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HEALTH AND SAFETY STATEMENT

It is the policy of Irish Colleges Training Centre to comply with Safety, Health and Welfare at Work Act
2005, associated regulations and all other safety legislation. We will ensure as far as is reasonably prac-
ticable, the safety, health and welfare of all employees & trainees whilst at work, and those persons not
employed by the organization who may be affected by our activities.

Resources shall be provided (financial, personnel and time) to ensure:-

. The provision of training and instruction to enable employees & trainees to
perform their work safely and effectively.

. The provision of information to enable employees & trainees to perform their
work safely and effectively.

. The supervision of employees & trainees.

. The provision of suitable Personal Protective Equipment (PPE).

. Provision of tools and equipment, and to ensure they are maintained and in safe
working order.

. The prevention of accidents in general, (including procuring the services of
competent persons to assist when required.)

. That there is a process of consultation with staff on safety health and welfare
matters.

. Risk assessments are conducted and reviewed on a regular basis.

Persons are reminded that they have a duty under the Safety, Health and Welfare at Work Act 2005 to
take reasonable care for the safety, health and welfare of themselves and of other persons who may be
affected by their acts or omissions at work.

REVIEW

This statement of policy will be reviewed annually through a consultative process involving Manage-
ment and staff, in order to ensure that the document is appropriate to the nature and extent of the
business.

Signed . 4!

Glen Anderson,
Director
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Intraduction

Thiz bisaklet i designad to be used 1o ralse the awareness of Health and Safety for Learners
[Learmers Include Apprentices and Adult Trainees) attending training courses and to give
ther gereral infarmatian o ensure they hava a healby and safe lesming sxparianca.
Speciic course and training location Health and Safety information and requirements will be
provided over the duration of tha toursa,

The corents of this boakhet are batad on the Health and Safety Authority’'s publeation
“Haalth and safety matters for studerts ernBarking on work exparignce - A short guide for
teachers® and are reproduced with their permisgion.

This guide will assist Trainers in preparing their lesrners for the health and safety aspect of
their learnirg and wark experierce programme, It offers practial informaticon and advice on
warkplace health and safety that can be taught and discussed with leamers in the classroom
befare they embark an leaming and work experience, This process will anaile learmers to
cornmence work) raining with a greater appredation and awareness of health and safety

[T

Legislation
Health snd sahety legislation is in place to pratect employess |this includes learmars on
training and wark experience] or thase who may be affected by work activities.

The safety. health and welfare of employees are covered prindpally by the Safety, Health
and Welfare at Work Act 2005 and the Safety; Health and ‘Welfare 2t Work |General
Application) Regulations 2007 ard any subseguent amerdments, These laws place general
dutles of care on employers, the s=f-emiployed ard employses.

This gaide i nat intended as a legal interpretation of the law.
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Safety Statement

e aif Bk iy hsalth snd eafety reguiremants for any workplacs |5 a Safety Statement.
Trainers should belp learmers identify what & safety statement is and #tS purpose.

The Safety Statement is prepared by the employer and is @ written programme far
managing safety and health in the workplace. 1t should b=gin with a Safety Palcy Statement

on oy the emplayer infends complying with the law,

The Safety Statement should be based on an identification of the kacards and an
assaisrnent of the risks in that particalar workplaca.

The controls/precautions necessary to combat these hazards and reduce these risks
(Including the condrakfprecEutions NECessary to profect young or ingsperienced employees]
shaaudd alsoc be included.

Emiployers must corsult with thel employees and make the Safety Statemant acoessible to
themn. They must also neview the staternent particuiltardy when there is 2 major change in the
place of work, of in the work 1o be carried cut, to ensure that there is no significant risk to
the safety and health of employess or others wha may be affected by the wark activity

Hazards and Risks

Learners will encounter unfamiiiar risis from the jobs they will b= doing and from the
working ervirarmment, Thiy may blso ek expansnce o b2 unawane of how to ratse
coneerns, It i therefore impartant that everyone invoheed in the employmentftraining af
young or ineperienced peaple understands the hazards and risks invobeed,

* A Hazard is anything at work which has the potential 1o cauge harm,
* & Rigk it the liksEhood that e cowld ecour Teom & partioular hazard and its

COMGEQURMNCES,
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Fisk Assacsmant is the prooess of identifying and evaluating the rigks in the wark place and
putting in place the mest apprapriate controls/ precautions in order to prevent accidents
and waork-related iliness.

