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This Statemeht has been prepared with the assistance of www.safety-
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1.3 COMPANY SAFETY STATEMENT

The general Statement on this page sets out the Safety Policy of
ABC Company Ltd.

It is this Company’s intention that its work will be carried out in
accordance with the relevant statutory provisions of the Safety,
Health & Welfare at Work Act 2005, the Safety, Health & Welfare at
Work (General Application) Regulations and any other licable
regulations from those implemented in 2007. All r
practicable measures will be taken to minimise ris
others who may be affected by company actiyjties.

€es or

Manager 2 has appointed Manager 1 as ility for
managing Health, Safety & Welfare. R ade to

responsibility for ensuring that t
Statement are implemented.

employees. It is ther i at you acquaint yourself will
all areas of the Saf . hould ensure that you
understand your ro overall arrangements for Health &
Safety within tiae hin your individual area. You
should also ve an obligation to take care of
your own @i ers that might be affected by your
actions.

Manager 2

Date:
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1.5 Revision to the Safety Statement

The table below is a record of all revisions made to the safety
Statement

Revision Date Section Revised by | Authorised

number revised by

01 XX/ XX/ XX All —-New Manager 1 Manager 2
doc.

%
2
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2.1 MANAGEMENT CONTROL SYSTEM

The objective of the Safety Management System is to satisfy our
legal responsibilities and to exercise greater control of health and
safety within our organisation, to protect people and control the
business.

Management points that may be measured:

1. Workplace safety and housekeeping inspections
2. Staff suggestions and query forms
3. Induction and ongoing training
3.1. First aid — as necessary
3.2. Manual Handling - as necessary,
3.3. Safety Induction.
4. Safety critical equipment maintena recor,
4.1. Fire alarms
4.2. Fire extinguishers
4.3. First aid equipment
. Fire drill records
. Risk assessments
6.1. Initial assess
6.2. Annual revj
7. Monthly Safety r
7.1.
7.2.

U

al management meetings)

all of the above points will be held within a Safety
ent Folder. This folder is maintained by Manager 1.
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Health and Safety Management process for ABC Company Ltd

Process flow below indicates how Health and Safety issues and
procedures are handled.

Resolution or
Help required.

e\

Workplace Accidents Incidents/Near Staff Feedback
H&S Inspection Misses
A 4
Monthly
Review

Actions agreed for
any outstanding
issues and

\ 4

improvement plans

Feedback to
employees where
necessary.

\ 4

Business year end
Review.
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2.2 Manager 2

o Manager 2 will be responsible for implementation of the
procedures within the Safety Statement.

o Manager 2 bears the ultimate responsibility for ensuring that
staff are given correct information and training for them to do
their job effectively.

o Manager 2 is also responsible for ensuring that staf
supported in enabling them to reach the correc
respect of health and safety matters.

o Supervise the Company Health and Saf

o Review all safety rules bi-annually
recommend suitable changes.

o Investigate all major acciden
and recommend action.

o Ensure that recg miss reports are maintained.

uring that fire precautions are
QP i hen all other performance standards are set.
Q ding is reserved to meet regulatory needs of
sa nd health.

policies to achieve the Company's aim to reduce accidents and
health exposures.
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2.3 Manager 1

o Regularly inspect the workplace to ensure that the programme is
being complied with and make recommendations directly to all
employees in matters concerning Health and Safety.

o Ensure the review of Health and safety at the Management
meeting.

o Review the Staff suggestion and query forms weekl

o Control Sub-contractor work on the premises. essary)

o Supervise the Company Health and Saf

0 Get the assistance of all manage

effectiveness of the Company S

0 Review all safety rules on

necessary, recommend suli

o Assist in the inducti g of new employees.

o Inspect and mai zards/near miss reports.

0 Monitor the sy r ensuring that fire precautions are

adequa
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o Report any accident or damage, however minor, to senior
management.

o Commend Employees who by action or initiative eliminate
hazards.
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2.6 OFFICE BASED STAFF

o Read and understand the Company's Safety Statement and carry
out your work in accordance with its requirements.

o Do not try to use, repair, or maintain any office equipment or
machinery for which you have not received full instructions or
training.

o Report any defects in office equipment or machiner
immediately.

o Know the location of the First Aid Box.
o Ensure that you know the procedure in
o Report any accident or damage, h

o Ensure that corridors, office flgoF§hdo

and free from obstruction.

