
 

Revision E 

  

 
 

 
 
 
 
 
 
 
 
 
 

Old Coolattin Country t/a Carnew Training & Development Centre 

 

Health & Safety 

Statement 

 
Revision E - 08 June 2020 

 
First Drafted: 2nd Feb 2007 

 
 

 



Revision E 1 

 

 

 

 

 

 



Revision E 2 

 

HEALTH AND SAFETY STATEMENT REVISION HISTORY ____________________________________________________________ 4 

CARNEW TRAINING AND DEVELOPMENT CENTRE _______________________________________________________________ 5 

HEALTH AND SAFETY POLICY ________________________________________________________________________________ 6 

IMPLEMENTATION OF GENERAL POLICY STATEMENT ____________________________________________________________ 7 

GENERAL RESPONSIBILITIES OF EMPLOYEES ____________________________________________________________________ 8 

Carnew TDC - COVID-19 Policy _______________________________________________________________________________ 8 

WORK RELATED STRESS AND DIGNITY AT WORK. _______________________________________________________________ 9 

BULLYING ________________________________________________________________________________________________ 9 

DEFINITIONS ____________________________________________________________________________________________ 10 

DEFINITIONS CONTINUED __________________________________________________________________________________ 11 

COMPLAINTS PROCEDURE _________________________________________________________________________________ 11 

COMPLAINTS PROCEDURE CONTINUED. ______________________________________________________________________ 12 

FURTHER INFORMATION __________________________________________________________________________________ 13 

RESPONSIBILITIES TOWARDS THIRD PARTIES __________________________________________________________________ 13 

PREGNANCY AT WORK.____________________________________________________________________________________ 13 

CONSULTATION PROCESS __________________________________________________________________________________ 14 

INFORMATION AND TRAINING _____________________________________________________________________________ 14 

SAFETY REPRESENTATIVE __________________________________________________________________________________ 15 

ACCIDENT REPORTING ____________________________________________________________________________________ 16 

HAZARDS _______________________________________________________________________________________________ 17 

HAZARDS CONTINUED ____________________________________________________________________________________ 18 

First Aid Stations are located _______________________________________________________________________________ 18 

GENERAL ON GOING HAZARDS _____________________________________________________________________________ 19 

FIXED EQUIPMENT _______________________________________________________________________________________ 20 

COMPUTER AND NETWORK USAGE POLICY ___________________________________________________________________ 21 

RESPONSIBILITIES OF GENERAL MANAGER ____________________________________________________________________ 22 

RESPONSIBILITIES OF APPOINTED STAFF & BOARD MEMBERS ____________________________________________________ 23 

RESPONSIBILITIES OF EMPLOYEES AND VISITORS _______________________________________________________________ 23 

RESPONSIBILITIES OF CARETAKER ___________________________________________________________________________ 24 

VOLUNTEER POLICY AND PROCEDURAL GUIDELINES OF CARNEW TDC _____________________________________________ 25 

VOLUNTEER POLICY AND PROCEDURAL GUIDELINES OF CARNEW TDC CONTINUED __________________________________ 26 

CODE OF PRACTICE FOR RECRUITMENT AND MANAGEMENT OF VOLUNTEERS ______________________________________ 27 

CODE OF PRACTICE FOR RECRUITMENT AND MANAGEMENT OF VOLUNTEERS CONTINUED ____________________________ 28 

CODE OF PRACTICE FOR RECRUITMENT AND MANAGEMENT OF VOLUNTEERS CONTINUED ____________________________ 29 

CODE OF PRACTICE FOR RECRUITMENT AND MANAGEMENT OF VOLUNTEERS CONTINUED ____________________________ 30 

STAFF MEMBERS   2019/2020 ______________________________________________________________________________ 31 

INDUCTION TRAINING _____________________________________________________________________________________ 32 

EMERGENCY CONTACTS ___________________________________________________________________________________ 33 

FIRST AID STATIONS ______________________________________________________________________________________ 34 

FIRE DRILL/EMERGENCY EVACUATION PROCEDURES ___________________________________________________________ 35 
 



Revision E 3 

FIRE DRILL/EMERGENCY EVACUATION PROCEDURES ___________________________________________________________ 35 

EMERGENCY PROCEDURES _________________________________________________________________________________ 36 

CARNEW TRAINING & DEVELOPMENT CENTRE FIRE PROCEDURE __________________________________________________ 37 

FIRE ____________________________________________________________________________________________________ 37 

FIRE HAZARDS ___________________________________________________________________________________________ 37 

WHAT TO DO IF YOU DISCOVER A FIRE IN THE BUILDING ________________________________________________________ 38 

LOCATION OF FIRE ALARMS ________________________________________________________________________________ 39 

UPSTAIRS LAYOUT ________________________________________________________________________________________ 40 

DOWNSTAIRS LAYOUT ____________________________________________________________________________________ 41 

KITCHEN ________________________________________________________________________________________________ 42 

RISK ASSESSMENTS _______________________________________________________________________________________ 42 

OFFICES AND TRAINING ROOMS ____________________________________________________________________________ 43 

HALL STAIRS AND LANDING ________________________________________________________________________________ 44 

OFFICES AND TRAINING ROOMS- CHILD SPECIFIC ______________________________________________________________ 45 

FORKLIFT TRAINING ______________________________________________________________________________________ 46 

MEWP/WORK AT HEIGHT TRAINING _________________________________________________________________________ 47 

CHAINSAW TRAINING. ____________________________________________________________________________________ 48 

DRIVING FOR WORK. _____________________________________________________________________________________ 49 

DRIVING FOR WORK CONTINUED. ___________________________________________________________________________ 50 

DRIVING FOR WORK CONTINUED. ___________________________________________________________________________ 51 

DRIVING FOR WORK CONTINUED. ___________________________________________________________________________ 53 

DRIVING FOR WORK CONTINUED. ___________________________________________________________________________ 53 

ACCIDENT/INCIDENT REPORT FORMS ________________________________________________________________________ 56 

Incident Report __________________________________________________________________________________________ 57 

Carnew Enterprise Centre Accident Report Form _______________________________________________________________ 58 

Additional Information ____________________________________________________________________________________ 59 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Revision E 4 

 

  

 
 
HEALTH AND SAFETY STATEMENT REVISION HISTORY 

 

Rev 

No 

Date of 

Review 

                                Amendments Amended by 

A First Drafted: 
2nd Feb 2007 

  

B Reviewed: 5th 
Jan 2017 

General Revision  

C Reviewed 16t 
Jan  2019 

General Revision  

D Reviewed    
11th Dec 2019 

Revision and Update. Tom Kelly 

E Reviewed      
08 June 2020 

Review of Risk assessments to take account of any changes 
to the work activity following implementation of the public 
health recommendations for COVID-19. 

Tom Kelly 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Revision E 5 

 
CARNEW TRAINING AND DEVELOPMENT CENTRE 

 

Carnew Training and Development Centre facilitates a self-help culture so that people in marginalised 
circumstances can improve their social and economic lives by accessing training and services as a means of 
empowerment. We run a Jobs Club for Job Seekers and provide information regarding re-employment or 
starting up a new business. 
We run programmes that build human capital through needs generated training. These programmes cover 
a range of demographics from young people to senior citizens. Our Benefit 4 programme is free, with a 
core objective to provide basic IT training to the harder to reach groups such as the unemployed, older 
people and the disadvantaged. All our courses, if not free, are affordable to our target groups and we 
endeavour to ensure that affordability is maintained. We are a not for profit organisation, meaning that all 
our courses are kept to a minimum cost to the Learner. 
Carnew Training & Development Centre is associated with a range of activities and resources that address 
the needs of the diverse demographics in the area such as 

 Pride in Carnew Community Group 

 Summer Camps for Kids 

 Free Counselling Services 
 

Actively involved promoting local heritage to reap local economic benefits, promote social and cultural 
development and foster community spirit. Carnew TDC collaborates with a number of bodies to enhance 
Carnew- Wicklow County Council, The Heritage Council and Wicklow Leader Programme. 
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Carnew Training & Development Centre 

 
HEALTH AND SAFETY POLICY 

 

Safety, Health and Welfare at Work Act 2005 

 

To each employee and visitor: 

 

Definitions:  

Visitor - management member, student, tenant, contractor, legitimate agent and visitor   

Employee - any person employed by Old Coolattin Country CLG or Tomacork Community Employment Ltd. 

whose place of work is Carnew Training & Development Centre.  

 
The Board of Management of Old Coolattin Country CLG. trading as Carnew Training & Development 
Centre, Woolgreen, Carnew, Co. Wicklow, (hereafter called CTDC), acknowledge their responsibilities 
under the Safety, Health and Welfare at Work Act, 2005 and any Regulations made there under. 
With this in mind we have carried out Risk Assessments of all our key operations and processes in all the 
workplaces we control.  The risk assessments formed the basis for preparing the Safety Statement which 
sets out the safety and health measures we are implementing to protect everyone both employees and 
visitors. 
We are committed to ensuring that the safety and health measures set out in our Safety Statement are 
met. 
 
CTDC is committed to providing, so far as is reasonably practicable, a safe and healthy work environment 
for all CTDC employees and to meet its duties to authorised visitors who may be affected by CTDC’s 
operations.   
In accordance with section 20 of the Act, CTDC’s safety statement identifies the hazards and assesses the 
risks of all CTDC activities; it details the protective and preventive measures taken, personnel responsible, 
relevant resources, and employee co-operation required to secure the safety, health, and welfare at work 
of persons employed in CTDC. 
CTDC will consult with staff on safety, health, and welfare at work matters, including this document, in 
accordance with Section 26 of the Act. Specifically staff will be informed of any serious risk(s) to safety and 
how they are being addressed.   
 
Each employee/visitor has an important contribution to make to the creation of a safe workplace.   
Under the terms of the 2005 Act, it is the duty of each employee/visitor to comply with safety and health 
legislation. 
Take reasonable care to protect his or her own safety, health and welfare and that of any other person 
who may be affected by his or her acts or omissions at work, 
You must play your part under the Safety Statement. Comply with all the safety and health rules for your 
area. Work safely and think of others as you do.  
Know and understand the Risk Assessments for your area.   
Report safety and health problems  
CTDC will annually review this safety statement in the light of experience and developments within CTDC. 
 
 
Signed:  __________________________________                                                                                                          
Dermot Kenny, General Manager 
 
Date:  ______________________ 
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IMPLEMENTATION OF GENERAL POLICY STATEMENT 

 
The aims set out in the general policy statement will be accomplished as detailed hereunder and without 
prejudice to the generality of the introductory general policy statement.  The administration will extend its 
policy to include in particular: 
 

1. The design, provision, and maintenance of, so far as is reasonably practicable, a working 
environment that is safe, healthy and without risks as regards arrangements and facilities, to the 
welfare of all people affected by the work practices. 

 
2. The provision and maintenance of, so far as is reasonably practicable, premises, with means of 

entry thereto and egress there from, which are safe and without risks. 
 

3. The supply and maintenance, as far as is reasonably practicable, of plant, equipment and 
appliances, for the time being, on the premises that are safe and without risks to safety, health and 
welfare of people affected by their use. 

 
4. The provision of information, instruction, training, and supervision as is necessary to ensure, as far 

as is reasonably practicable and is necessary in the opinion of management. 
 

5. In circumstances where it is not practicable to control or eliminate hazards in the place of work, the 
provision, and maintenance of such protective clothing or equipment that is appropriate and that 
these are used. 

 
6. The insurance that the use, handling, storage and transport of articles and substances are, so far as 

is reasonably  practicable, safe and without risks to the safety, health and welfare of all. 
 