Listed baderw are examples of some of the most comman hazards found Inwarkplaces.
Learriers will find same or all of these hezards addressed in the Safety Statement which
shauld akp explain the measures/precavtions @ken 1o prevent accidents and il health
arking from thess hazards.

5lips

* Zpillages on floors and surfaces

& oy conditions

*  Shpping an a kighly palshed Moor surface
Trips

+  Tripping ower somathig beft on the floor such as a box or 2 stray cable
*  Tripping over |pose matting or carpat ties

+  Tripping ower ralsed surfaces that you could nat see
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Falls

*  Falling down steps or stairs
*  Falling off stepladders or chairs
*=  Falls fram heights

Manual Handling and Ergonamics
= Lifting ard carnying any load Incorrectly
*  Lifting a vary haawy losd
*  Popr woricstation ard eguipment design - visual display units
camiputer warkitations
#®  Poar pogiurs

* Repetitive work injuries

Working with Hand Taols

* Cus and Isterdtions can odcur when you work with knives, chisels, etc.

= Imgact injuries, bruises, fractunes, e,
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Equipment and Mathinery
o uts and Esterations
*  Amputation
*  Entapgersent hatards
*  Crush Hazards

Working With Hot Substances or Objacts

+  Burns water of Seeam; hot Tats, oils or other fond products -typlcally these infuries
invnlve hat eguipment such as pots, pans, or trays.

* Winrking with walding equipment can also be a rikk in this area.

A\

Hazardous Substances

*  Chemicals
*  Gases arsd Petrochemicals
®  [iggts ard Fumes

A

YN
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Electricity

& Electrical Shacks — Fatalities, burns

*  Fire amd axplosion

Moise
*  Mearing injuries - tinnitus
*  Pasythologicl effects indluding stress if eaposed to high nolse levels cver long perlods
ol timne
*  High noise layvels can slsg irterfers with communications in the workplace, l=ading ta

an imoraased risk of accidents.
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Temperature and Environment

*  Hat arcold warking conditians
*  Insdaquate ventiation or quality of air

Fire and Emergency
*  Fireisamajor hazard in arry warkplace,
& Pandeamic— illness, bird fiu et
' Iajor sccident — First aid

"

Human Behavicur
*  Horseplay
*  Bulying and Harassment
= ickence and Sggression
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Watk Experience

The following F&ds should help Trainers o clarlly Health and hITIF'.I matters with learrers.
Trairvers and leanners will also find these weful for:

L sfecting suttable wark experisnce compan &s; and

] preparing learmers 1o baceme safaty aware prior bo starting work experenca,

What are the health and safety responsibilities of (a) the emaloyver and {B) the employes?
Employers afe responsible fon

L oraating and maintaining 2 safe and healthy workplace

- safeguarding the health and safety of their amployeas

- providing infarmation, sreining and instruction b their employess

- erisuring a written Safsty Stetement is preparad and mada available to 2l
BN pROYERS,

EmployeasfLearners have & duly (o protect themselves and athers. They must co-aperate
with thesr employer and must ensure that they:

- are nok under the influence of an inexicant of in such a state that they might be &
dange: ta themeakaes ar others (an employer may prevent an ernployes/Learmer
from working i it is apparent that he or she would be such 8 dangar),

- rnake correct use of any artiche or subsiance provided for their use or protection,
inchadirg protective dathing and equipment; and

* report to thelr employer ar supersisar any matter that cauld Increase the likelihood

af an secident of waork related-liness ccourring.
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How can Learnérs in Training or on work experience acoess the company”s safety
statemant?

The safety staterment must be made rvaflable bo Leamers. Some emaloyers give sach
employee a copy af the statement. Others make it svailable at a central location a8, on the
cornpany notice Board ar intra ret site. Semetimes the employer may refer ta the safety
statement as the safety policy.

