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The information within this document is provided to you in accordance with the Safety, Health and Welfare at 

Work Regulation 2007 and must be retained by you for the period of your employment. 
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Operational Health & Safety Statement 

It is the policy of Forward Emphasis International to minimise the Operational Health & Safety risks to all 

interested parties from its operations. 

Our objectives is to comply with all statutory legislation and codes of practice where applicable, to provide a 

safe a healthy work environment for all our employees and to meet our duties to contractors and members 

of the public who may be affected by our operations. 

To achieve our objectives, employees’ co-operation is essential. All employees are obliged to read this 

document and understand the policy and procedures and their role for health and safety at Forward 

Emphasis International. The company management has a duty that the standard of health and safety of the 

company is complied with the most recent Health and Safety Legislation and that the policy document 

should be updated in timely manner. The management should continuously review the health and safety 

situation of the company and also provides employees training and consultation when necessary. 

We encourage employees’ involvement and consultation to our OH&S management system and welcome 

any suggestions for improvement. 

 

 

Signed _______________________________________  Date ________________________ 

 Patrick Loughrey 

 Managing Director 
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1. EMPLOYEES’ DUTIES 

 

The duties of employees while at work are set out in section 13, the Safety, Health & Welfare at Work Act 

2005. These include the following: 

o To take reasonable care to protect the health and safety of themselves and of other people in the 

workplace 

o Not to engage in improper behaviour that will endanger themselves or others 

o Not to be under the influence of drink or drugs in the workplace 

o To undergo any reasonable medical or other assessment if requested to do so by the employer 

o To report any defects in the place of work or equipment which might be a danger to health and 

safety 

 

IF YOU THINK THERE IS A HEALTH AND SAEFTY PROBLEM I N YOUR WORKPLACE  

You should first discuss it with your employer, supervisor or manager. You may also wish to discuss it with 

your Health & Safety Committee members. 

If you are unsure of any H&S issues regarding legislation , regulation, or general practices, you may seek 

further information through Health & Safety Authority(HAS). You can visit its web site  http://www.hsa.ie 

”The Safety, Health & Welfare at Work Act 2007” is available at all time for our employees’ perusal. If you 

wish to refer the Act, please ask your supervisor. 



Health & Safety Policy 

Forward Emphasis International/Created 16.06.05 by KD/Revised by AC/Revised April 2008 by JJ  5 

2. EMPLOYR’S DUTIES 

 

Under Section 8 of the Safety, Health and Welfare at Work Act 2005, the employer has a duty to ensure the 

employees’ safety, health, and welfare at work as far as is reasonably practicable. In order to prevent 

workplace injuries and ill health the employer is required, among other things, to: 

o Provide and maintain a safe workplace which uses safe plant and equipment 

o Prevent risks from use of any article or substance and from exposure to physical agents, noise and 

vibration 

o Prevent any improper conduct or behaviour likely to put the safety, health and welfare of 

employees at risk 

o Provide instruction and training to employees on health and safety 

o Provide protective clothing and equipment to employees when necessary 

o Appointing a competent person as the organisation’s Safety Officer 
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3. CONTRACTUAL CONTROL 

 

Most of the building service work within our properties is undertaken by contractors. During such work the 

conditions and normal procedures can deteriorate and it is important that particular attention is paid to the 

way the contractors carry out their work and that they are not allowed to endanger our staff, our clients or 

themselves. Whilst it is appreciated that managers may not have the technical knowledge necessary to 

supervise contractors, hazardous practices and untidiness are easy to spot and must be controlled. 

Accidents to our staff or clients, caused by negligence of contractors can, in law, be considered the 

responsibility of the ‘manager’ of the area due to his failure to control their actions. 

All contractors who deal with any hazardous substances or whose work might create dangerous situation to 

our staff, visitors or themselves must understand the FEI Contractor Requirement and fill out “the FEI Third 

Party Responsibility Statement” and the “Forward Emphasis Contractor Safety & Environmental Method 

Statement”. These forms are provided by Administration & Facilities manager. 
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4. TRAIN THE STAFF 

 

The Safety, Health & Welfare at Work Act requires that staff be trained to perform their job in a safe manner. 

This means that they should receive, at regular intervals, general safety training and be specifically trained 

on the safe operation of any new equipment on which they are expected to work.  
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5. REPORT AND INVESTIGATE ACCIDENTS  

 

It is important that the causes of accidents, whether minor or serious, are investigated immediately on site in 

order to prevent recurrence. The accident report, which should be completed in all except the most trivial 

cases, requires comments on the investigation and cannot be accepted as a satisfactory record unless this 

action is completed. Where a member of the public or staff has been injured on a step or staircase for 

example, the step/staircase should be examined in order to ascertain whether the accident was caused by a 

fault in the structure, loose handrail, or poor lighting. Is the site manager, his property or the injured to 

blame? The recorded investigations of these questions can be vital in the event of a prosecution or 

compensation claim. 

 

6. ACCIDENT REPORTING 

 

Any accident, which occurs, must be recorded in case remedial action is required. 

There are two different documents and the severity of the accident differentiates the form used. The 

following will explain:  

o An incident of dangerous nature, which has not resulted in injury, is referred to as a ‘near 

miss’. Both major injuries and near need to be recorded on an Inquiry and Dangerous 

Occurrence Form. Requests for the form can be made through your supervisor. 

Any accidents and minor injuries must be recorded in the Accident/Incident Report, which is held in 

Administration & Facilities Office 
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7. First-aid  

In case of any minor injuries occurred to staff, the company ensures that all the necessary first-aid 

equipment is marked and easily accessible. The First-aid box is located on the right sidewall of the first floor 

gate (from inside). 