7. The obtaining, where the foregoing obligations cannot be complied with for lack of suitable 
personnel, of the services of a competent person as per section 6, (2j) of the Safety; Health and 
Welfare at Work Act 2005. 

 
This statement will be retained in the workplace and its provisions will be brought to the notice of all 
employees. 
 
The statement will be kept available for inspection by the Health and Safety Authority. 
 
The person charged with the responsibility for the implementation and upkeep of these policies is Dermot 
Kenny, General Manager.  
 
CTDC as the employer are legally obliged to ensure that persons are nominated and made responsible to 
ensure that all the areas identified in this safety statement will be carried out fully. 
Where it is required we will ensure that any training required to fulfil these roles will be provided. 
We will review and follow up on a regular basis to ensure that assigned tasks are being carried out 
effectively. 
 
Signed:  __________________________________ 
 
Dermot Kenny, General Manager 
 
Date:  ______________________ 
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GENERAL RESPONSIBILITIES OF EMPLOYEES 

 
All employees are reminded that the Safety, Health, and Welfare at Work Act 2005 impose a duty upon 
them while at work to: 
 

1. Take responsibility for the Safety, Health, and Welfare of Him/herself and of all other Parties who 
may be affected by their acts or omissions at work. 

 
2. To co-operate with Management and any other person to such an extent as will enable 

management to comply with all relevant statutory provisions. 
 

3. To use in such manner so as to provide the protection intended, any suitable appliance, protective 
clothing, convenience, equipment or other means or object provided (whether for their own use or 
for use by them in common with others) for securing their safety, health and welfare while at work. 

 
4. To report to management or immediate superior, without unreasonable delay any defects in plant, 

equipment, place of work or system of work, which might endanger safety, health or welfare of 
which they become aware. 

 
Remember it is an offence under the Legislation to fail to discharge the above duties or intentionally or 
recklessly, to interfere with or misuse anything provided in the interests of Safety, Health, and Welfare 
under the current statutory provisions. 
 
Staff and management will encourage visitors to report to them any items or situations that in the visitors’ 
opinion are hazards or potential hazards. 
 

Carnew TDC - COVID-19 Policy 

A COVID-19 policy has been put in place which outlines our commitment as an employer to implement the 

help prevent the spread of the virus. The policy and all documentation regarding COVID-19 is available in 

the COVID-19 folder. 

The management of Carnew TDC are strongly committed to ensuring the health and safety of all 

employees and visitors to the business. The plan has been developed and put in place in consultation with 

workers. Supervision, clear direction and information for employees, customers and clients is key in 

ensuring the success of this COVID-19 Response Plan. Management is fully committed to implementing the 

plan and checklists. 

We have established a system to keep up to date with the latest advice from Government and to adjust 

plans and procedures in line with that advice. 

We have reviewed this safety statement and risk assessments to identify any extra control measures 

required to be put in place to minimize the risk of staff and visitors being exposed to COVID-19.                  

All emergency plans have been reevaluated, in particular to take account of physical distancing 

We have provided all staff with an induction and information and guidance on the measures put in place to 

help prevent the spread of the virus and what is expected of them. Staff have been advised how to raise 

issues or concerns and Carnew TDC commits to responding to all such issues. 

A Worker Representative has been appointed and trained to help, advise and to monitor compliance with 

COVID-19 control measures in the workplace. 
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WORK RELATED STRESS AND DIGNITY AT WORK. 

 

STRESS. 

 

Work Related Stress (WRS) is stress caused or made worse by work. It simply refers to when a person 
perceives the work environment in such a way that his or her reaction involves feelings of an inability to 
cope. It may be caused by perceived/real pressures/deadlines/threats/anxieties within the working 
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. It often occurs in situations characterised by 
low levels of control and support.’ (Professor Tom Cox, I-WHO, University of Nottingham, UK) 
 
All employers are legally required to assess the working environment for systems and practices which 
lead to health and safety hazards, including stress, and to put in place preventive measures. 
Policies and practices which benefit employee health can improve productivity. The perception that 
levels of stress are low is associated with low staff turnover, low levels of absenteeism and low rates 
of illness and injury. Organisations that are perceived to be healthy tend to have clear policies and 
active methods of dealing with people which encourage: 
 
● Respect for the dignity of each employee; 
● Regular feedback and recognition of performance; 
● Clear goals for employees in line with organisational goals; 
● Employee input into decision making and career progression; 
● Consistent and fair management actions. 
 

Carnew Training & Development Centre is committed to protecting the dignity of people at work, and to 
providing all of our employees with an environment free from stress. 
 
 

BULLYING  

 

Prevention and Dealing with Bullying, Harassment or Sexual Harassment at Work 

 
Carnew Training & Development Centre is committed to protecting the dignity of people at work, and to 
providing all of our employees with an environment free from bullying, harassment, or sexual harassment.  
One of our key values is to support and respect our colleagues as individuals and as teams. 
 
Every member of staff has an obligation to be aware of the effects of their own behaviour on others.  You 
are also reminded that it is not the intention of the perpetrator, but the effect on the victim that 
determines what constitutes bullying, harassment or sexual harassment. 
 
Incidents of bullying, harassment, or sexual harassment will be treated as misconduct under our 
Disciplinary procedure, the magnitude of the misconduct being governed by the seriousness of the 
misbehaviour.  Appropriate disciplinary action, up to and including dismissal for serious offences, will be 
taken against any employee who violates this policy. 
 
The policy applies to employees both in the workplace and at work-associated events, such as meetings, 
conferences and office parties, whether on the premises or off site. 
 
The policy applies to bullying, harassment, and sexual harassment, not only by fellow employees but also 
by a client, customer, or other business contact to which an employee might reasonably expect to meet in 
the course of their employment. 
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DEFINITIONS 

 

Bullying is defined as: 

 
“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 their definition may be an affront to dignity at work but as a once 
off incident is not considered to be bullying.” 
 
Examples of bullying behaviour can include: 

 

 Personal insults and name calling 

 Persistent unjustified criticism and sarcasm 

 Public or private humiliation 

 Shouting at staff in public and or private 

 Sneering 

 Instantaneous rage, often over trivial issues 

 Unreasonable requests 

 Making it difficult for staff to have access to necessary information 

 Aggression 

 Continuously refusing reasonable requests without good reasons 

 Intimidation and threats in general 
 

Actions to be taken if you believe you are being bullied at work: 

 

 Do not feel you have brought this behaviour on yourself.  Bring it to someone’s attention so it can 
be stopped. 

 Remain as calm and collected as possible. 

 If possible, confront the bully and inform them that you find their behaviour unacceptable and ask 
them to stop immediately. 

 Talk to Dermot Kenny, Centre Manager, Pat Lacey CE Supervisor or Debbie Furlong, IT Manager, 
about the incidents. 

 Keep copies of any materials you receive from the perpetrator, as these may be needed at a later 
date. 

 Read the Bullying Policy. 
 
Harassment 

Harassment is any act or conduct including spoken words, gestures or the production, display or circulation 
of written words, pictures or other material, if the action or conduct is unwelcome to the employee and 
could reasonably be regarded as offensive, humiliating, or intimidating. 
The harassment has to be based on the relevant characteristics of the employee whether it is the 
employee’s marital status, family status, sexual orientation, religious belief (or none), age, disability, race, 
colour, nationality or ethnic or national origin or membership of the Traveller Community. 
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DEFINITIONS CONTINUED 
 

Harassment can occur even where the employee does not have the relevant characteristic but the harasser 
believes that he/she has that characteristic.  For example, if the harasser thought the employee was gay 
and the employee was not. 
 
The harassment can include, for example, oral or written slurs, physical contact, gestures, jokes, displaying 
pictures, flags/emblems, graffiti, or other material, which state or imply prejudicial attitudes, which are 
offensive to fellow employees.  
 

Sexual Harassment 

Sexual harassment is a form of discrimination on the grounds of gender in relation to conditions of 
employment.  The definition of sexual harassment includes any: 
 

 Act of physical intimacy  

 Request for sexual favours 

 Any other act or conduct including spoken words, gestures or the production, display or circulation 
of written words, pictures or other material that is unwelcome and could reasonably be regarded as 
sexually offensive, humiliating or intimidating. 

 
Examples of this type of harassment include: 
 

 Sexual gestures 

 Displaying sexually suggestive objects, pictures, calendars or sending suggestive and pornographic 
correspondence 

 Unwelcome sexual comments and jokes 

 Unwelcome physical conduct such as unnecessary touching, etc. 
The difference between friendly behaviour and sexual harassment is that the latter is neither solicited 
nor accepted by the recipient; it is unwelcome and/or imposed.   
The fact that the perpetrator has no intention of sexually harassing or harassing the employee is no 
defence.  The effect of the behaviour on the employee is what is important.  A single incident may 
constitute sexual harassment. 
 

COMPLAINTS PROCEDURE 

There is both an informal and formal procedure to deal with the issue of bullying, harassment, and 
sexual harassment at work. 
 

Informal Procedure 

It is often preferable for all concerned that complaints of harassment, sexual harassment, or bullying 
are dealt with informally whenever possible.  This is likely to produce solutions that are speedy, 
effective and minimise embarrassment and the risk of breaching confidentiality. 
 
If you are unsure as to whether the behaviour constitutes a form of harassment, sexual harassment, or 
bullying, you should discuss this with Dermot Kenny, General Manager, Pat Lacey CE Supervisor or 
Debbie Furlong, IT Manager.  Please be encouraged to seek support from whomever you deem 
appropriate. 
 
Alternatively, a person who believes that they are the subject of harassment or bullying should ask the 
person responsible to stop the offensive behaviour, and tell them it is unwelcome.  You should remind 
them of this policy, and inform them that continued inappropriate behaviour would result in you 
making a formal complaint.   
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COMPLAINTS PROCEDURE CONTINUED. 
 

When this action does not result in a cessation of the harassment, sexual harassment or bullying, or 
where a more serious incident has arisen, the employee should use the formal procedure. 
 
It is recognised that it may not always be practical to use the informal procedure.   
For example, where the harassment, sexual harassment or bullying is too serious to be treated under 
the informal procedure; where informal attempts at resolution have proved unsatisfactory; where the 
behaviour continues after the informal procedure has been adopted; where the employee making the 
complaint wishes it to be treated formally or where the people involved are at different levels in the 
organisation.  In such instances, the employee should use the formal procedure set out below. 
 

Formal Procedure 

 
The employee should make a formal complaint in writing to his/her immediate supervisor, if this is not 
appropriate, to Dermot Kenny, General Manager, or Debbie Furlong and if this is not appropriate, to 
any other member of management or board.  All complaints received will be treated seriously, 
confidentially and dealt with as soon as is practicable.  An independent investigation team will be 
appointed comprising two members of management/staff.  They will have no connection with the 
allegation. 
 
In the interests of natural justice, the alleged perpetrator will be notified in writing that a complaint has 
been made against him/her; he/she will be given a copy of the employee’s statement and will be given 
a fair opportunity to respond to the allegation(s) made. 
 
Whilst it is desirable to maintain utmost confidentiality, once an investigation of an issue begins, it may 
be necessary to interview other staff.  If this is so, the importance of confidentiality will be stressed to 
them.  Any statements taken from witnesses will be circulated to the person making the complaint and 
the alleged perpetrator for their comments before any conclusion is reached in the investigation. 
 
