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1. Preamble. 

1.1. This statement sets out the Health and Safety Policy of IICP College and the means 

through which that policy is to be implemented.  

 

1.2. IICP College is committed to providing, in so far as is reasonably possible, a safe and 

healthy place of work for, and to meet all the College’s duties and obligations to, staff 

members and learners.  

 

1.3. The purpose of this policy is to document the Health, Safety and Welfare Policy and 

Procedures of IICP College.   

 

1.4. This policy addresses the following legislative and regulatory requirements: 

• Safety, Health and Welfare at Work Act 2005;  

• Safety, Health and Welfare at Work (General Application) Regulations, 2007; 

• Organisation of Working Time Act, 1997; 

• QQI Sector-Specific Quality Assurance Guidelines for Independent/ Private 

Providers: Management of legislative and regulatory compliance. 

 

1.5. Related Policies: This Policy should be read in conjunction with the following Policies: 

• IICP College Staff Handbook. 

• Learner Health and Safety Policy.  

• Learner Welfare and Wellbeing Policy. 

 

2. Scope. 

2.1. This is the overarching Health and Safety Policy for IICP College. Specific sections 

apply to employees, learners, visitors and others, as indicated in the sections. 

 

2.2. Public notifications identified in this policy apply to any and all persons who enter IICP 

College’s premises, including but not confined to employees, learners, independent 

contractors, Directors, clients, members of the general public.  
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3. Responsibility. 

3.1. Responsibilities for implementing this policy:  

3.7.1 The Board of Directors is responsible for formally approving this policy and for 

overseeing its implementation. 

3.7.2 The Health and Safety Officer is responsible for the creation and 

implementation of risk assessments, health and safety statements, and 

developing health and safety policies and notices, in accordance with the latest 

legislation.  

3.7.3 All employees of IICP College are jointly responsible for the effective 

implementation of this policy. 

3.7.4 All members of the IICP Community, and all visitors to the premises are 

responsible for the effective implementation of all safety notices displayed in 

the College. 

 

4. Policy. 

4.1. The Health, Safety and Welfare Policy of IICP College is: 

4.1.1 To take practical steps to safeguard the health, safety and welfare of all 

employees, learners and visitors to our premises; 

4.1.2 To provide adequate working conditions for our employees and learners 

with proper facilities to safeguard their health and safety and to ensure 

that any work is managed to control any risks to health and/or safety; 

4.1.3 To draw up specific Health, Safety and Welfare Policies and Procedures as 

necessary. 

 

4.2. As such, in order to protect the health and safety of persons on site and in accordance 

with all relevant Health and Safety legislation including, but not limited to, the Safety, 

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

(General Application) Regulations, 2007 and the Organisation or Working Time Act, 

1997, the College has conducted a full risk assessment and has currently in place a 

Safety Statement.  
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5 Procedures.  

5.1 IICP College’s approach to Health & Safety, in so far as is reasonably practicable, is as 

follows: 

5.1.3 To provide a safe place of work. 

5.1.4 To continue to identify and control hazards. 

5.1.5 To prevent, as far as is reasonably possible, any improper conduct or behaviour 

likely to put the Safety, Health & Welfare of employees at risk. 

5.1.6 To consult with staff on all Health & Safety matters. 

5.1.7 To provide protective clothing and equipment where necessary. 

5.1.8 To provide a safe means of entering and leaving the building. 

5.1.9 To provide a safe system of work practices. 

5.1.10 To provide appropriate information and training to staff members on a 

continuous basis. 

5.1.11 To make Health & Safety a key issue. 

 

5.2 Employer Responsibilities: 

5.2.1 The responsibility for the provision of a safe place of work rests with the 

Management of IICP College. 

5.2.2 Specifically, these responsibilities are: 

5.2.2.1 To maintain a safe and healthy work environment for employees, in 

addition to conforming to all current statutory requirements. 

5.2.2.2 To provide the appropriate type and level of training to enable 

employees perform their work safely and efficiently; 

5.2.2.3 To make available to every employee appropriate equipment to 

ensure Health and Safety. 

5.2.2.4 To maintain a vigilant and continuing interest in all Health & Safety 

matters relevant to both the College and staff. 