Do not attempt to lift

The Company believes that our present level of activity and use of
Visual Display Units (VDUs) represents no health and safety hazards
to its employees greater than any other electrical appliances
including the danger of tripping over loose cables or possible electric
shocks. Nevertheless, there are guidelines for users of VDUs and
indeed all desk-related activities, which we commend to office staff

e.g.

o Avoid slouching and keep the curve in the lower back.
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2.7 CONTRACTORS

The following responsibilities are allocated to contractors to whom
ABC Company assigns work:

All contractors must submit their Safety Policies and Insurances
to ABC Company for approval prior to being awarded any works.

All Contractors will be expected to prepare a Method Statement
appropriate to the works they will be engaged in.

All contractors will be expected to comply with ompany
Policy for Health, Safety and Welfare and must t their

own Company's policy is made available t
whilst work is being carried out.

All work must be carried out in acc
statutory provisions.

Yy necessary guards
certificates available

ust be notified of any material or substance
premises which has health, fire, or explosive

pany must see documentary clarification of contractor's
insurance arrangements, which must be submitted and approved
in writing.
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3.1 RESOURCES

ABC Company Ltd recognises that for the effective implementation
of the safety procedures and policies laid down in this Safety
Statement, adequate resources and funding must be made
available.

ABC Company Ltd undertakes:

- To ensure that adequate numbers of suitabl
available to undertake all work activities car
company.

- To include health and safety co i i nnual
estimates for the running of

ly'Practicable resources
g, maintenance,
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3.3 TRAINING

HAZARDS

Inadequately trained staff are a hazard to themselves and their co-
employees. ABC Company Ltd shall identify the training needs of
their staff and ensure they are fulfilled.

will receive
receive

It is the Policy of ABC Company Ltd that every employ
safety training on an ongoing basis. All new personnel
safety training as part of their induction. Staff traii

emergencies.

Training will include safety induction
handling training and First Aid trairy
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3.5 SAFETY REPRESENTATION

In agreement with the 2005 Act the employees may select and
appoint a person, to be called a Safety Representative, from their
numbers at their place of work to represent them in consultations
with ABC Company Ltd.

However, at the moment, it has not been necessary to elect a
Safety Representative. As the company grows it is accepted that
this position may change.

The rights of the Safety Representative include:

2.To be informed by the a visiby the H.S.A.
Inspector.

3. Investigate accidents a ouS’occurrences
provided it do [ the performance of
i quired to be performed by

this is for accident investigation.

ime off as may be reasonable to act as Safety
epresentative or to acquire the knowledge to carry out
that function.

ABC Company Ltd will facilitate the Safety Representative in
carrying out their functions as defined in the Act and as outlined
above.
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The following contents are required in a first aid box:

a
a
a

000D

Card giving general first aid guidance.

Individually wrapped sterile adhesive dressings.

Sterile eye pads, with attachment, e.g. Standard Dressing No.

16 BPC.

Triangular bandages (sterile).

Safety pins.

Blue Plasters

A selection of Unmedicated wound dressings which should

include:

o Medium size sterile unmedicated dressings (ap
8cm, e.g. Standard Dressings Nos. 8 and

o Large size sterile unmedicated dressings . Wcm X
9cm, e.g. Standard Dressings Nos.
Ambulance Dressing No. 1).

o Extra large sterile unmedicated i . 28cm X
17.5cm, e.g. Ambulance Dre .

It is also recommended that x gloyes be included

in each first aid kit for use by

o In the event of an acé ied first-aid person will be

id material.

-aid person with Manager/Supervisor on
onsible for completing the form.
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3.8 WELFARE FACILITIES
Adequate toilet facilities shall be provided and maintained in a good
clean hygienic condition.

Adequate washing facilities and washing and drying
materials/equipment shall be provided and maintained.

Arrangements for eating foodstuffs shall be provided i e form of
a canteen/tea room facility on the premises.

An adequate supply of drinking water shall be pro
premises.

Adequate cloakroom facilities shall be p rage of
wet coats, etc.