Carnew Training & Development Centre will maintain a record of all relevant discussions that take 
place during the course of the investigation.  The alleged perpetrator will be given a reasonable period 
to consider all of the documentation and an opportunity to respond.  It is in everybody’s interests that 
the investigation be concluded as speedily as possible and the investigation team will have discretion to 
impose reasonable time limits on both parties to respond before concluding the investigation. 
 
Both parties will have the right to be accompanied or represented by a representative, trade union 
representative, colleague, or friend. 
 
When the investigation has been completed, both parties will be furnished with a written report 
outlining the findings of the investigation and the reasons for the final decision. 
 
If the complaint is upheld against an employee, the report will recommend whether Carnew Training & 
Development Centre’s disciplinary procedure should be invoked.  The disciplinary action to be taken 
will be in line with Carnew Training & Development Centre’s disciplinary policy, which may include 
transfer or other appropriate action up to, and including dismissal.  Records of any warnings for 
bullying, harassment, or sexual harassment will remain in the employees file and will be used if any 
further allegations or offences of the same or similar nature occur in the future. 
 
Please note however that any individual making deliberate malicious false accusations against another 
will themselves face gross misconduct charges. 
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FURTHER INFORMATION 

 

All questions relating to the execution or interpretation of this policy should be referred to Dermot 
Kenny, Centre Manager, Pat Lacey CE Supervisor or Debbie Furlong, IT Manager. 
 
Carnew Training & Development Centre recognises every individual’s right to be treated with dignity, 
both by management and work colleagues.  All who work here are expected to respect the right of 
each individual to dignity in their working life.  Bullying or harassment in any form is not accepted by us 
and will not be tolerated. 
 

 

RESPONSIBILITIES TOWARDS THIRD PARTIES 

 
The management’s representatives charged with the responsibility for the application of the legislation 
in accordance with this policy statement must ensure that: 
 

(1) All visitors are made aware of all hazards of the Management’s concerns and also means of escape 
by means of notices. 

 

(2)  Where contractors and sub-contractors are on the premises, the Management must advise 
employees, customers, visitors and other third parties likely to be affected, of the potential hazards 
arising from the work being undertaken. 

 
(3)  There is no interference with contractors’ staff in the performance of their duties, but where it 

appears that unsafe practices are being followed, they should contact the main contractor and the 
party engaging the main contractor where appropriate. 

 
(4)  That the contractor or sub-contractors equipment is in good repair and in a safe condition 
 
(5)  All the contractors and sub-contractors have a Safety Policy Statement. 

 
Note: The Management, in determining the regulations and activities governing the use of the Centre 
buildings or grounds, shall include the appropriate legislative requirements in Safety and Health matters. 
 
PREGNANCY AT WORK.                                                                                                                                              

(Protection of Pregnant, Post Natal and Breastfeeding Employees)    

 

As required by Part 6 of the Safety Health and Welfare at work (General Application) Regulations 2007, 
On becoming aware that an employee is pregnant, has recently given birth or is breastfeeding, we will 
assess the specific risks arising from the employment to that employee and take action to ensure that she 
is not exposed to anything that would damage her health or that of her developing child. 
We will carry out the following: 

 Make sure that  a specific risk assessment for that employee is undertaken, taking account of any 
medical advice that the employee has received. 

 Eliminate or reduce the risk when possible. 

 If it is not possible to eliminate or reduce the risk to an acceptable level then: 
o Adjust the working conditions or hours of work, (or both) 
o Provide alternative work. 
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CONSULTATION PROCESS 

 

Management at all times wish to encourage co-operation in Safety, Health, and Welfare matters with 
all parties who may be affected by their work practices. 
 
(1)  The law requires that staff must report defects of which they become aware immediately so 

that remedial action can be taken. 
 

(2)  The person to whom these defects are reported will record the information and, if within 
their power rectify the defects or ensure that they are rectified. 

 
 (3)  Suggestions for improvements in Safety and Health matters should be conveyed to the 

Manager and Safety Officer.  
 
The appointed Safety Officer is Pat Leacy  

 
INFORMATION AND TRAINING 

 
The Management will, from time to time, issue information on Safety, Health, and Welfare in order to keep 
all employees abreast with up-to-date legislation, hazards, and any risks involved in its activities.  These 
may be by means of e-mails, memos, notices, videos, films, talks, or seminars as deemed necessary. 
 
Information on hazards and risks and the necessary measures to deal with them will be made available. 
 
Training will be arranged for staff involved in specific tasks requiring additional skills if deemed necessary.  
Records of all training given will be recorded. 
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Experience has shown that where workers get involved in making sure their safety and health is 

protected, it is more successful in that workplace.  

 

SAFETY REPRESENTATIVE 

CTDC recognises that under Section 25 of the Health and Safety 2005 Act, all employees are entitled to 
select a safety representative to represent them on safety and health matters with their employer.                                
Section 26 of this Act requires the employer to consult with employees to ensure cooperation with 
preventing accidents and ill health and in turn the workers can consult with their employer.                      
Section 26 sets out the arrangements for this consultation on a range of safety and health issues.  
 

 Safety representatives, after giving reasonable notice to the employer, have the right to inspect the 
whole or part of a workplace that they represent at a frequency or on a schedule agreed between 
them and the employer.  

 A safety representative may investigate accidents and dangerous occurrences in the workplace to 
find out the causes and help identify any necessary remedial or preventive measures. 

 Accompany a Health and Safety Authority inspector carrying out an inspection under Section 64 of 
the 2005 Act, other than the investigation of an accident or dangerous occurrence, although this 
may be allowed at the discretion of the inspector; 

 At the discretion of the inspector, and when the employee concerned so requests, be present when 
the inspector interviews the employee about an accident or dangerous occurrence at the 
workplace; 

 Make representations to the employer on safety, health and welfare at the workplace; 

 Make verbal or written representations to inspectors, including about the investigation of accidents 
or dangerous occurrences; 

 Receive advice and information from inspectors in relation to safety, health and welfare at the 
workplace ; and 

 Consult and liaise with other safety representatives appointed in the same workplace, whether or 
not they work in the same place or in different places under the control of the employer or at 
different times at the workplace (for example, safety representatives on different shifts). 

 
A safety representative shall not suffer any disadvantage in their employment through discharging their 
functions and cannot be held criminally liable for failure to perform any function of a safety 
representative. 
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ACCIDENT REPORTING  

  
(1) All accidents will be reported regardless of the severity. The term accident in this context refers to 
all accidents including “near misses” and property damage. 
 

(2) All accidents will be reported to the person in charge. 
 

(3) The injured person or supervisor will complete an accident report form. 
 

(4) In the event of a serious injury, the area in question must be left undisturbed, after treatment to 
the injured party, until clearance has been given. 

 
 

Detail of all accidents will be recorded on the Accident Report form and copies retained. 
 
Whenever any of the items listed below occur, the event will be reported in writing to the Health and 
Safety Authority and a record of the report will be retained. 
(See appendix 4 for contact details) 
 
(a) The death of a person, irrespective of whether or not they are at work, as a result of an accident 

arising out of or in connection with work. 
 
(b) The death of an employee, as a result a reportable injury, unless the death occurs more than a year 

after the accident. 
 
(c) A person at work (including a self-employed person) being disabled from performing his normal 

work for more than 3 days because of work. 
 
(d) A person who is not at work but who because of a work activity sustains injury requiring medical 

treatment. 
 
(e) One of a list of specific dangerous occurrences arising out of or in connection with work. 
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HAZARDS 

 
The management carried out a survey of its premises and activities.                                                                   
From the report, it is evident that the following major hazards are those where the risk to employees and 
third parties are most applicable: 
 
 Fire Hazards 
 Electrical Equipment 
 Handling Disciplines 
 Slips, Trips and Falls 
 Cuts and Bruises 
 Health and Hygiene 
 
To reduce the risks the following hazards are highlighted together with the suggested means of eliminating 
or mitigating the risk and in all cases, resources required have already been made available as outlined in 
this safety policy statement. 
 
Specific Hazards   

 

Fire Hazards  

 

 Formal evacuation procedures will be carried out a minimum of twice yearly and evidence of this will 
be logged.   

 Portable firefighting equipment will be checked on a regular basis and evidence of these checks will be 
recorded. 

 All fire points will be kept clear at all times and will be highlighted. 
 Exits and entrances will be kept un-locked during normal operating hours.  They will be kept clear at all 

times and will be adequately signposted. 
 
Electrical Equipment 

Carnew Training & Development Centre has respect for electricity and its inherent hazards as applied to 
their particular premises.  The Centre make provisions for the safety of all employees from any association 
with the generation, transformation, conversion, switching, controlling, regulation storage, transmission, 
distribution and use of electrical energy in their workplace in compliance with Electricity Acts 1927-1988. 
The following precautions will apply: 
 

 All electrical equipment will be suitable identified. 
 All live parts will be adequately covered. 
 Precautions will be taken by earthing or automatic disconnection, to prevent danger from any 

exposed conductive part that may become live. 
 Due practices will be complied with in choosing and using electrical portable tools. 
 Over-current protective devices will be fitted. 

 
Note: Carnew Training & Development Centre is committed to having all electrical appliances, cables and 
sockets checked by a suitably experienced person on a regular basis. 
 
 
 
 
 



Revision E 18 

HAZARDS CONTINUED 
Manual Handling: 

The Management place special emphasis on manual handling as follows: appropriate organisational 
measure(s) will be taken or the appropriate mechanical means to avoid the need for manual handling of 
loads. 
 
Slips, Trips and Falls: 

All pedestrian surfaces must be kept clean, they should be fixed, stable and without dangerous bumps, 
holes or slopes. 
All spills should be cleaned up immediately to prevent slippery surfaces. 
There must be no obstacles placed on pedestrian areas. 
Cables must be placed beneath desks or running beside a wall. They should never be left trailing across the 
floor. 
When using the stairs: 
 No running on the stairs 
 Always hold the handrail. 
 Adequate lighting will be provided, faulty lighting should immediately be reported to management 
 Hazardous steps must be immediately reported to management. 

 
Cuts and Bruises 

First Aid Stations are located 
Downstairs 

 KITCHEN 
 HALL 

Upstairs 

 GLASS BOX 
The reception personnel have the responsibility for maintaining the stock of First Aid. 

‘First Aiders’ charged with the responsibility for administering First Aid are: 

 Danielle Horton 

 Debbie Furlong  

 Dermot Kenny 

Health and Hygiene 

Work areas should be kept clean and tidy at all times. 

Toilets are provided with hand soap, toilet paper and hand drying towels or equipment.                                   

Please practice personal hygiene after using the facilities. 

Do and Don’ts of Personal Hygiene in the Workplace 

 Do clean up after yourself 

 Do regularly wipe down your workstation 

 Do wash your cups and mugs daily 

 Do use hygiene facilities provided for you 

 Do adhere to the company’s hygiene policy 

 Don’t sneeze or cough without covering your nose and mouth 

 Don’t leave the toilet without washing your hands 

 Don’t use a public toilet without wiping it down 

 Don’t clean your face regularly with reused tissues 
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GENERAL ON GOING HAZARDS 

 
In addition to the foregoing, the following will be maintained at all times. 
 
1. Adequate lighting both internally and externally will be provided at all times. 
2. Pertinent notices on safety disciplines will be liberally displayed.  
3. No flammable material will be left near sources of heat. 
4. Continuous care will be given to unlevel walking surfaces.  
5. Broken panes of glass will be attended to immediately. 
6. Broken or chipped delph, pottery or glassware will be disposed of immediately.  Care will be taken 

to dispose of these separately from the normal waste. 
7. Emergency stopping procedures for any power equipment will be tested on a regular basis. 
8. Spillages of all liquids, in particular all kinds of hazardous chemicals, will be cleared up immediately.  