 

5.3 Employee Responsibilities: 
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5.3.1 All employees of IICP College have a responsibility to his or her self and to 

fellow workers, learners and visitors to carry out their work in a safe and 

considerate manner. Employees must: 

5.3.1.1 Co-operate with the College in maintaining a safe work place; 

5.3.1.2 Report any potential hazards to management and not work in any 

hazardous conditions should they; in the employee’s opinion exist; 

5.3.1.3 Be aware of the nearest emergency exists and firefighting / first aid 

equipment; 

5.3.1.4 Never interfere with or misuse anything provided by the College in the 

interests of Health & Safety; 

5.3.1.5 Read the Health and Safety policy and related documentation, and 

obey all mandatory signs; 

5.3.1.6 Not partake in any form of horseplay or prank likely to lead to injury 

to any person. 

 

5.4 Safety Statement: 

5.4.1 IICP College has drawn up a Safety Statement, which is reviewed annually.  

In reviewing the Safety Statement, the College will consult with employees 

for the purposes of making arrangements for co-operation in promoting and 

developing health, safety and welfare at work. 

5.4.2 Employees have the right to make representations to the College on safety, 

health and welfare issues and the College will take account of any such 

representations. 

5.4.3 Employees are required to report any possible hazard to their Line Manager 

or Health and Safety Officer.  Employers are also required to report every 

accident to the Safety Officer. Reporting of any possible hazards should be 

on the basis of the normal reporting arrangements. 

5.4.4 Employees should be aware that breaches in safety rules may result in 

Disciplinary Action. 

 

5.5 Home / Lone Working: 
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5.5.1 Where an employee is working from home they will be required to complete 

a Home Working Risk Assessment to ensure that the work station / area is a 

safe working area and that any issues arising can be sorted out.  To this end 

the College has devised a Home-Working Risk Assessment Checklist which is 

attached to this policy. The final decision as to whether the location is suitable 

or not for home working is made by the employer at its sole discretion. 

 

5.6 Stress in the Workplace: 

5.6.1 IICP College is aware of the increasing health concerns associated with 

stress at work.  The Health and Safety Authority states that workplace stress 

arises when the work demands on a person exceed their capacity to meet 

them. It is important to note that stress that is experienced in the workplace 

may not be caused by the workplace. Our personal capacity to manage our 

workloads can be affected by different circumstances: that which is 

experienced as difficult but manageable at times when we are feeling strong 

and supported by others can be experienced as overwhelming when we are 

low, unsupported or facing multiple challenges. Personal resilience or 

vulnerability; family well-ness or ill-health; and socio-economic stability or 

fragility at personal, familial and social level are some of the many factors 

that can impact on how we experience stress and challenges inside of and 

outside of work.  

5.6.2 It is important to recognise that the work-place provides opportunities for 

developing and maintaining positive mental health and well-being. To this 

end IICP College aims to increase the potential for employee wellness and 

wellbeing through workplace stress through: 

• Creating and maintaining a healthy place of work; 

• Promoting awareness of the detrimental effects of long-term stress for 

individuals and the organisation as a whole; 

• Encouraging employees to recognise stress in themselves and others; 

• Encouraging individuals to get help in dealing with stress as appropriate; 
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• Monitoring and reviewing roles, organisational structures and systems in 

accordance with its quality assurance systems. 

5.6.3 If an employee feels that they are suffering from stress as a result of their 

work, he / she should notify their supervisor / manager immediately. 

 

5.7 Display Screen Equipment / Visual Display Units: 

5.7.1 The College recognises its responsibility to ensure the implementation of 

the Safety, Health and Welfare at Work (General Application) Regulations, 

2007, regarding the safe operation of display screen equipment.  The 

regulations apply to any member of colleagues who habitually uses display 

screen equipment to a significant degree during the course of his / her 

normal duties. 

5.7.2 The College is responsible for: 

• Monitoring conditions at workstations with particular reference to 

eyesight, physical difficulties and mental stress; 

• Providing information relevant to health and safety factors; 

• Ensuring employees take periodic breaks or changes in routine away from 

the screen; 

• Encouraging regular eye tests. 

 

5.8 Smoking/Alcohol and Drugs: 

5.8.1 It is not permissible to attend work under the influence of intoxicating liquor 

or drugs. The smoking of tobacco products is prohibited in the offices of IICP 

College. Smoking can take place outside the College building at least 3 metres 

distance away from door entrances and windows. 

5.8.2 This Smoking/Alcohol and Drugs policy forms part of the overall Health & 

Safety Policy and any breach will be dealt with under the Company’s 

disciplinary procedure.  