Safe access and egress shabxne
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3.10 SMOKING POLICY

The Public Health (Tobacco) (Amendment) Act 2004 became law on
Monday 29th March 2004. This means that smoking will not be
permitted in any enclosed workplace.

In order to comply with the above legislation and for other Safety
and Health reasons, it is the policy of ABC Company Ltd that all of
our work areas are smoke free. The Organisation recodfiises that all

customers and visitors who enter the pre ompdhy
Ltd.

Implementation
The overall responsibility for the 4

Infringem
Infringemeg

Informati@l, on how to obtain help quitting smoking is available from
the National’ Smokers Quitline on callsave 1850 201203 or the
Health Promotion Department of local Health Boards.
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3.12 Bullying at Work Policy

ABC Company Ltd recognises and accepts its responsibilities as an
employer to provide a safe and healthy working environment for
employees. As part of the policy of maintaining good employer
practice, ABC Company Ltd wishes to clearly state that bullying of
any kind will not be tolerated.

Bullying at work is defined as: 'Persistent criticism and gersonal
abuse, both in public and in private which humiliates an@ddemeans
the individual, gradually eroding their sense of sel
Bullying can be best described as repeated inappr aviour,
whether verbal, physical, or otherwise, cond
persons against another or others, at the
the course of employment, which could arded as
undermining the individual's right to dj
incident of the behaviour described in
affront to dignity at work, but as
considered to be bullying.

ABC Company Ltd will striye to ens@ike that@ll employees are free to
perform, their work in , Which is free from threat,
harassment and intimi ints of objectionable or
offensive behaviou

Manager 2
sensitivel ally, if possible, the source and cause

the circumstances warrant it, the

@ i be deterred in invoking the formal disciplinary /
d ! .

yees are invited to strive in ensuring that our working
gt remains a pleasant and friendly atmosphere.

environ
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HAZARD IDENTIFICATION AND CONTROL
MEASURES

A\
&
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The formula to be used for conducting risk assessments, assessing
the risk from observed infringements/hazards or after an Audit, is
shown here. Very minor injuries should score 1 while very serious
ones will score higher, personal judgement is needed here. Likewise
with the likelihood, 1 is very unlikely that anybody would be
exposed to the hazard, while 7 means definite exposure to the
hazard. Again personal judgement is needed.

Once the two scores are agreed they should be multiplied, thus
giving a risk rating between 1 and 42.

Scores:

1-6 = Very Low risk

7-12 = Low Risk

13-18 = Low to Medium Risk
19-24 = Medium risk

25-30 = Medium to High Risk
31-36 = High Risk, stop the activity
controls.

Over 36 = Very high Risk, sto
immediate controls.

ac

Risk Calculation Matrix

How likely is aghin]
2 E

How

serious
will
the
injury
be

Haz hings that can cause and injury.
likelihood of an injury happening.

Risk Control measures are intended to reduce the risk to an
acceptable level.

Where practicable the Company commits itself to the elimination
of hazards, whether that is by the provision of access arrangements,
machine guarding or the provision of special tools etc.

This approach will take into account normal good practice within this
sector of industry and the standards and guidelines where these are
available.
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(g) The provision of assistance to the fire authorities.

(h) The maintenance of good housekeeping practice to
ensure the removal of all combustible rubbish.

(i)  The testing and maintenance of portable heating
appliances, and ensuring that all electrical equipment is
switched off and unplugged when not in use.

4.2.1 FIRE FIGHTING EQUIPMENT

The purpose of portable fire fighting equipment is as fo

Extinguish incipient fires
Protect means of escape in case of fire
Protect employees and visitors
Protect property.

PN

Portable Fire Extinguishers

ent numbers to
Protection

Portable fire extinguishers will b
give adequate cover as per the a
Company.

Action in the even

mediate area of the fire. Contact the
em the address clearly and any other

gets hold.

4, Use the break glass fire alarm.

5. The manager of the area will order evacuation of the building
as soon as it becomes apparent that the fire or smoke is
spreading.