Hazardous chemicals will be neutralised prior to disposal. 
9. Canteen/Kitchen areas, washrooms, and toilets will be maintained in a safe and hygienic condition 

at all times. 
10. Broken furniture will be taken out of commission immediately for repair or replacement.  Table 

tops and work tops will be constantly monitored for any signs of splitting or fraying. 
11. Full first aid facilities will be provided at all times. 
12. The operation and use of Visual Display Units will be in accordance with regulations. 
13. No smoking will be allowed in the building. 
14. Overcrowding in all areas will be monitored. 
15. Strict attention will be paid to traffic control and parking in the grounds and on access laneway safe 

speeds will be adhered to at all times. 
16. Floor surfaces will be constantly inspected and tripping hazards such as crumpled mats and carpets, 

missing floor tiles, etc. will be corrected. 
17. Containers of chemicals, flammable liquids or other dangerous liquid will be labelled as to contents, 

hazard, and information on action to take in the event of contact with the hazardous liquid. 
18. Equipment in all rooms will be isolated when not in use, as will all services to these rooms. 
19. Notices will be posted in training rooms indicating equipment, which visitors are not, allowed to 

operate unsupervised. 
20. Dangerous behaviour, horseplay, or similar activity, which could result injury, will not be practised 

or tolerated.  
21. Any one deemed to be under the influence of alcohol or harmful drugs will not be permitted on the 

premises. 
22. Drain covers must be in position at all times and must be properly fitted. 
 
Hazards Associated With Specific Disciplines 

 

It is the policy of Carnew Training & Development Centre to draw attention to intrinsic hazards in their 
specific areas.  This enables constant attention to be paid to them by staff and visitors.  These areas and 
some of the associated points of importance are listed hereunder. 
 
Grounds Care and Maintenance 

Proper care and maintenance will be given to tools and equipment used in this area.  Faulty goods will not 
be used and will immediately be taken out of commission.  There are certain physical hazards that may 
possibly be associated with specific equipment and should be given particular attention: 
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FIXED EQUIPMENT 

 

 Fully repaired and maintained  
 Fully guarded and fenced 
 No close bystanders 
 
Hand-operated Grass Mowers: 

 

 Make sure area is clear of stones and other loose debris. 
 Do not mow with people in close proximity. 
 Do not leave mower with power on. 
 Do not mow with light footwear. 
 Do not lift mower while powered. 
 Always keep mower flat on the grass. 
 Do not pull mower towards your feet. 
 Switch off mower before moving it across roads and pathways. 
 
Hedge Cutting and Strimming: 

 

 Check safety switch off mechanism regularly. 
 Wear eye and face protection. 
 Check guarding systems 
 Do not use in proximity of bystanders. 
 
Further information on intrinsic hazards such as safe work practice sheets, hazard identification sheets, 

safety checklists and other safety rules are available in Appendix 1. 
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COMPUTER AND NETWORK USAGE POLICY 

 

Carnew Training & Development Centre’s Computer and Network Usage Policy incorporates all laws, 
restrictions and policies issued by the Irish Government and County Wicklow Vocational Education 
Committee. 
 
The policy is comprised of the following articles: 
 
1. All bags and coats should be placed neatly and safely on, under chairs, or in a designated area.  
 
2. No food or drink should be consumed near any computer at any time. 
 
3. Under no circumstances should any employee/visitor alter computer settings. 
 
4. Employees/visitors should never access, alter, or remove materials or data that belongs to another 

employee/visitor. 
 
5. Any employee/visitor misusing or damaging computer equipment anywhere in the Centre will be 

brought before the management committee.  They will be required to repair or replace damaged 
property. 

 
6. Under no circumstances should any employee/visitor insert or install any removable storage media 

onto any computer without prior permission.  
 
7. Internet access is available in the Centre at the discretion of the management.  Under no 

circumstances should any employee or visitor access or surf the internet without appropriate 
supervision. 

 

8. Employees and visitors are advised that the use of “chat rooms” and the provision of personal 
information to anyone on the internet can be extremely dangerous.  Therefore, access to “chat 
rooms” is prohibited in the Centre.  Further information regarding safety on the internet is available 
from Deborah Furlong. 

 

9. Employees and visitors are not permitted to access, download, save, create or transmit 
unauthorized software, games or other entertainment software, or save inappropriate or offensive 
material. 
Any employee/visitor found in breach of the above articles shall have all computer privileges 
revoked for a period set at the discretion management committee.  
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RESPONSIBILITIES OF GENERAL MANAGER 

 

Name: Mr. Dermot Kenny 

 

1. To initiate the Safety Policies of the centre 

2. To administer these policies and delegate to staff as appropriate 

3. To arrange, through the Management, that adequate funds and facilities to implement these 

policies are made available. 

4. To maintain the safe upkeep of the premises 

5. To implement and initiate evacuation procedures  

6. To ensure that First Aid facilities and Controls are implemented. 

7. To arrange to have this policy statement revised periodically 

8. To maintain relevant records and documents pertaining to statutory requirements 

9. To provide full executive support for all staff who have been given responsibility under this 

statement of policy. 

10. To ensure that the Centre’s annual report is received and that it contains, in addition to the normal 

information, an evaluation of the extent to which this policy has been put into effect. 

11. To reprimand any member of staff failing in their responsibilities 

12. To set a personal example 

13. To release staff for training where necessary 

14. To be familiar with fire drills and evacuation procedures 

15. To maintain a list of emergency telephone numbers and addresses 

16. To report any defects in office equipment as soon as possible 

17. To work in a manner that is safe to themselves and to others. 

18. To avoid enacting hazards in the office e.g. leaving filing cabinet drawers open, training cables, 

build-up of papers etc. 

19. To be familiar with the use of firefighting equipment 
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RESPONSIBILITIES OF APPOINTED STAFF & BOARD MEMBERS  

 

Names: James L. Duffy, Debbie Furlong, and Centre Caretaker  

 

1. To know the statute requirements and ensure that they are observed 

2. To insist that sound and safe working practices are observed at all times. 

3. To ensure that safety precautions are accounted for when employing outside contractors. 

4. To institute proper reporting, recording, investigation and costing procedures 

5. To insist that the protective clothing and equipment is provided and is used 

6. To ensure that high standards of hygiene are observed throughout the centre. 

7. To be familiar with fire drills and evacuation procedures 

8. To assume the responsibilities of the Manager in Safety and Health matters in the absence, for any 

reason, of the Manager. 

 
 
RESPONSIBILITIES OF EMPLOYEES AND VISITORS 

 

1. To ensure that all visitors carry out all their routines in a safe manner and do not create danger for 

themselves or others 

2. To be familiar with evacuation procedures 

3. To be familiar with the firefighting equipment and its uses 

4. To notify the Manager of any accidents, or incidents that could result in accidents, and keep records 

of them. 

5. To insist that all visitors wear protective clothing and use protective equipment where necessary 

6. To identify hazards intrinsic to their own disciplines and to ensure that they eliminate or take 

protective action and that their visitors do likewise. 

7. Use notices liberally to highlight problem areas. 

8. To set an example for their visitors 

9. To keep abreast of all Safety and Health Legislation 

10. To encourage safe working practices in their designated work areas 
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RESPONSIBILITIES OF CARETAKER 

 

 
1. To work in a manner this is safe to him/her and others. 

2. To use the proper tools and equipment for each task 

3. To report any hazard that is encountered 

4. To use proper protective clothing and equipment where necessary 

5. To ensure that no people have access to areas which are hazardous or whilst work is in progress 

6. To be familiar with fire drills and evacuation procedures 

7. To be familiar with the use of fire fighting equipment 

8. To prevent the build-up of rubbish and especially of combustible material 

9. To maintain heating in proper working order 

10. To repair light fittings as soon as they become faulty 

11. To repair broken windows and doors at all times 

12. To remove broken furniture from use and to have these repaired. 

13. To ensure that all exits, entrances, fire fighting equipment and fire alarm points are not obstructed. 

14. To be able to identify and use the correct fire extinguishers 

15. To report immediately any injury, no matter how minor 

16. To attend to spillages immediately 

17. To barricade area of spillages until they are completely dry. 

18. To report any defect in machinery or equipment. 

19. To avoid leaving trailing cables if this is necessary, use notice to the effect that cleaning is in 

progress. 

20. To observe high standards of cleanliness and hygiene 

21. To ensure that all mats and carpets and properly laid and uncrumpled. 

Please Note: Please report to either the Centre Manager (Dermot Kenny) or one of the Board Members 
(James L Duffy) & Training Manager (Debbie Furlong). 
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VOLUNTEER POLICY AND PROCEDURAL GUIDELINES OF CARNEW TDC 

 

 

 

STATEMENT OF POLICY 

 
Old Coolattin Country CLG t/a Carnew Training & Development Centre (referred to for the remainder of 
this document as Carnew TDC inherited a volunteer commitment, and the tradition of volunteering 
continues to enhance the quality of the service that the Carnew Training & Development Centre provides 
to the public.   
 
Carnew TDC 

 Recognises that without volunteers it would be unable to meet its objectives 
 Sees volunteers and employees as complementary and equally adding significant value to Carnew 

TDC activities;  
 Is committed to making volunteering worthwhile; and 
 Understands that volunteering should be an enjoyable activity for the individual while delivering the 

service to the public 
 
We regard volunteers as a key resource and encourage them to get involved at all levels of the 
organisation and within all appropriate activities.  We aim to recruit, train, support and supervise our 
volunteers in a fair and equitable manner and to act quickly and fairly if any difficulties arise.  
 
 

PROCEDURAL GUIDELINES 

 

1. General Principles  

 

1.1 Purpose of our Volunteer Policy 

The purpose of this policy document is to provide overall guidance and direction to volunteers.  It does not 
constitute a binding contract.  This policy is intended for internal management guidance only.  Carnew TDC 
reserves the right to change any of this policy at any time following consultation with volunteers and to 
expect support for the changed policy.  
 

1.2 Responsibility 

The Centre Manager, Mr Dermot Kenny, is responsible for ensuring that the policy and procedures in this 
document are implemented efficiently and effectively.  All other staff and volunteers (including organisers 
and voluntary management committee members) are expected to facilitate this process.  
 
1.3 Eligibility 

Carnew TDC has a recruitment policy that is non-discriminatory and inclusive and will consider all 
applications for voluntary positions.  However, individuals must be able to demonstrate a commitment to 
the aims of the organisation (see Mission Statement) and may only be placed if their skills as volunteers 
match the needs of the organisation.  No person who has a conflict of interest with any aspect of the 
organisation will be accepted as a volunteer in the Carnew TDC.  Volunteers are not allowed to gain 
financially or to seek/obtain any commercial advantage, which might arise from their duties as volunteers 
while a volunteer with the Carnew TDC. 
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VOLUNTEER POLICY AND PROCEDURAL GUIDELINES OF CARNEW TDC CONTINUED 
 

1.4 Relationship with Paid Staff 

Volunteers play a very important role in the organisation.  The work of volunteers, paid staff and Carnew 
Training & Development Centre personnel will be of a mutually supportive, complementary nature.         
Both the Board and staff of Carnew TDC recognise the invaluable commitment and contribution made by 
volunteers within the company.  The success of Carnew Training & Development Centre is very much 
dependent on staff and volunteers working together as a team to ensure that the best possible service is 
offered to clients.  Clear roles are established to differentiate between paid staff and volunteers to foster 
mutually beneficial and complementary relationships.  All individuals within the organisation must treat 
their colleagues with respect and courtesy recognising that each person has a valuable contribution to 
make.  Carnew TDC does not accept the services of its paid staff as volunteers. 
 