5.8.3 Visitors, learners, contractors and temporary members of staff are expected 

to abide by the terms of this policy. 

5.8.4 IICP College also has in place Policies for employees relating to: 
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• Misuse of Substance; 

• Smoking. 

 

 

 

5.9 Manual Handling: 

5.9.1 Manual Handling is defined as the “transporting of a load by one or more 

employees and includes lifting, putting down, pushing, carrying or moving a 

load, which by reason of its characteristics or of unfavourable ergonomic 

conditions involves risks, particularly of back injury to employees”. 

5.9.2 This is a priority issue because it is a major cause of accidents in the workplace. 

It is IICP College’s policy to minimise the need for manual handling of loads by 

its employees and so therefore manual handling should be avoided as far as is 

reasonably practicable. 

5.9.3 Employees must check the weight of the load before attempting to lift it and if 

the load is too heavy get help.  

5.9.4 When lifting, follow the following basic principles: 

a) Relax the knees. Lowering movements should start at the knees not the 

head. 

b) Get close to the object to be lifted. Get a good balance by keeping the feet 

apart.  

c) One foot will automatically be ahead of the other. 

d) When in position, bend the knees and lift with the strong muscles in the 

legs. 

e) Lift gradually, smoothly and without jerking, keeping the object close to 

the body and the back straight. 

 

5.10 Training: 

5.10.1 IICP College is committed to identifying the safety training needs on an ongoing 

basis. Staff will be involved in the identification of hazards in the office and 

advised of the particular hazards pertaining to their area. Where appropriate, 
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staff will be trained to respond to such hazards in order to prevent 

accidents/injury to themselves, their colleagues and learners. 

5.10.2 Where appropriate, staff will be trained in fire procedures, manual handling, 

emergency procedures and the use of special machinery and equipment.  

5.10.3 IICP College is committed to consulting with its staff members regarding safety, 

health and welfare in the office. Staff is involved in the identification of hazards 

and are trained in dealing with the hazards identified. 

5.10.4 This policy and the College Safety Statement will be included in Induction and 

Training and staff will be advised on how to deal with any problems that arise. 

 

5.11 Reporting of Accidents: 

5.11.1 Staff are required to report all accidents and near misses, whether resulting in 

injury or not, to management. Under the Safety, Health and Welfare at Work 

(Reporting of Accidents and Dangerous Occurrences) Regulations 2016, 

employers must report certain occurrences to the Health & Safety Authority 

and ensure records are kept on site for a period of 10 years1. 

5.11.2 The following details are required: 

• Date, Time and Place of the incident. 

• Name, Address, Occupation and Age of the injured person. 

• Circumstances, including cause and nature of the injury and the 

arrangements made for its treatment. 

5.11.3 All accidents will be investigated by a member of management and a written 

report prepared. Corrective action will be taken where necessary to avoid a 

reoccurrence. 

5.11.4 Accidents involving persons who are not members of staff but are visiting or 

working on the premises must also be reported. 

 

5.12 Fire Procedures: 

 
1 See: Health and Safety Authority Guidance on the Safety, Health and Welfare at Work (Reporting of Accidents 
and Dangerous Occurrences)Regulations 2016. Available from: 
https://www.hsa.ie/eng/Publications_and_Forms/Publications/Safety_and_Health_Management/Accident_an
d_Dangerous_Occurrences_Reporting.pdf (Accessed 28 November 2018). 

https://www.hsa.ie/eng/Publications_and_Forms/Publications/Safety_and_Health_Management/Accident_and_Dangerous_Occurrences_Reporting.pdf
https://www.hsa.ie/eng/Publications_and_Forms/Publications/Safety_and_Health_Management/Accident_and_Dangerous_Occurrences_Reporting.pdf
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5.12.1 In the event of a fire and providing there is no danger to the persons concerned 

every effort should be made to extinguish or contain the fire pending the 

arrival of the fire brigade. The magnitude of the outbreak must dictate whether 

attacking the fire should take priority over reporting and evacuation. 

5.12.2 All staff should be familiar with the exit routes and should also know the 

location and type of fire extinguishers in the office. 

 

5.13 Breach of Health & Safety: 

5.13.1 Breach of IICP College’s Health and Safety rules, guidelines or procedures and 

/ or any law which outlines obligations as regards health and safety may result 

in disciplinary action up to and including dismissal.  In addition, please note 

that in some cases the College is obliged to make a report of the breach to the 

Health & Safety Authority (HSA) who may take further action against the 

individual. 