6. Employees should not delay their departure to collect personal
belongings from another part of the building and should
Revision Date Document owner Approved by Page number
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4.3 ACCESS AND EGRESS
HAZARDS
Inadequate access and egress facilities can result in:
e Restriction of an orderly evacuation of the premises

e Trips and falls
e Obstruction of emergency exits

RISK ASSESSMENT:
Likelihood Severity Ris
Score = Score = su

CONTROL MEASURES

Visual inspection of all stairs, escal
points will be carried out before
throughout the working day as n

rs, ays amd other access
b SS h day and

ces shall be kept clean and in good

yhting Il be provided at all entry, exit points and
dor and passageways.

Waste shallbe removed regularly and systematically stored in a
secure place until collected for disposal.

It is vital that all fire escape routes are not obstructed at any time.
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4.5 MANUAL HANDLING

HAZARDS

. Incorrect method of lifting

. Attempting to lift something which is too heavy

o Lifting sharp/awkward shapes

The main injuries associated with manual handling and lifting are:

Back strain, slipped disc.
- Hernias.

- Lacerations, crushing of hands g@pfin
- R.S.I.

- Bruised or broken to

1
<
Q
=
o
c
»
0

o
=
Q.
=

o
0
—t
=
Q.
5

RISK ASSESSMENT:
Likelihood Risk Value
Score = Result =

CONTROL

ally handled shall be assessed on the
to health and safety and due caution exercised
k of back injury etc. The method of handling

Loads whic

manual handling to a minimum and mechanical handling devices
supplied and used in so far as is reasonably practicable.

All appropriate staff shall be trained in safe manual handling
techniques.

Where loads have to be manually handled, safe access shall be
assured.
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placed forward, the same hand is extended, the other
hand is kept close to the body. This position ensures
that the elbows are into the sides. This coupled with the
correct foot position ensures a safe and easy fit.

Arms close to the Body
The further the weight is away from the centre line of

gravity of the lifter, the greater the strain. At all times
get close to the weight and try to make it p@art of you.

The Hold

When grasping a weight, one oft
"get a good hold". A good hol the
roots of the fingers, not jus i tact of the

know their own capab [ d never attempt to
exceed them. , it'is far better to be
safe than s

e weight of object and the centre line of
e lifter should be as close as possible to one
reduces strain, discomfort and the likelihood of
during the course of the lift.

Ng the Weight

When in the initial position for the lift, the lifter should test the
weight of the object to make sure it is within his capability and
not too heavy for one man to lift. Many accidents happen
when a person raises an object a few inches off the floor,
realises it is too heavy and lets go.

4, The shape of the weight

Note
so th

the shape of the object. It should be turned, if possible,
at the shortest measurement of rectangle is nearer to the

centre line of gravity.
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4.6 ELECTRICITY

Set out below are the general controls for the company.
HAZARDS

- Electric Shock

- Fire
- Trips or falls from loose cables

RISK ASSESSMENT:
Likelihood Severity
Score = Score =

To ensure that all electrical equipment us
safe condition.

CONTROL MEASURES
All new electrical installatio ons are tested and

certified as safe, by a comp ified electrician
arly by a competent

dre

on live electrical equipment is avoided where reasonably

ticable

inguishers that are suitable for fighting electrical fires
are provided

e All circuits supplying socket outlets are protected by a Residual
Current Device (RCD)

e Operation of the RCD is tested regularly in accordance with the
manufacturer’s instructions

e Where electrical portable appliances are subject to ongoing
wear and tear, they are inspected and tested

e Any scorch marks associated with an electrical appliance or
electrical wiring is checked urgently by a competent person
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HAZARDS
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o While office work may not be considered as a high-risk activity
unsafe work systems and layout may result in injury or illness.