1.5 Working Conditions 

Volunteers are treated as full members of Carnew TDC.  They are treated as equally and as fairly as paid 
staff and are included in the organisation’s functions and decision-making processes.  Volunteers are 
provided with appropriate work sites and have access to the space, equipment, and facilities necessary to 
volunteer effectively and comfortably.   
 

1.6 Working Times 

Working times and schedules will be agreed in advance with the volunteer and follow good employment 
working time practices.  Unscheduled absences can create organisational problems.  When expecting to be 
absent, the volunteer should inform the Centre. 
 
1.7 Appropriate Behaviour 

Volunteers are expected to work within the policies and procedures of Carnew TDC and adhere to its 
ethos.  As representatives of Carnew TDC, volunteers are responsible for presenting a positive image of the 
organisation to the outside world.  
 
1.8 Representation of Carnew Training & Development Centre  

Volunteers must seek prior approval from the Manager before undertaking anything that might affect the 
organisation.  This includes, but is not limited to, communication with the media and joint initiatives with 
other bodies.  Where volunteers are representing Carnew TDC at talks, exhibitions and other promotional 
activities, there must be another representative of Carnew TDC present both of whom must always be 
mindful of the Carnew TDC reputation. 
 
1.9 Confidentiality 

Carnew TDC respects the volunteer’s right to privacy and confidentiality (which extends to their private 
lives).  In turn, volunteers are responsible for maintaining the confidentiality of all privileged information to 
which they are exposed while volunteering with Carnew TDC.  Failure to maintain confidentiality will result 
in termination of the Volunteer Agreement and/or other corrective action.   
 
1.10 Volunteer Records 

A system of records is maintained on all volunteers, which comprises their Application Form to join and 
their Commitment Agreement form.  Volunteer records are accorded the same confidentiality as staff 
records.  
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1.11 Service at the Discretion of the Carnew TDC 

Any voluntary service is at the discretion of the Carnew TDC.  Carnew TDC may, at any time, and for 
whatever reason, decide to terminate volunteers’ relationships with the organisation.  Similarly, volunteers 
may for whatever reason, decide to terminate their relationships with the Carnew TDC.  Notice of such 
decisions should be communicated at the earliest opportunity, preferably in writing.   
 

 

CODE OF PRACTICE FOR RECRUITMENT AND MANAGEMENT OF VOLUNTEERS 

 
2. Recruitment and Selection of Volunteers 

 
The Board of Carnew TDC is committed to ensuring that procedures and practice used in the recruitment 
and selection of volunteers are fair, consistent, and effective.  All recruitment initiatives will be co-
ordinated by the Manager. 
 
2.1 Role Description  

Prior to any volunteer assignment or recruitment effort, a role description must be developed for each 
voluntary opportunity.  This must include the title of the volunteering role, starting and finishing dates, 
hours and place of work, name of supervisor and tasks to be undertaken.  The role description may be 
amended in joint agreement with the volunteer and Carnew TDC Manager/agreed representative of 
relevant volunteer body. 
 
2.2 Recruitment 

Recruitment campaigns will be specific and targeted and will encompass all sections of society, using 
publicity avenues that are suitable for the roles that need to be filled.  Potential volunteers may also apply 
speculatively.  Volunteers are recruited in accordance with the Carnew TDC’s equal opportunities policy.  
 
2.3 Application 

All volunteers interested in joining the Carnew TDC must complete a Volunteer Application Form, which 
must be returned to the Manager.  
 
2.4 Interview 

Suitable candidates will be invited to attend an informal interview with the Manager and a volunteer 
information-giver to ascertain their interest in and suitability for the role.  All candidates must supply the 
names of two referees and references will always be checked.  All unsuccessful candidates will be thanked 
for applying and encouraged to reapply for other volunteering opportunities if appropriate.  
 
2.5 Appointment 

Formal appointments are made only after the role description has been agreed with the Manager and all 
necessary checks have proved acceptable.  No placements are made unless the requirements of the 
volunteer and that of the Carnew TDC can be met.  
 
2.6 Trial Period   

All placements are subject to an initial trial period of six months following which there will be a review and 
assessment with the Manager.  Following such reviews volunteers may continue in their current role or 
their services may be discontinued.   
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CODE OF PRACTICE FOR RECRUITMENT AND MANAGEMENT OF VOLUNTEERS 

CONTINUED 

 

3. Training and Induction 

 
3.1 Induction 

All volunteers will receive an induction when they begin their voluntary work at Carnew TDC.  This will 
consist of a general induction to the organisation, as well as specific orientation on the purposes and 
requirements of their volunteering role.  
 
3.2 On-the-job Training 

Volunteers are expected to undertake on-going training as identified by the Carnew TDC’s training plan.  
The training provided is necessary to provide the volunteer with the information and skills necessary to 
perform their tasks well.  
 

3.3 Additional Training  

Volunteers are actively encouraged to identify training courses, seminars, conferences and so on that 
would help them to perform their roles better and which would aid their personal development.  Approval 
to undertake such training must be given by the Manager and this will only be done if sufficient funds are 
available.  Priority is given to long-standing volunteers and to those who have received little or no training 
in the past.  
 
3.4 Training Information 

Where Carnew TDC pays for additional training, course materials belong to Carnew TDC and must be filed 
in the appropriate location in the Carnew TDC.  All volunteers are required to submit a short report 
outlining the content and usefulness of the course or meeting attended.  Training information must be 
disseminated to relevant people within the Carnew TDC.  
 
4. Support and Supervision 

 
Support and supervision is the right of every volunteer and enables our organisation to brief the volunteer 
about the activities to be undertaken and to give them all the necessary information to assist them in 
building confidence in their skills and approach.  Experienced volunteers are required to work with those 
who are new/less experienced and to demonstrate and share their knowledge and expertise.  All new 
volunteers are to be treated as full members of the team whose contribution is sought and acknowledged.   
 
4.1 Lines of Communication 

Lines of communication should operate in both directions and should exist formally and informally.  
Volunteers must have access to all appropriate information, memos, materials, and meetings relevant to 
their assignments.  Volunteers must be consulted on all decisions that would substantially affect their 
volunteering conditions.  Volunteers will be expected, as mentioned above, to attend monthly team 
meetings.  
 

4.2 Supervisor 

Each volunteer must have a clearly identified supervisor who is responsible for the day-to-day support to 
that volunteer.  The Carnew TDC Manager/Organiser/ Information Officer normally takes on the 
supervisor’s supporting role but staff members should receive training and guidance on how to involve 
volunteers effectively in the work of the organisation.  The Manager/Organiser/ members of the 
management committee/Information Officers/other experienced volunteers will provide on-going support, 
on-the-job training, and supervision to volunteers on a regular basis.  
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CODE OF PRACTICE FOR RECRUITMENT AND MANAGEMENT OF VOLUNTEERS 

CONTINUED 

 

4.3 Exclusion 

Volunteers who do not adhere to the organisation’s rules or who fail to perform their volunteer 
assignments satisfactorily may be subject to permanent exclusion from the organisation.  No volunteer’s 
involvement will be terminated in writing until the volunteer has had an opportunity to discuss the reasons 
for possible exclusion with the Manager.  Grounds for exclusion include gross misconduct, breaches of 
client confidentiality, failure to abide by Carnew TDC policies and procedures, and failure to complete 
duties to a satisfactory standard.  
 
4.4 Grievances 

Where volunteers have a grievance about any aspect of their work, they must first discuss the issue with 
the Manager.  The Manager will consider the issue and decide the best course of action.  If the volunteer is 
unhappy with this outcome, the matter can be referred in writing to the Chairperson of the Board of 
Directors and his/her decision, which will be conveyed in writing, will be final.  The volunteer must inform 
the Manager that he/she is bringing his/her grievance to the Board of Directors.        
 

4.5 Exit Interviews 

Informal exit interviews are held, where possible, with any volunteers who are leaving Carnew TDC.  
Interviews are usually conducted with the Manager.  The session should ascertain why the volunteer is 
leaving, how they found the volunteering experience, and what suggestions they offer to improve the way 
the information centre operates.  The offer of a personal reference for future employment etc is made to 
each volunteer if appropriate.  
 
 
5. Support and Recognition  

 

5.1 Support 

Carnew TDC endeavours to provide the support necessary to encourage and empower volunteers to make 
a meaningful contribution and gain significant benefits from their voluntary work.  Volunteers are free to 
discuss any issues they may have with the Manager and/or Organiser at any time and this gives volunteers 
an opportunity to express themselves and discuss how they feel about their role.  
 
5.2 Recognition  

Volunteers provide a unique service to the Carnew TDC.  It is essential that their efforts are recognised and 
rewarded.  Carnew TDC staff is responsible for thanking all volunteers informally on a regular basis for the 
valuable contribution that they make to the organisation.  The Manager is responsible for ensuring that 
more formalised recognition takes place at key times.  
 

5.3 Expenses 

Volunteers give their time and skills free of charge, so it is essential that the Carnew TDC offers to 
reimburse any out of pocket expenses they may incur in the course of undertaking additional activities for 
the organisation (for example training).  Current rates and procedures for claiming expenses are agreed by 
the Board of Directors and notified to all volunteers.  However, no expense should be incurred without 
prior approval of the Manager. 
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CODE OF PRACTICE FOR RECRUITMENT AND MANAGEMENT OF VOLUNTEERS 

CONTINUED 

 

5.4 Insurance  

Insurance is provided by the Carnew TDC to cover all volunteers working on behalf and at the direction of 
the organisation.  This does not cover personal possessions/valuables, which should be secured in lockers 
where provided or, where these are not available, in a secure location.  (The insurance schedule is 
available on request). 
 
6. Technology 

 

6.1 Use of Technology in Carnew Training & Development Centre  

Volunteers are required to refrain from downloading music files to PCs and/or copying music CDs, installing 
unlicensed software, and downloading pornography or any inappropriate materials offensive to public 
taste.  Such activities are illegal and carry a threat of fine and/or imprisonment.  E-mail is to be used in an 
appropriate manner. 
 
7. Sabbaticals  

 
7.1 Extended Absence 

While Carnew TDC will try to accommodate volunteers who have left the organisation and wish to return, 
it may not always be possible to do so.  Where the absence has been for three months or longer the 
volunteer may, at the discretion of the Manager, be asked to attend a refresher-training course.  Where no 
refresher training is readily available, the volunteer may re-join the team (where possible) and will be 
required to do duties with an experienced volunteer until the refresher course has been completed.   
 
 
 
The volunteer policy will be reviewed annually. 
 

 

Version 1: January 2015 

 

Approved by the Board on  

 

Signed by Eamonn Doran, Chairman………………………………………………………. 

