelled and the shelf life is known and kept in check. 

10. HALLA 
Check that: 
10.1 floors are clean, even, non-slip and splinter proof; 
10.2 all brackets securing ropes, wall bars etc are sound; 
10.3 PE equipment is stacked securely and posiSoned so as not to cause a hazard; 
10.5 there is a regular rouSne for inspecSng furniture, floors, apparatus, equipment and fifngs; 
10.6 wooden beams, benches etc are free from splinters and generally sound; 
10.7 vaulSng horses, beams and benches are stable and do not wobble when in use; 
10.8  where there is a stage: 
• steps are not damaged; 
• steps have an adequate handrail; 
• stage lighSng is properly wired and earthed, and stored correctly when not in use; 
• curtains run freely. 

11. NON-TEACHING AREAS 

11.1 Offices 
Check that: 
11.1.1 substances for use with photocopying/duplicaSng machines are stored correctly, and 
that the room where photocopying/duplicaSng machines are operated is adequately venSlated; 

11.2 Kitchen Areas 
11.2.1 the kitchen/dining area is kept clean; 
11.2.2 the kitchen floors are sound and non-slip, especially when wet; 
11.2.3 first aid boxes are available in the kitchen area; 
11.2.4 equipment is adequately guarded. 

11.3 Boiler Rooms 
11.3.1 there is no combusSble waste stored in boiler rooms or elsewhere (e.g. oily rags); 
11.3.2 all safety devices in the boiler room are in proper working order; 
11.3.3 the boiler is regularly maintained by a competent person; 
11.3.4 all cleaning materials, parScularly those which might be hazardous, are securely stored; 
11.3.5 in the case of solid fuel boilers, there are covered containers to enable ashes to be 
removed without delay to an area where pupils are not liable to come into contact with them. 

11.4 Staff Facili8es 



11.4.1 the staffroom is clean, warm and well lit; 
11.4.2 there are adequate cloakroom faciliSes and storage faciliSes for personal belongings, 
books etc; 
11.4.3 the staffroom is large enough for the numbers to be accommodated and sufficient 
seaSng is proved, both with upright chairs and tables or desks for working and with comfortable 
seaSng; 
11.4.4 there is provision for tea and coffee to be made; 
11.4.5 staff sanitary faciliSes are suitable, sufficient and properly cleaned. 

11.5 Hygiene 
Check that the following are available: 
11.5.1 soap 
11.5.2 hand drying faciliSes 
11.5.3 hot water 
11.5.4 toilet paper 
11.5.5 li=er bin per classroom 
11.5.6 provision for disposal of sanitary towels 
11.5.7 safe, suitable, sufficient and properly cleaned sanitary faciliSes. 

11.6 Outside Areas 
11.6.1 there are no uneven/broken/cracked paving slabs; 
11.6.2 outside steps are secure, with a firmly fixed handrail; 
11.6.3 roofs, gu=ering, drain pipes etc are, as far as can be seen, sound and well maintained; 
11.6.4 all play areas, are kept clean and free from glass; 
11.6.5 outside play/PE appliances are securely anchored; 
11.6.6 outside lighSng works and is sufficient; 
11.6.7 all parking faciliSes for cars and cycles are safe in regard to the presence of pedestrians; 
11.6.8 all builders' materials, caretakers' maintenance equipment etc are kept securely. 