RISK ASSESSMENT:

Likelihood

Severity

Risk Value

Score =

Score =

Result =

CONTROL MEASURES

e Adequate office space is allocated for the w onnel.

e All furniture, fittings and equipment shall be

desks etc.

e Only one drawer of a filing cabin
time. All drawers should be clo
e Sufficient lighting and ventila

e All items stored
prevent fallin
e The mains p
attempting

d, or repaired.
(e.g. photocopier toners) read the
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CONTROL MEASURES

e Each workstation shall be assessed to ensure the individual’s
health is not likely to be put at risk.

e The Display Screen Assessment sheet in the appendix shall be
used for this purpose.

e Be sure that VDU screens meet the appropriate criteria for
performance, brilliance, character design, etc.

e The intensity of the beam, the brightness of the dots against
the background and their time persistence are t
important determinants of operator 'safety’.

e This underlines the importance of keeping V
condition.

e It is important that chairs are correctly and
that their siting is at an optimum dis ine
e Lighting, ventilation and temperat
controlled to provide satisfactor ditions

e There should be a restriction @n C
e Over two hours with pauseg o

further use.
e In this respect, short, frequ

than infrequent lon
e The total time of
restricted to 6
Vision shoul
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4.10 Ladders

HAZARDS
Note: Ladders must only be used for short periods and only where
there is no suitable alternative.
e Items falling from ladders
Working from ladders
Throwing waste material from ladders
Overreaching
Overbalancing
Ladders Falling
Falls from Ladders
Defective Ladders

Person at risk:
Employees / Sub-Contractors / Visitors

Risk Assessment

Likelihood Severity

Score =

CONTROL MEASURES
Maintenance of lad
e lLadders are o

step-ladders.
pany for short periods and

ders must be of good
nd sound material and of adequate

intained.
not be used if one or more rungs are missing or

e Timber ladders, and folding step ladders must not be painted
or treated in such a way that defects cannot easily be seen.

Use of ladders and folding step-ladders
e Any part of a building or other structure used to support a
ladder or folding step-ladder must be of sound material and
sufficiently stable and sufficiently strong to give safe support.
e Ladders standing on a base (e.g. standing on the ground)
must:
e Be securely fixed
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4.11 Machinery, Equipment and Maintenance

Hazards
Entanglement
Electricity

In running nips
Etc.

Risk Assessment

Likelihood Severity

Score = Score =

In general the use of machinery and equipm
confined to low-risk items, which do not pr
hazards.

However notwithstanding this the follg

Person at risk:
Employees / Sub-Contractors /

CONTROL MEASURES

General
The following precautj
equipment.
e All guarding, ices (e.g. interlocks) must be in place
and world

any recognises that there may be additional risks

with maintenance activities, due to such factors as need
arding, disable safety features such as interlocks,
electrical safety issues, etc. In order to minimise the risks involved
in maintenance activities, the Business takes the following actions.

¢ No maintenance is carried out by general staff, other than
routine cleaning and similar activities which can be carried out
without disassembling the equipment or disabling safety
measures in any way.

¢ All maintenance is carried out by suitably capable and
experienced staff or by outside suppliers.

e This competence includes:
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4.13 Noise and Sound System.

Hazards
Hearing loss or impairment

Risk Assessment

Likelihood Severity Risk Value

Score = Score = Result =

Because of the nature of the business, there is a risk fr
operations, the following control measures are in

e Excessive noise levels from sound syst
e Loudspeaker positions are arranged
levels for employees. Loudspeaker;

basis to ensure that noise i as is practical, and
should there be any si i iCcredse in noise levels, appropriate
formal monitoring an ill be taken.
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4.15 Driving for work

Hazards

Other road users

Road traffic accidents
Driving conditions

Poor vehicle maintenance

Risk Assessment

Likelihood Severity

Score = Score =

Control Measures:

e The use of vehicles is restricted to iNthe company
who hold a current driving licens [ class
and who are covered by the ap [ ehicle inSurance.

e Vehicles must be driven at allgi
Road Traffic Acts.

e All drivers must remain wit egal limits for
drinking and driving.

checks on vehicles

prior to use to e re in suitable condition for
use. Defects repaired.

It is forbidde assengers other than authorised
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4.17 Violence and Aggression

Hazards
Physical assault
Physical injury
Verbal abuse

Risk Assessment

Likelihood Severity Risk Value

Score = Score =

Control Measures:
e Security arrangements and systems are in pl
working order
e Lone working is avoided where possi
e Secure cash handling systems ar
e Training is provided to employe
aggression, threats and robbgi
e All incidents are recorded
e Support facilities are availa in the event of an
incident
e Procedures for cash
e Workplace is lai
e Physical barri
threat of vio

are in place
vulnerable areas
re there is an increased

) Fisk of violence. The following steps are
inimise this risk.