 

Signed by James L Duffy, Secretary………………………………………………………… 

 

Signed by Dermot Kenny, Manager…………………………………………………………. 
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STAFF MEMBERS   2019/2020 

 
General Manager     

Dermot Kenny    Community Services Programme (CSP) 
 
Education and Training Manager 

Deborah Furlong   CSP & Earned Income 
 
WIN Programme Co-coordinator 

Deborah Furlong   Wicklow Information Network Funding/FÁS  
 
Administrative/Reception Assistants 

Jacqui Mulholland    CSP 
Mary Hall    CSP 
May Brennan-Kavanagh  CSP 
 

Small Business Support Service** 

Sublimation 

JP Barnes    TUS 
AJ Barnes    Tomacork Community Employment Project (CE) 
 
Marketing  

Lisa Mooney    CSP 
Noeleen Watson   Tomacork Community Employment Project (CE) 
Orla Gayson    Tomacork Community Employment Project (CE) 
Tom Kelly                                                 Tomacork Community Employment Project (CE) 
 
 

Reception Assistants 

Patrick Kinsella   CSP 
May Brennan-Kavanagh  CSP 
 
Accounts Dept 

Mary Hall    CSP 
Bernardine Harte   Tomacork Community Employment Project (CE)  
 
Training Assistants 

Marie Donlon    Tomacork Community Employment Project (CE) 
Martina Travers (COVID-19 Lead Worker)CSP 
Alyssa Hanbidge   Tomacork Community Employment Project (CE) 
 
Maintenance / Caretaker 

Pauline Levingstone   Tomacork Community Employment Project (CE) 
 
 
**  
SBSS No longer running. 
    



Revision E 32 

 
INDUCTION TRAINING 

 

A short period of induction will take place for new employees joining the staff. 

1. A tour of the premises for familiarisation purposes 

2. Fire emergency procedures, location of exits, assembly points, and training on firefighting 

apparatus 

3. A discussion of the hazards in the work place and the preventative measures in force 

4. An explanation on the consultative processes in force 

5. A detail of the new employee’s safety responsibilities 

6. Details of any further training 
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EMERGENCY CONTACTS 
 

 

1. Emergency Services       999 or 112 

2. Health and Safety Authority       
 Head Office: 

Workplace Contact Unit                                                            LoCall: 1890 289 389  
Health and Safety Authority                                    (Monday to Friday, 9:00am to 12:30pm) 
The Metropolitan Building                                                        (01) 6147000 
James Joyce Street                                                                      Fax: 01 614 7125                                    
Dublin 1                                                                                         Email: wcu@hsa.ie 

             D01 K0Y8 
 An emergency service outside of standard office hours is operated. In case of a serious injury/fatality outside of standard business                        

hours (9:00am to 12:30pm), please phone 1890 289 389 where you will be offered a transfer to the Gardai who will in turn  

              notify a HSA senior inspector. 

         
3. Fire Brigade:           

999  112  

Carnew 053 94 26168 

In an emergency you will be asked   

 What is the address of the emergency?   

 What is the phone number you are calling from? 

 What exactly has happened? 

 Are you safe and out of danger? (Whenever appropriate) 

 Is everyone else safe and out of danger? (Whenever appropriate) 

                                                                                                                                                                                                

Do not end the call until advised by the operator. 

 

6. Gardaí:  Gorey       053 94 30690   

Carnew    053 94 26102  

7. Doctor:  Dr. M Dukic         053 94 26411 

    CareDoc     1 850 334999 

8. Hospital:  Wexford General         053 94 42233 

9. Roman Catholic: Fr. Martin Casey          053 94 26888 

10. Nurse:   Carnew Health Centre     053 94 26411 

11. Rector :  Rev Ruth Elmes              0402 29822 

 
 

 

 

 

 

mailto:wcu@hsa.ie
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FIRST AID STATIONS  

Downstairs 

 KITCHEN 
 HALL 

Upstairs 

 GLASS BOX 
 
The reception personnel have the responsibility for maintaining the stock of First Aid. 

‘First Aiders’ charged with the responsibility for administering First Aid are: 

 Danielle Horton 

 Debbie Furlong  

 Dermot Kenny 
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FIRE DRILL/EMERGENCY EVACUATION PROCEDURES 
 

All employees and visitors must sign the Register in reception upon arrival in the premises and place a tick 

to show they are present. When leaving the premises they should place an X beside their name. 

 

Trial emergency evacuations carried out twice yearly and evidence of this is so recorded. 

All firefighting equipment will be inspected annually and the equipment is labelled accordingly. 

 

Dermot Kenny shall be the Fire Officer in charge, in the event of an emergency evacuation or fire drill 
should Dermot Kenny be absent from the Centre building, the next fire officer on list below, that is present 
in the building, shall take charge.  
 

Fire Officers: 

1. Dermot Kenny-Fire Officer in Charge 

2. Debbie Furlong 

3. Pat Leacy 

4. Martina Travers 

5. Mary Hall 

6. Lisa Mooney 

 

Procedures – In the event of an evacuation one fire officer will evacuate the following areas from 

designated list.  

 

Zone 1 Zone 2 
MM Office 
Training Room 2 
Glass Box 
Lecture Room 

CE Managers Office  
Accounts Office 
Ladies Toilets 
 
 

Fire Officers Fire Officers 
1. Debbie Furlong 
2. Martina Travers 

1. Pat Leacy 
2. Mary Hall 
 

FIRE DRILL/EMERGENCY EVACUATION PROCEDURES 

 

Zone 3 Zone 4 
Reception 
Library 
Accessible toilet 

Training Room 1 
Kitchen 

Fire Officers Fire Officers 
1. Dermot Kenny 
2. Lisa Mooney 

1. Dermot Kenny 
2. Lisa Mooney 
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EMERGENCY PROCEDURES 

 

In the event of fire or emergency, a fire officer must alert the Fire brigade or appropriate emergency 

service.  

 
Evacuation Procedures 

1. In the event of an emergency evacuation of the building, all employees and visitors must adhere to 
the instructions of designated Fire Officers: 
 

2. All employees and visitors shall leave the building in an orderly manner 

3. All belongings should be left behind.  

4. Consideration should be given to those with impaired mobility. 

5. Leave the building by the nearest exit door; this is the front door unless you are located in the 

kitchen.  

6. Go immediately to assembly point in car park; do not leave grounds of building. 

7. Report to Fire Officer in charge who should be known by you in advance, at appropriate training & 
signage  

 
8. Fire Officers from Zone 3, Zone 4 report to Manager, return to front & back doors to prevent 

accidental re-entry. 
 
Tutors/ Persons in Charge of Visitors 

Tutors/Persons in charge of groups or visitors it is very important that you always have a list of those 

present in your class.  Persons in charge of groups please be aware of those that are present in the 

building with you.  

 
1. Evacuate students and visitors in orderly manner and proceed to assembly point in car park. 

 
2. Bring student or visitor list with you. 

 
3. On arrival at assembly point, take role call or check list of those present in your group.  

 
4. Report immediately to Fire Officer in charge that your group are present.  

 
5. If a member of your group is missing it is imperative that you alert Fire Officer in charge and 

that you do not re-enter building under any circumstances. 
 

Fire Officer in Charge 

 
It is the responsibility of the Fire Officer in charge to liaise with emergency services on their arrival.  
Persons not accounted for at assembly point should be notified to emergency services immediately. 
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CARNEW TRAINING & DEVELOPMENT CENTRE FIRE PROCEDURE 

FIRE 

Points to remember: 

 Keep all exits clear 

 Never hold fire doors open 

 Fire extinguishers are not doorstops! 

 Never panic 

 Tutors ensure students exit the building 

 Always evacuate on hearing the continuous ringing of the fire alarms 

 Never re-enter the building, for whatsoever reason, until you are told to do so 

 Follow the instructions of the Fire Team once outside 

 Never speculate as to the cause of the alarms being raised – always treat as serious 

The Fire Assembly Point is at the back car park – know where it is! 

 
FIRE HAZARDS 

 

 Formal evacuation procedures will be carried out a minimum of twice yearly and evidence of this 

will be logged. 

 Portable firefighting equipment will be checked on a regular basis and evidence of these checks will 

be recorded. 

 All fire points will be kept clear at all times and will be highlighted. 

 Exits and entrances will be kept un-locked during normal operating hours.  They will be kept clear at 

all times and will be adequately signposted. 
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WHAT TO DO IF YOU DISCOVER A FIRE IN THE BUILDING 

 
In the event of discovering a fire, however serious carry out the following steps. 

 

 Quickly assess the fire – Large or small. 
 

 Leave the room.  
 

 Close the fire door behind you on the way out making sure no one is left in the room.  Closing the 
fire door will contain the fire in that room. 

 

 If fire is on the first floor, the fire alarm is situated at the main reception entrance. 
 

 If fire is on the second floor then set off the fire alarm on that floor.  This can be found on the 
second floor at the top of the stairs see the diagram below or refer to photos. 

 

 See diagram and photos. 
 

 On setting the fire alarm off.  Leave the building – in the event of a serious fire alert the fire 
brigade. 

 

 When out of the building make your way to the back of the building to the car park to the assembly 
point. 
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LOCATION OF FIRE ALARMS 

 

 

 
 

Fire Alarm Press in the event of a fire 

 
Fire Alarms are situated down stairs at 
the main reception entrance and at the 
top of the stairs at the left hand side of 
the meeting room door. 

 

Fire Alarm Press in the event of a fire 

Fire Alarm situated at the Reception 
Entrance – See photo 
 
 
 
 
 
 
 
 
 
 

 

Fire Alarm Press in the event of a fire 

Fire Alarm situated at the top of the 
stairs to the left of the meeting room – 
See photo 
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UPSTAIRS LAYOUT 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 

 
 
 
Accounts Office  Upstairs, turn left, left again then straight ahead 
 
CE Supervisor  Upstairs, turn left, left again then first door on the right. 
 
Training Office:  Upstairs, turn right, on landing turn left around corner, second 

on right. 
 
Training Room 2:  Upstairs, turn right, on landing turn left around corner, 

straight in ahead of you. 
 
Lecture Room:  Upstairs, turn right, on top landing turn right - straight ahead. 

 
 
 
 
 
 

 

 

 

 

 

 

Female 

Toilets 
 

Accounts 

Office 

 

 

Glass Box 

 

 

 

 

Training Room 2 

 

 

Training 

Office 

 

 

 

 

Lecture Room 

 

CE Supervisor/ 

Assistant 

Supervisor 

 

 

 

Dr B 
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DOWNSTAIRS LAYOUT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 

 
Kitchen:  Through front door, through the hallway,  
  turn left, straight through door. 
 
Training Room 1:    Through front door, through the hallway,  
    first door on the right. 
 
Reception:    Through front door, first left. 
 
Sales:  Through front door, first left, straight  
  through reception. 
 
 

 

 

 

 

 

 

 

 

Corridor 

Toilets  

 
 

Kitchen 

 

 

 

 

 

Library 

 

 

 

 

Training Room 1 

Archive 

Room 
 

 

 

 

 

 

 

 

 

Reception 

Front Door 
 

 
Outer Corridor 

 

 

 

 

 

Sales 
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RISK ASSESSMENTS 

Section Department  
KITCHEN 

HAZARD INFORMATION RISK ASSESSMENT 

HIGH/MED/LOW 

CONTROLS (IN PLACE) PERSON 

RESPONSIBLE 

 

JOB TITLE 

 
Housekeeping 
 

 

Low 
 
Regular Tidy-up 

Dermot Kenny: 

Everyone: 

Caretaker: 

General Manager 

Boiling Water 
 
 

High Warning notice beside boiler 
Training on safe use of 
appliances 

Dermot Kenny: General Manager 

Wet floors 
 

Medium Wet floor signs in place when 
cleaning 
Floors only to washed at times 
of low activity in kitchen 

Dermot Kenny: 

Everyone: 

Caretaker: 

General Manager 

Spillages High All spillages to be mopped up 
immediately 
Wet floor sign to be used where 
necessary 

Dermot Kenny: 

Everyone: 

Caretaker: 

General Manager 

Equipment storage Medium All equipment stored from time 
to time in kitchen to be placed 
in safe manner.   

Pat Leacy: CE supervisor 

 
Covid-19 
 

High Breaks to be staggered.                 
Maximum 6 people allowed in 
the canteen at a time and 
observing social distancing.        
All surfaces to be cleaned after 
touching with wipes provided.         