The company also ensures that the local emergency services are clearly displayed at each floor so that the 

injured can be treated in the most rapid and efficient manner. 

Most importantly, based on the fact that most injuries can be prevented in work places, all the employees 

and the management should be vigilant in identifying and correcting any danger to the staff. 

 

Location of Fist-aid box and information 

Ground Floor 

 

 

First Floor 

 

 

Second Floor 
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8. FIRE 

 

a. FIRE PRECAUTIONS AND EQUIPMENT  

Fire prevention is a very important part of safety and managers must pay particular attention to this 

aspect. The fire services have similar powers of branch closure and prosecution to those of the 

environments health services and do visit offices to check fire precautions. Managers must appoint 

a trained Fire Officer, with the duties set out clearly in the Manual. Priority must be given to 

ensuring clear means of escape, practice evacuations and an alarm system testing. The main 

criteria in a fire situation are to warn the staff and get them out quickly and safely. 

With the amount of electrical equipment and flammable material in our offices, fire is an obvious 

risk to us all. Each office is provided with fire extinguishers and safe routes of escape, which should 

never be blocked or restricted. 

Your manager or any member of Health & Safety Committee will explain what you should do if fire 

breaks out. 

Find out now what to do in the event of a fire or other emergency. 

 

b. FIRE OFFICERS AND FIRST AIDERS 

o Notice Boards on each floor have lists of who the Fire and First Aid Officers are. Please 

make yourself familiar with who these people are on your floor. 

o There are Health & Safety Committee members in the building. If you have something you 

wish to raise at this forum, please talk to your supervisor. 
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 c. EVACUATION PROCEDURE  

 

In case of any disaster including fire, all staff m ust follow the evacuation procedure. 

(Guidelines for Malin Head Premises) 

 Ground Floor 

o Front Door – Leading to Car Park 

o Canteen Door – Leading to Car Park 

 First Floor 

o Exit doors at the back of the Call Centre 

o Exit doors at the right side of Call Centre (fulfilment area) 

o Exit doors at the left side of Call Centre (Allianz area) 

Assembly Point – outside at Muster Points 1 and 2 located in the car park at the front entrance. 

These exits should have been pointed out to you during your training and by your Supervisor, at 

your Induction. 

Evacuation of the building in the event of a fire or disaster threat should always be by your nearest 

exit. The only exception to this would be when directed by a security announcement, to specifically 

avoid a particular exit due to threat/danger in that area. 

A disaster recovery information folder is located in every pod and office. It is your obligation to read 

and understand the proper procedure in case of fire. 

Fire evacuation procedures are displayed on each floor. Please ensure that you read this and be 

familiar with this procedure. 
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Electronic siren will begin the evacuation call. 

Evacuation: 

In the event of evacuation, you should leave your position immediately; 

o Do not switch off your workstation 

o If talking to a client – inform them immediately that you have to end the call 

because of a fire etc. 

o Do not collect personal possessions. 

o Make your way calmly to the nearest exit. 

o Evacuate to the nearest designated meeting point. 

It is important that you do not do anything that will put others or yourself at risk. 

Please read Fep18-2A Fire Drill & Evacuation Procedure. 
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d.  FIRE PRECAUTIONS 

Ground Floor 

o Front Door always off latch 

o Fire alarm at stair BOTTOM 

o Two Fire Extinguishers, one water and one CO2 

Canteen – Ground Floor 

o Exit Door at the right side of the canteen 

o Two Fire Extinguishers present 

 

First Floor Landing 

o Fire Alarms on first landing 

o Two Fire Extinguishers 

 

First Floor 

o Fire Alarms on First Floor 

o Six Fire Extinguishers 

o Exit Doors at back of Call Centre and right side of fulfilment area. 

All equipment is subject to regular official inspection. (inspection log??) 

 

PLEASE CHECK FIRE ALARM. 
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9. LIFTING 

 

If you are asked to move computers/furniture etc. you are required to politely decline, as you are not insured 

or trained to do so. We have staff in our building who have been trained to lift heavy objects and so you 

should contact your supervisor who will request the assistance of the appropriate staff. However, every one 

needs to lift things at work, whether they are packages or files. You can, however, cause yourself injury by 

lifting badly or trying to lift items, which are either too heavy or large to be handled safely. There are weight 

limits in law, which are very complex. The common sense rule is, “If it’s too heavy, too large, unwieldy or 

difficult to grasp, don’t lift it alone”. 

There are some simple rules, which will help prevent injury: 

o Get help to lift something, which is difficult or heavy. 

o Stand close to the item, take a firm hold and keep it close to the body while lifting. 

o Bend your knees, not your back and keep your back as straight as possible while lifting. 

o Never carry too much up or down staircases. 
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10. SUBSTANCES WE USE  

 

Some substances used in offices can, if used incorrectly, be hazardous to health. For this reason your 

manager will have asked for an assessment to be completed on all substances used. This assessment 

called COSHH is held in each office and lists the precautions, which should be taken and emergency 

treatment. If a product you are asked to use has not been assessed you should not use it. 
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11. GENERAL INFORMATION 

 

Notice Boards 

Notice boards giving information on a variety of subjects, including Health & Safety representatives and 

updates, can be located in the Call Centre. 

 

General Maintenance 

If you suspect quality of the workplace is declining, report it to your team manager. This could include faults 

in heating or lights etc. 

 

Free Eyesight Tests 

All employees are eligible for a free eyesight test. If you require a voucher contact your Supervisor with your 

salary number who will arrange it for you. 

If a VDU user is prescribed glasses specifically for use with their VDU, a second voucher can be obtained to 

help with the cost of eyewear. 