Learners must read the safety statement carefully, particulardy the risk assessmens sections
relating 1o their jod, and ansure: that thay fully undaerstand this informatian. H in doubi,
A5,

Showld all pew employees (Induding Loarmars on fraining of work aapariance) regeive
Ineduickicn training?

Yas, emplepars must provida instrustian, traiming aned Supervision, Irndestion training B an
essential part of the leanning process when starting in & new job o training programme z2nd
the rominated supervisce will tell tha Learaer how o werk exlely ared will sreange training
for mach job.

if a Learmer has an accident at work who should report ity

H a Lasrner is injurad in the course of his of her emplayment o trainiag and presented fram
performing the marmal duties of thesr work for mare tham three calendar daye, not induding
the date of the accidert, the employer st repart the inddent to the Health and Safety

Authority [HEA),

What i Safe Pass?

Safe Pass &5 a ona-day safaly saananess programims aimed at all who work on conswaction
sites, The Safe Fass programme raises employees’ awareness of the hazards on construction
sites 50 that they will not be 3 danger 1o themsaives oF Their co-employees. Vou mast
successiully complete a Safepass programme if wou plan bo work on a construction site.

Training courses in rinicg cenbnes are ok deassed as candtruction sites
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Do learners and s=asonal employass need Safe Pass before working on a congtriction
sita? I 5o, whi should pay?

e, the Sale Pass programime 15 Blmed a8 sveryons wha works an a constristtion Site,
inchuding new entranis. Leareeers wheo wank @ apgly for a job on s construction site for
saatanal wark FRutE have tha Safe Pass card. o this instance they would have Lo pay for it
themselves before they are employed,

Whiat |s PPE? Whea should supply this?

PPE means ‘personal protective equipment’ and includes ibems such s sar protection, e
profeckion, safuty shoes, and high-viibility vests,

Employers must supply PPE where risks cannat be eiminated or adequately contralbed. o
PPE is supplied this information will be conlsined i the risk assessmant secticn of the safety
staterment. During your Lrgining course, appropriate PRE will be provided b youl, 1L 1 yoeur
raspansibility to look afier the PPE supplied to you and use It appropriately.

PPE must be used correctly. EmpioyvessLeamnars must comply with the tralning and
instrsction ghven on Its correct usage. ®PE rust be replosed and maintained by the
employer when reguired

What are the rules in relation ta siting and stasding at wark?

As b geneial rule, it the job or 3 substantial proportion of the job can be dans properly
whilst sitting, the ernpkiyer shall provide suitabde facllities for s8ting. A decsion an whether
wou Sit or stand will depend on the work acthvity and o site-spacific risk sgsessmant.

What health amd safety prosisions should be in place for employess with disabilities?

safe access to and egress from and circulatian within the workplace should be provided as
neeo=stany. Aocess bo all wellare Breas, &.5. sanitany faclities, washing facilities, faciitles jor
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taking mesls, should 2l be providad. Employes should ensura that adeq uste ssistanoe i
arrailable for the safe evacuation of these with a disability in the event of an emargency.

What should leamers boak for wihen selecting comparies for waork exparience?

Learners selecting a company for wark experience wil find & beneficad to know what i<
main business aciivity & and where the leanner 15 likely 0o be employed,

Learners may alsa wish to fird cut if there i 3 health and safety contact persan - perhapsa
salety officer kas been appoinTad oF the emplogess ey have alected g 2afety
representative.

The company may have a human reeaurces (HR) depariment with respansibility for health
and safgty matters and may alko employ an occupational fealth rurde.

Speme coppanies may have one or mora safety personnel, cthers hewe none; bawewer this &
nat an indication of how well or how poorly health and safety issues are managed.
Compankes hawe different requirements and vary In slie and opevstions. In some cases,
particularly in small or lowerisk businesses, the emoloyer may manage all hesdth and sakeby
caeratians,

A safaty officer is appainted by the employer te manage health and safety in the workplsoe.
The emplayer maintains overall responsibdity for health and safety inthe workplace.

& safety representaties is selecbed and apponted by the employess to regresent therm in
cansulbatian with ke employer an matters of safety, health and walfarg at the place of
wark,

Lesarniers may Bl e wish 0 check if the company has presiiously taken on learmers ard If 5o,

ask about the outcame.