Dermot Kenny 

Lead Worker Rep 

All Staff 
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Section / Department 
OFFICES AND TRAINING ROOMS 

HAZARD INFORMATION RISK ASSESSMENT 

HIGH/MED/LOW 

CONTROLS (IN PLACE) PERSON 

RESPONSIBLE 

JOB TITLE 

 
Housekeeping 
 

 

Low 
 
Regular Tidy-up 

Dermot Kenny: 

Everyone: 

Caretaker: 

General Manager 

Electric Cables 
 
 
 

Low Keep cables close to wall 
No Trailing Cables across floor 
Regular Check of  condition of 
Cables 

Dermot Kenny: 

Everyone: 

Caretaker: 

 

General Manager 

Equipment storage Medium All equipment stored from time 
to time to be placed in safe 
manner.   

Dermot Kenny: 

Debbie Furlong: 

Tutors: 

  

General Manger 

Training Manager 

WIN Programme 

Co-ordinator 
 

 
Covid-19 
 

High All staff to maintain 2 metre 
social distancing.                          
All surfaces (keyboard, mouse, 
phone etc) to be cleaned before 
and after use, with wipes 
provided.                                         
Only members of staff 
permitted to enter the building.      
Visitors to use doorbell. A 
member of staff will come to the 
door                  

Dermot Kenny 

Lead Worker Rep 

All Staff 
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Section /Department 
HALL STAIRS AND LANDING  

House keeping  Low Regular Tidy -up  
No stacking or storing in 
hallways or stairways 

Dermot Kenny: 

Everyone: 

Caretaker: 

General Manager  

Floor Covering  Low Regular inspection  
Watch for wear and tear 

Dermot Kenny: 

Everyone: 

Caretaker: 

General Manager 
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OFFICES AND TRAINING ROOMS- CHILD SPECIFIC 

 

Section / Department   OFFICES AND TRAINING ROOMS                 HAZARD INFORMATION – CHILD SPECIFIC (added June 2019)  

                      

HAZARD INFORMATION RISK ASSESSMENT 

HIGH/MED/LOW 
CONTROLS (IN PLACE) PERSON 

RESPONSIBLE 

 

JOB TITLE 

 
Stairs 
 
 

 
High 

 
Tutor Supervision 
Child gate where necessary  

Dermot Kenny: 

Debbie Furlong: 

Tutors: 

General Manager 

Training Manager 

WIN Programme 

Co-ordinator 

 
Carpark 
 
 

 
Medium 

 
Notices of children at play when 
necessary 

Dermot Kenny 

Debbie Furlong 

General Manager 

Training Manager 

WIN Programme 

Co-ordinator 

 
Lights 

 
Medium 

 
Outside lights at rear of building 

Dermot Kenny 

Debbie Furlong 

  

General Manger 

Training Manager 

WIN Programme 

Co-ordinator 

 
Exits 

 
Medium  

 
All children to leave premises at 
rear of buildings  

Dermot Kenny 

Debbie Furlong 

  

General Manger 

Training Manager 

WIN Programme 

Co-ordinator 

 
 
Garden 

medium Garden cordoned off when 
training taking place 

Dermot Kenny 

Debbie Furlong 

  

General Manger 

Training Manager 

WIN Programme 

Co-ordinator 
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Section / Department 
FORKLIFT TRAINING 

Before carrying out any training a site specific risk assessment should be carried out by a competent person.         

This should clearly identify all risks involved and measures needed to eliminate or control those risks.               
Ensure the risk assessment is communicated effectively to all relevant persons                                                               

Training may only take place where all COVID-19 safety measures can be followed and the safety of  trainers and 

trainees is assured. 

HAZARD INFORMATION 
RISK ASSESSMENT 

HIGH/MED/LOW 
CONTROLS (IN PLACE) 

PERSON 

RESPONSIBLE 
JOB TITLE 

Injury to Lift Truck operator, Staff, 

students, public due to inappropriate 

Lift Truck operations 

High 

Appointment of a suitably 

qualified and experienced tutor 

to coordinate Lift Truck training. 

Dermot Kenny. 

Course Tutor 

appointed for training 

General Manger 

 

Pedestrian crush injury to Staff, 

students, public in vicinity of Lift Truck 

operations 

                 High 

Pedestrians are securely 

prohibited from entering training 

area by use of barriers, marking 

of routes or warning devices.  

 

Dermot Kenny. 

Course Tutor 

appointed for training 

General Manger 

 

Vehicle / vehicle impact Lift Truck 

operator, other vehicle operators, 

vehicles 

                High 

Vehicles are securely prohibited 

from entering Lift Truck 

operating area by use of barriers, 

marking of routes or warning 

devices.  

 

Dermot Kenny. 

 

Course Tutor 

appointed for training 

General Manger 

 

Impact injury from falling objects                High 

Lift Truck forks are not 

overloaded, loads are transported 

at low speeds with forks in 

lowered position. Operation of 

Lift Trucks on uneven ground is 

avoided.  

Course Tutor 

appointed for training 
 

Entrapment injury caused my Lift 

Truck mechanical failure 
               High 

Lift Trucks used for training 

must be routinely serviced. 

Operator checks are carried out 

prior to training. 

 

Dermot Kenny. 

Course Tutor      

appointed for training 

General Manger 

 

Manual Handling Medium 
Correct manual handling 

techniques should be followed 

Dermot Kenny. 

Course Tutor. 

General Manager 

 

 

Refuelling of Truck Medium 
Only personnel correctly trained 

in the process should refuel 
Dermot Kenny 

General Manager 

 

Noise induced hearing loss Medium 

Hearing protection should be 

worn by anyone in the vicinity 

of the Fork Lift truck. 

 

Dermot Kenny. 

Course Tutor      

appointed for training 

General Manager 
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Section / Departmen 

MEWP/WORK AT HEIGHT 

TRAINING 

Before carrying out any training a site specific risk assessment should be carried out by a competent person.                                  

This should clearly identify all risks involved and measures needed to eliminate or control those risks.                                     

Ensure the risk assessment is communicated effectively to all relevant persons                                                                                   

Training may only take place where all COVID-19 safety measures can be followed and the safety of  trainers and 

trainees is assured. 

HAZARD INFORMATION RISK 

ASSESSMENT 

HIGH/MED/LOW 

CONTROLS (IN PLACE) PERSON 

RESPONSIBLE 

 

JOB TITLE 

Access and egress Low Access and egress to the basket will only be at ground level. The 
basket is not to be used for access and egress at height. 

Course Tutor  

Falling from height.                                       
Injury to person falling from the 
equipment or others present at the time 

High 

Personal protective equipment should be worn by MEWP operators. 
PPE:                                                                                                                  
• A hard hat with a chin strap.                                                                       
• Suitable safety footwear.                                                                             
• Suitable high visibility vest or jacket                                                         
• Body harness with a short restraint   type lanyard which can be 
connected to designated anchor points in the basket to prevent a 
fall from the working platform. 

Dermot Kenny. 
 
Course Tutor 
appointed for 
training 

General 
Manager 
 

Injury from any failure of the equipment. 
Person using the equipment / Others 
present at the time High 

All equipment should be fully checked and maintained as per the 
manufacturer’s guidelines.                                                                            
A visual inspection should be performed before every use of the 
equipment.                                                                                        
Equipment is quarantined out of use as soon as any issue is 
identified. 

Dermot Kenny. 
 
Course Tutor 
appointed for 
training 

General 
Manager 
 

Falls of materials from height causing 
Injuries to persons and damage to 
property Medium 

An exclusion zone must be set up around the MEWP prior to 
commencing.                                                                                                 
All equipment taken up a MEWP are tethered so as not to fall.                 
The MEWP must have all stabilisers, handrails, toeboards and 
electronic guards in place and fully functional before works will be 
allowed to commence. 

Dermot Kenny. 
 
Course Tutor 
appointed for 
training 

General 
Manager 
 

Tower struck by vehicle 
Medium 

Where the MEWP is to be used in an area with vehicle and/or 
pedestrian movements, the MEWP must be set up within an 
exclusion zone/protected work area to stop vehicles striking it. 

Dermot Kenny. 
Course Tutor. 

General 
Manager 
 

Working platform overturning due to Uneven 
surface 

High 
Tutors/Operators must ensure ground conditions are sound and firm 
prior to commencing training. 

Dermot Kenny. 
Course Tutor  

General 
Manager 
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Section / Department 

CHAINSAW TRAINING. 

Before carrying out any training a site specific risk assessment should be carried out by a competent person.         

This should clearly identify all risks involved and measures needed to eliminate or control those risks.                
Ensure the risk assessment is communicated effectively to all relevant persons                                                           

Training may only take place where all COVID-19 safety measures can be followed and the safety of  trainers and 

trainees is assured. 

HAZARD INFORMATION 
RISK ASSESSMENT 

HIGH/MED/LOW 
CONTROLS (IN PLACE) 

PERSON 

RESPONSIBLE 

 
JOB TITLE 

Fuelling, (petrol two stroke oil).   
Fire/explosion: burns/blast injuries. 
Skin contact: irritation / dermatitis 

             Medium 

 No smoking. Safe fuelling site which is a safe 
distance from any ignition source.                                 
Fuel/Oil must be stored in correct sealed 
containers.                                                                  
Saw fuel caps replaced securely.                               
PPE - gloves 
 

 
Dermot Kenny. 
Course Tutor appointed 
for training 

General Manager 

Cuts from chain / bar / hand tools. 
Contact with moving chain / ‘kickback. 
Cut injuries / lacerations / severed arteries 
 

               High 

Saw safety features fitted and working. 
Correct bar and chain maintenance.                              
PPE – Gloves,                                                          
Safety helmet (complying with EN 397).                       
Eye protection (mesh visor complying with EN 
1731 or safety glasses to EN 166).                                   
Leg protection incorporating chain-clogging 
material (complying with EN 381-5). 
Protective boots with good grip and protective 
guarding at front vamp and instep (complying 
with EN 381-345).                                                  
Non-snag outer clothing. The use of high-visibility 
clothing may also be appropriate. 
 

 
 
Dermot Kenny. 
Course Tutor appointed 
for training 
 
 

General Manager 
 
 

Hearing damage due to noise               Medium 

Correct saw maintenance (exhaust baffles, chain 
and bar).                                                                       
PPE - Suitable hearing protectors. (complying 
with EN 352).   

Dermot Kenny. 
Course Tutor appointed 
for training 
 

General Manager 
 

Vibration : 
(Hand Arm Vibration Syndrome (HAVS).                                 

Vibration,  White Finger (VWF)                          

Repetitive strain injury (RSI)                                         

all accumulative over time) 

 
 

Low 
Correct maintenance for A/V systems, chain and 
bar.                                                                                
PPE - gloves.   

Dermot Kenny. 
Course Tutor appointed 
for training 
 
 

General Manager 
 
 

Inhalation of exhaust emissions. 
Contact with hot exhaust 

Medium Correct saw and exhaust maintenance / engine 
tuning. Use only in well ventilated areas. 
Correct use and positioning. Correct carrying / 
transport techniques. 

Dermot Kenny. 
Course Tutor appointed 
for training 

General Manager 
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Section / Department 

DRIVING FOR WORK. 