Always keep aware of customers or other individuals who may

become violent or threatening

¢ Never argue or otherwise engage with someone who shows
signs of violence

e If someone becomes aggressive or violent, obtain assistance.
Never attempt to get involved directly or to restrain the
person.

o If attacked, withdraw from the confrontation if possible.

If and when it is safe to do so, raise the alarm.
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4.18 CASH HANDLING

Hazards Risks

Assault Medium

Physical injury Medium
RISK ASSESSMENT:
Likelihood Severity Risk Value
Score = Score = Result =

4.18.1 Cash Movement Controls

1. Avoid letting large amounts of cash accumul
registers/drawers/etc.

2. Perform cash drops regularly depg

3. Be careful when collecting cash mes Always watch

behind you and be aware o i he area. If
possible two colleagues sh m machines
together.

4.18.2 Cash Moveme the Bank

1. g frequent lodgements.
2 patterns when making
3. ed in or out of the premises, ensure

pughly checked and certam entry/eX|t

of cash should be alert at aII times and should
ing arouse suspicion, they should contact the Gardai.

4, pnents of coin could be carried in a cash case and
currency notes may be carried on the person.

5. Trips to the bank, where possible, should be made by car.
Able-bodied persons should carry out this task - at least two
such persons.

6. Precautions should begin with varying, as much as possible,
the times and routes of such journeys.

7. Be discreet. Avoid the use of a telltale canvas bag that shows
the thief you are carrying money, thus attracting them to

Revision Date Document owner Approved by Page number

number
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4.18.5 Post Crime Action — Armed Raids and Personal Attacks

1.
2.
3.

Contact the Gardai.
Lock door until the Gardai arrive.

Preserve the scene intact. Do not allow interference with
places where fingerprints or footprints may be found.

Hold witnesses at the scene until the Gardai arrive, otherwise
take details (name, address, telephone number) for contact
later.

Identify if anyone has been injured. If so, n
injury. Call an ambulance if required.

e Who was there (witnesse
phone numbers

Revision Date Document owner Approved by Page number
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4.21 Ventilation System

Hazards
Illness and sick building syndrome.

Risk Assessment

Likelihood Severity Risk Value

Score =

Score = Result =

Control Measures:

Only trained employees oper

part of general
ith the manufacturer's

Revision Date Document owner Approved by Page number
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Safety Statement Document Review

ABC COMPANY LTD

To ensure the proper implementation of our Safety Systems we
shall review the Safety Statement periodically and at least annually.

Date of Signed Description of ate of
Review for Company Changes ate
Revision Date Document owner Approved by Page number
number

01 XX/ XX/ XX 68

Manager 1

Manager 2
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Appendix

N
&
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Safety Inspection Sheet

Inspector: Area: Date:
Structure, Inspection | Substandard | Corrective Action
equipment, | item (relating | condition / action by &
tool & work | to each practice required date
B structure,

practice equipment, tool | NOted

& work

practice)

Q
&
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A4. Display Screen assessment

Name: Date: Location

No. | Check item Yes | No | Comments

1 Is the display screen image
clear?

Are the characters readable?

Is the image free of flicker or
movement?

Are the brightness and/or contrast
adjustable?

Does the screen swivel and tilt?

Is the screen free from glare
reflection?

2 Is the key board comfort

Is the key board tilt

Can you find a
position?

Is the Surface free of glare
reflections?

Is the chair stable?

Can the chair be adjusted?

Do the adjustment mechanisms
work?

Is your posture comfortable?
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PART 8 Related Policies

8.1 ABC Company Environmental Policy

ABC Company will seek to promote the conservation and sustainable
use of natural resources and to minimise environmental pollution in
all their activities and, where possible, by it's influence over others.
The objective will be to minimise the environmental impact of all
operations.

Consideration will be given to substitution of pollui
with "greener" alternatives wherever possible. Ste
minimise smoke, dust, noise, and vibration ni ntial
for which will be identified during the asse

All waste disposals shall be carried ou
removed to registered disposal siteg.

ation shall be held to
demonstrate compliance with thig. '

waste shall be

atercourses. All liquid
is a risk.

Liquid pollutants will not
storage will be bunded
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