The checkiist on in Appendx 1 can be used 1o s5sist lsarnar attending work experinnce to
eoliect essantial haalth and safety infarmatsan from thesr howt comparny.
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CLASSROOM RULES

. Adhere to all Break Times

. No Food or Drink in the Classroom

. Respect for each other

. Help each other

. RESPECT INTERNET POLICY

. Adhere to smoking rules, dispose of cigarettes appropriately

. Listen actively and attentively

. Ask for clarification if you are confused

. Do not interrupt one another

. Challenge one another, but do so respectfully

. Critique ideas, not people

. Do not offer opinions without supporting evidence

. Avoid put-downs (even humorous ones)

. Take responsibility for the quality of the discussion

. Build on one another’s comments; work toward shared understanding

. Always have your book/readings in front of you

. Speak from your own experience, without generalizing

. If you are offended by anything said during discussion, acknowledge
itimmediately

. Consider anything that is said in class strictly confidential

. Clean your work are regularly

. Mobile phones to be kept on silent

. If you are expecting an important call let the trainer know

. IF YOU ARE GOING TO BE LATE OR ABSENT YOU MUST CONTACT OR

CALL THE TRAINER BEFORE 9.30AM

KITCHEN RULES

Wash own cups after use.

One learner to clean fridge out every Friday.
CLEAN UP AFTER YOURSELF.

RULES AGREED AND SIGNED BY ALL AS FOLLOWS:
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FIRE ACTION

Operate the nearest Fire Alarm

. Call 999
WHEN FIRE ALARM SOUNDS
. Leave the Building by the Nearest Exit
. Make sure all Doors are Closed
. Go to designated Fire Assembly Point
DO NOT
. Collect Personal Belongings
. Do Not Use the Lift
. Do Not Return to the Building

To the fullest extent permitted by the applicable law, Irish Colleges Training Centre nor
their employees, contractors and agents nor any other parties accept liability for any loss
or damage arising out of or in connection with your use of, or inability to use the materials
and/or facilities or services offered on this course, including but not limited to direct,
indirect, economic, incidental, special, punitive or consequential losses or damages, or
loss or data, income, profit of opportunity, loss or damage to property and claims of third
parties

Irish Colleges Training Centre accepts no responsibility whatsoever for any
personal possessions left on these premises.

To the fullest extent permitted by the applicable law, Irish Colleges Training Centre nor
their employees, contractors and agents nor any other parties accept liability for any loss
or damage arising out of or in connection with your use of, or inability to use the materials
and/or facilities or services offered on this course, including but not limited to direct,
indirect, economic, incidental, special, punitive or consequential losses or damages, or
loss or data, income, profit of opportunity, loss or damage to property and claims of third
parties

Irish Colleges Training Centre accepts no responsibility whatsoever for any
personal possessions left on these premises.
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Appendix 1 HEALTH AND SAFETY CHECKLEST

Listation:

IRISH COLLEGES
TRAINING CENTRE

Thie rame af tha Health and Safety Officer ix:

Cortact Number: L

| hiave bosn made aware of the:

Safety Policy Statement ves ] we (]
Safety Statement ves[ ] wo[]
Rink Assmssments ves [ ] wme[]
Safe Wark Methads ves [ ] we [
Firp & Emergercy Procedurnes Yes[] Mo a
First Aid Pracedures ves[ ] we [

Acgickant Raparting Frocsdunes [~ D Mo u

Classroom & Kitchen Rules s D Mo m

Ira the evert of &n accicent | rust regoat it bo:

Cantact Number: |

L

| hawe been given inducticn on how to do my work safek: Yes [ )
I hawe been gheen irstruction an safe use of equipment:  Yes D

| hawe been issued with appropriate Protective Equipmert: Yes [

Signed & Date:

Mo ]
HI:ID
Ne (]

ne ]
ns [
na ]
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Irish Colleges Training Centre
Parkway House
Dublin Road

Limerick

E: info@ictcireland.com
T: 00353 (0)61 592 195
W: www.ictcireland.com

IRISH COLLEGES

TRAINING CENTRE