For further information see the driving for work policy           

HAZARD INFORMATION 

RISK 

ASSESSMENT 

HIGH/MED/LOW 
CONTROLS (IN PLACE) 

ADDITIONAL                       

CONTROLS REQUIRED 

PERSON 

RESPONSIBLE 

 
JOB TITLE 

The Driver(s):                                      

 Inexperience                                      

 Unqualified                                       

 Inappropriate driving techniques 

 Decreased driving ability due to 
distractions – eg talking on the 
phone                                                   

 Driving ability impaired due to 
alcohol/drugs                                        

 Health/Fitness issues – fitness to 
drive affected by medical 
conditions or ill health.  
Collison’s caused by Speeding 
resulting in injury to Driver, 
Pedestrians, other motorists or 
property. 

High 

 The person organising 
driving for work 
activities must ensure 
that only competent, 
experienced drivers 
should be allowed to 
drive on company 
business. 

 All drivers must be 
aware of the speed 
limits and adhere to 
them at all times, 
taking in to account 
road conditions, traffic 
and weather.  

 Driving while under the 
influence of alcohol 
and drugs is strictly 
forbidden. 

 Drivers must report to 
the manager if they 
may still have alcohol 
or drugs still present in 
their system from the 
previous night. 

Ensure all people assigned to 
drive for work are made 
aware of and understand the 
CTDC driving for work policy. 

Dermot 
Kenny. 
 
Driver. 
 

General 
Manager 
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The Journey:                                             

 Unrealistic scheduling – resulting 
in long journeys, long driving hours 
without adequate rest breaks 
leading to driver tiredness, falling 
asleep at wheel.  
  
 

 

 

 

 

 

 

 

 

 

 

 

 

        High             

 Where possible, safer 

alternative travel 

modes are used.                  

 Where possible, 

remote 

communications,                 

eg: telephone/ 

email/video 

conferencing are used 

to avoid road travel to 

long distance meetings. 

 Journey scheduling 

allows sufficient time 

for drivers to take 

account of reasonably 

foreseeable weather 

and traffic conditions 

Ongoing Monitoring 

 
 
 

Section / Department 

DRIVING FOR WORK 

CONTINUED. 

For further information see the driving for work policy 

HAZARD INFORMATION 

RISK 

ASSESSMENT 

HIGH/MED/LOW 
CONTROLS (IN PLACE) 

ADDITIONAL                       

CONTROLS REQUIRED 

PERSON 

RESPONSIBLE 

 
JOB TITLE 



 

Revision E 51 

DRIVING FOR WORK 

CONTINUED. 

 

 

 

 

The Journey Cont:                                   

 Unsafe routes                               

 Driver unfamiliar with area           

 Adverse weather conditions. 

and to comply with 

speed limits. 

 Schedules seek to 

reduce night driving 

where possible.  

  Those responsible for 

journey planning take 

into account road type, 

hazards such as road 

works, accident “black 
spots”, traffic densities, 
and high risk features, 

eg schools. Drivers are 

given clear route 

directions. 

 Driving in adverse 

weather conditions, eg 

fog, very high winds, 

ice, snow, flooding etc 

is actively discouraged. 

Schedules and routes 

are rearranged where 

necessary. Employees 

are never pressurized 

to complete journeys 

where weather 
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conditions are 

exceptionally difficult.  

 All drivers must comply 

with the minimum 

eyesight standard for 

driving 

COVID-19  

During the COVID-19 

Pandemic.     Driving for 

work must be curtailed 

as much as possible. 

Where such trips are 

necessary, as much as 

possible only one 

person should be in the 

vehicle and follow all 

COVID-19 safety 

procedures pertaining 

to their place of work. 

If a second person is 

required to be in the 

vehicle then social 

distancing and good 

breathing etiquette 

must be followed 

(Masks used) 
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Section / Department 

DRIVING FOR WORK CONTINUED. 

 

HAZARD INFORMATION 
RISK ASSESSMENT 

HIGH/MED/LOW 
CONTROLS (IN PLACE) 

ADDITIONAL      

CONTROLS            

REQUIRED 

PERSON 

RESPONSIBLE 
JOB TITLE 

DRIVING FOR WORK 

CONTINUED. 

The Vehicle:  

 Vehicle in poor condition 

 Mechanical failure of vehicle  

 Driver unfamiliar with vehicle  

 Vehicle not suitable for the 

activity  

 Driver/Passenger being struck 

by movement of unsecured 

loads being carried in the 

vehicle 

 Driver may suffer 

muscuosketel injuries from 

incorrect driving position or 

driving posture.  

 
 
 
 
 
 
 
 
 

 

 

High 

 All vehicles that employees are asked to drive 

as part of their work activities are maintained in 

a safe and fit condition.  They have a valid NCT.  

Tax and valid Insurance.  

 If employees use their own vehicles for work 

purposes, the drivers will be insured for 

business use and the vehicle will have a valid 

NCT certificate.   

 Employees will also ensure that their vehicle is 

regularly serviced and maintained.  

 Drivers should carry out basic vehicle safety 

checks before they begin their journey.  

 Drivers are given time to familiarise themselves 

with new vehicles.   

 Any goods and equipment carried in the vehicle 

is properly secured so that it doesn’t cause 
injury in the event of an accident, and drivers 

aren’t distracted by loose objects moving 
around the car while driving.  

 Vehicles supplied for work purposes are 

provided with a first aid kit and a fire 

extinguisher.  Staff who use their own vehicles, 

are encouraged to do the same.  

 Vehicle ergonomics are considered when 

procuring or hiring vehicles for staff.  Vehicles 

have easily adjustable seats and head restraints 

etc, they are checked and maintained regularly 

to ensure they remain fit for purpose.  

Ongoing 
Monitoring 

 
 
Dermot 
Kenny. 
 
Driver. 
 

General 
Manager 
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Hazard: Manual Handling                                                                                                                                                          Risk 
Manual Handling means the lifting, putting down, pushing, pulling, carrying or moving of a load which involves risk of injury                                                            
due to risk factors such as:   Load is too heavy, large, awkward or is carried away from the body.  Load is lifted too high or carried                         High                   
too far / too often or involves bending and / or twisting.  Inadequate space, uneven floor or steps / ramps                                                                                             

Current Controls 

Each manual handling task is assessed (Using the risk factors) and measures put in place where needed to avoid or reduce the risks 
Risk Factors: Load is too heavy / large / awkward or carried with arms outstretched. Load is lifted above shoulder height, lowered to floor level or carried 
too far. Moving the load involves bending /twisting of body or is done more than 30 times per hour 

 
 

Task is organised to allow the use of mechanical aids where possible (e.g. hoist, forklift, stairlift, gantry crane, winch, goods lift, pallet 

truck, trolley) to avoid or reduce the need for manual handling 
Maintain the equipment in good working order and make sure staff are trained in its correct use. Lifting equipment such as hoists and lifts must be 
examined every 6 or 12 months by a competent person. Keep records 

 
 

Task is organised so that handling is carried out between waist and shoulder height 
Where possible heavy loads should be stored at waist height and lighter loads stored at a higher level 

 
 

Heavy or large or unwieldy loads are broken down into more manageable weights or sizes or suitable mechanical aids / team lifts are used 

Load weight should be reduced where possible for safe handling e.g. source a 10kg bag of material instead of 20kg. A two people or team lift 
may be appropriate but mechanical handling aids, e.g. trolleys, should be used where possible for loads above 25kg 

 
 

Work is planned to prevent handling over long distances or frequent repetitions 

Where repetitive tasks cannot be eliminated, it is good practice to rotate staff. Efforts could be made to reduce carry distances by changing 

the layout of a work area or by using simple handling aids to reduce the long carrying distances 

 
 

Bending, twisting and unstable postures are avoided 

Organise the workplace: good housekeeping, clear routes, adequate space and suitable equipment can allow the safe handling / movement of 

loads and prevent twisting postures. Storing materials at waste height can reduce bending and unstable postures 
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Employees receive relevant manual handling training where necessary 
 

The control measures to be put in place may still require employees to carry out some 

manual handling. Employees need instruction on how to assess and lift loads safely and 

instruction is recommended to be delivered by a trained manual handling instructor 

 
 

Additional Controls or Information You Added:                                                                                                                                                                          

Due to COVID-19 restrictions manual handling which requires more than one person and where two metre distancing cannot be observed.          
Good Respiratory Hygiene must be followed. (Wearing of Face Masks) 

Risk after controls - Medium 
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ACCIDENT/INCIDENT REPORT FORMS 
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Carnew Enterprise Centre 

 

Incident Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Name: _______________________________Date: ___________________________ 

 

Incident:  _____________________________________________________________ 
 

 

Location of Incident: __________________________________________________ 

 

Has an accident report form been filled in: __________________________ 

 

What number is it: _____________________________________________  
 

Signed: _______________________________________________________________ 

 

 

Reported to whom: ______________________ Signed: _______________________ 

 

 

 

 

Name: _______________________________Date: ___________________________ 

 

Incident:  _____________________________________________________________ 
 

 

Location of Incident: __________________________________________________ 

 

Has an accident report form been filled in: 

__________________________ 

 

What number is it: _____________________________________________  
 

Signed: _______________________________________________________________ 

 

 

Reported to whom: ______________________ Signed: _______________________ 

 

 



 

Revision E 58 

Carnew Enterprise Centre Accident Report Form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Type of Activity and Environment Location where accident occurred: 

____________________________________________ 

 

What type of activity was the injured person doing at the time of the accident? 

_____________________________________ 

Circumstances of Accident 
 

Date ___________________________ and time _________________________ (am/pm) of accident 

 

Briefly describe what the person was doing at the time of the accident and tick the agent involved: 

 

Name and contact details of  

Person involved in the accident:  

_______________________________________________________________________________________ 

( ) Computers    ( ) Falls of persons  ( ) Vehicles  ( ) Animals 

( ) Striking on/striking against objects ( ) Electricity   ( ) Objects falling ( ) Hand tools 

( ) Fire/Hot substances   ( ) Handling objects   

 

Briefly describe the departure from normal:  ________________________________________________ 

_______________________________________________________________________________________ 

 

Briefly describe the action leading to the injury:  ____________________________________________________ 

 

                                                                                                          

If there were any witnesses to the accident, please give name and contact address: _________________ 

 

Other details: ___________________________________________________________________________ 

Details of the injury 

Indicate the type of injury:  Indicate the part of the body most seriously injured 
( ) Bruising, contusion    ( ) Dislocation     ( ) Foot   ( ) Head (except eyes)    

( ) Hip joint, thigh, kneecap ( ) Concussion  ( ) Eyes  ( ) Knee joint, lower leg, ankle 

( ) Internal injuries  ( ) Multiple injuries ( ) Open wound ( ) Back, spine ( ) Abrasion, graze 

( ) Injury not ascertained ( ) Infection  ( ) Chest ( ) Hand  ( ) Closed fracture 

( ) Extensive parts of body ( ) Open fracture  ( ) Abdomen ( ) Shoulder, upper arm  

  

( ) Burns, scald, Frostbite  ( ) Lower arm, wrist  ( ) Neck  ( ) Electrical injury  

( ) Fingers (one or more)  ( ) Sprain torn ligaments ( ) Toes (one or more) 

 

(  ) Other [please specify] 

______________________________________________________________________________ 

 

(   ) Other [please specify] 

______________________________________________________________________________ 
OUTCOME OF ACCIDENT 
(  ) fatal  (  ) Non-fatal   Date of resumption of work ____________Year/Month/Day  

Anticipated absence if not yet back 2-3 (  ) 4-7 (  ) 8-14 (  ) 14 + (  ) Days 
_______  ______________________________________ _____________________ 

Date  Name of First Aider/Person Reporting Accident  Signature 

________ _____________________________________________ _________________________

  

Date  Name of Head of Department    Signature 
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Carnew Enterprise Centre Accident Report Form 

 

Additional Information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