  



11 
 

 

6 Supporting Documentation. 

6.1 Fire Safety. The following instructions are issued to Staff and Learners: 

 

If you discover a fire you should: 

• Activate the fire alarm. 

• If there is a reasonable hope of extinguishing the blaze, attack the fire immediately. 

• Do not under any circumstances, expose yourself to danger. 

• Leave the building by the nearest fire exit and proceed to your designated assembly 

point. 

 

If you hear the alarm you should: 

• Switch off any equipment under your control and leave the building by the nearest 

fire exit.  

• Do not stop to collect personal belongings. 

• Once outside, do not enter the building until you are told it is safe to do so. 

• Management will on occasion perform fire drills to ensure that procedures are 

known and followed in the event of a real fire 
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(2) Home-Working Risk Assessment Checklist 

 

 

Employee  

Type of work activity:  

Date of assessment: 

 

Hazard Checklist 

Area where home-working takes place  

Is there sufficient ventilation / can windows be opened without risk to employee or others?  

Is there sufficient lighting for the task?  

Is there sufficient heating?  

Is there sufficient space for all the furniture & equipment used?  

Is flooring in good condition and free from trip hazards?  

Is there sufficient safe & secure storage space for equipment and documents used?  

 

Electrical safety  

Is the fixed electrical system in good condition e.g. no signs of sparks, flashes, arcing, etc.  

Are there sufficient numbers of sockets to prevent overloading?  

If extension leads are used are these the fused and switched type?  

Are visual checks of electrical equipment to identify any obvious faults such as worn or 

damaged leads or plugs undertaken regularly?  

 

Safe Posture  

Has the employee received training/information on how to set up their workstation to 

avoid poor posture?  

Does the chair used provide sufficient lumbar support? 

Can the chair be adjusted in seat height, seat back height and seat back tilt I 

Is the work surface of a sufficient size?  

Is the sufficient space in front of the keyboard for the employee to rest their hands in 

between keying?  

Does the employee have to read/refer to/copy from documents placed flat on the desk? 

(This is likely to lead to awkward neck movements and should be avoided by using a 

document holder.) 

Can the employee’s feet rest on the floor or do they need a footrest?  

If the employee has to use a laptop do they use a docking station?  

Is the employee likely to regularly use the telephone whilst using the keyboard or mouse? 

(If yes, a headset should be provided).  

Is the employee aware of the importance of taking regular breaks from computer based 

work before fatigue sets in?  
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Has the employee experienced pain or discomfort when using the computer at home?  

 

Visual fatigue  

Is the screen positioned at the correct height and viewing distance? (The employee’s line 

eye-line should be just below the top of the screen and the screen should be positioned 

directly in front of the user at approximately an arm’s length away).  

Is the screen free from glare or reflections?  

Has the employee had a recent eye-sight test?  

Has the employee suffered from headaches or visual discomfort when working at the 

computer at home? 

 

Manual Handling  

Is there a need for manual handling training?  

 

Stress  

Is there sufficient segregation from disruptions e.g. children, pets, other family members?  

Are there arrangements for keeping in contact with the home worker?  

Are there arrangements in place to conduct regular supervision/ personal development 

reviews with the home worker? 

Is support / advice readily available to the home worker to deal with either IT problems or 

other specific work queries?  

Does the home worker have access to sufficient training, information & instruction to 

enable them to undertake their work safely? 

 

Emergency arrangements  

Does the accommodation used for home working have a smoke alarm?  

Has the home worker identified what they will do in the event of a fire? (Has the home 

worker got access to a first-aid kit? 

 

Action taken by employee to address any issues raised: 

 

Action taken by the College to address any issues raised: 

 

ASSIGN A RISK RATING TO THE HOME WORKING ONCE ALL OF THE MEASURES IDENTIFIED 

ABOVE HAVE BEEN IMPLEMENTED  

RISK RATING: __________(1-5)  

1. Trivial Risk: No further action needed 

2. Acceptable Risk: No additional risk control measures required Moderate Risk: 

Implement further risk control measures if possible  
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3. Substantial Risk: Further control measures must be implemented. If this is not possible 

then work must be strictly managed to ensure safety.  

4. Intolerable: Work must be prohibited until further control measures are implemented. 

 

Signature of Person Completing Assessment: 

 

Date: 


