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1 Introduction 

1.1 Scope 

The management of Litho Circuits Ltd (“the Company”) is committed to ensuring, so far 

as is reasonably practicable, the safety, health and welfare at work of all their employees. 

This Safety Statement specifies how the safety, health and welfare of employees are to be 

managed and is based on the identification of the hazards as well as the risk assessment 

for the Company. 

 

The organisation of safety, health and welfare within the Company is outlined in this 

Safety Statement which outlines the administrative arrangements to be maintained for 

the implementation of the Company’s Safety Policy, including the names of those 

responsible for the performance of tasks specified by this Safety Statement. 

 

Arrangements for consultation with employees and details of the duties of persons with 

responsibilities for safety, health and welfare in the implementation of an efficient Safety 

Policy are also outlined in this Safety Statement. 

Suggestions for improvements to the Safety Policy and this Safety Statement and to the 

arrangements for ensuring safety, health and welfare at work in the Company are 

welcome from employees and others to which this Safety Statement applies. 

 

This Safety Statement will be reviewed and, if necessary, amended when there has been 

a significant change in work practices (for example, the introduction of new equipment or 

substances) or when there is reason to believe that it is no longer valid (an accident, 

dangerous occurrence or a “near miss” may prompt such a review). 

 

2 Company Background 

Litho Circuits was established in 1986 and offers a full turnkey service from PCB layout, 

through manufacture, component source / procurement to assembly. Full front-end 

capabilities in-house enables fast turnaround on PCBs. Litho Circuits is ISO 9001:2000 

accredited and one of the largest PCB design companies in Ireland. It also offers 

automated SMT and conventional assembly, repair and rework services. 
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3 Safety Policy  

This policy sets out the Safety Policy of Litho Circuits Ltd, Portal House facility. It is the 

intention of our company that all work will be carried out in accordance with the relevant 

statutory provisions and that all reasonably practicable measures to avoid risk to our 

employees, customers, contractors, and to all others who may be affected by our work, 

will be adopted. 

 

This Safety Statement represents the commitment of Litho Circuits Ltd to ensure 

adequate resources are made available to provide co-ordinated and effective Safety 

Programmes through training and continuous improvement evaluations. We are 

committed to ensuring the design the provision and maintenance of our plant in a 

condition that is, insofar as is reasonably practicable, safe and without risk to health. We 

also recognise that it is our duty to provide systems of work which are planned, 

organised, performed and maintained, so as to be far as is reasonably practicable, safe 

and without risk to health. 

 

This Statement of the Company Safety Policy will be made available to all employees of 

Litho Circuits Ltd. We will ensure that they will have the awareness, skill and 

knowledge to carry out this policy. We will aim to provide a workplace free of recognised 

hazards and promote healthy lifestyles. All employees are expected to co-operate with the 

company in carrying out this Safety Policy and ensure that their work is carried out 

without risk to themselves or to others. 

 

At the time of presentation, this Safety Statement sought to identify, as far as possible, 

with the co-operation of staff, all possible hazards and risks present in the place of work. 

Employees will be encouraged to exercise their duty under Section 9 of the Safety, Health 

and Welfare at Work Act, 2005, to bring to the attention of the management such 

additional hazards and risks which may be unintentionally omitted from this Safety 

Statement. We will integrate Safety considerations into our business. It is out intention 

to review this Statement in the light of new experience and new developments. 

 

The success of our policy will depend on the assistance and co-operation of each 

individual. It is therefore important that you read this document carefully and 

understand the role and the overall arrangements for Health and Safety at Litho Circuits 

Ltd. 

 

Signed: _________________________   Date: _____________________ 

  Frank Keohane, Managing Director 
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3.1 Compliance review 

The Safety Statement of the company shall be formally reviewed annually, or more 

frequently if deemed necessary. This review shall cover all sections of the Statement and 

shall ensure that: 

➢ The responsibilities reflect the current staffing of the company 

➢ The Statement is up to date with any legislative changes that may have occurred 

in the interim 

➢ The safe working procedures are still applicable 

 

4 Responsibilities 

4.1 Know the law 

As of the 1st of September 2005, the Safety, Health and Welfare at Work Act, 2005 came 

into being. This act repeals the Safety, Health and Welfare at Work 1989 and other 

existing enactments. 

 

The Safety, Health and Welfare at Work Act, 2005, places responsibility for occupational 

health and safety on all stakeholders. The Act develops the role of employers, employees 

and Government in framing and implementing occupational safety and health policy in 

Ireland. The Safety, Health and Welfare at Work Act, 2005 takes a preventive approach 

to reducing accidents and ill health at work.  

4.2 Employers 

The Safety, Health and Welfare at Work Act, 2005 imposes general duties on employers 

so as to ensure the safety and health of their employees and others at work. 

4.2.1 General Duties 

Employers, to ensure the safety, health and welfare of their employees must: 

 

➢ Manage and conduct work activities; 

➢ Prevent improper conduct and behaviour in the workplace; 

➢ Design, provide and maintain a safe place of work that has safe access and egress 

and that uses plant and equipment that is safe and without risk to health; 

➢ Prevent risks to employees from the use of any articles or substances, and from 

noise, vibration, radiation or any other physical agent; 

➢ Plan, organise, maintain and revise systems of work; 

➢ Provide and maintain adequate welfare facilities; 

➢ Inform, instruct, train and supervise their employees; 
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➢ Provide and maintain suitable protective clothing and equipment; 

➢ Prepare and revise emergency plans and measures to be taken when there is an 

emergency or a risk of serious or imminent danger; 

➢ Report to the Health and Safety Authority any notifiable accidents and disease, 

and dangerous occurrences; 

➢ Obtain, where necessary, the services of a competent person for the purpose of 

ensuring the safety, health and welfare of their employees. 

 

Any temporary or fixed term worker is deemed by the 2005 Act to be an employee so all 

duties of employers to their employees also apply for these workers. 

 

Employers must also conduct their undertaking so that individuals at their place of work 

who are not their employees are not exposed to risks to their safety, health and welfare. 

 

4.3 Employees 

An employee is a person who works or worked a contract of employment and includes a 

fixed term employee and a temporary employee.  

4.3.1 General Duties  

An employee will, while at work: 

 

➢ Comply with health an safety legislation to protect his or her safety, health and 

welfare and that of other who may be affected by their acts or omissions; 

➢ Ensure that s/he is not under the influence of toxicant to the extent of 

endangering his or her own or any other person’s safety and health; 

➢ Submit to any appropriate, reasonable and proportionate tests for intoxicants in 

accordance with Regulations under the 2005 Act; 

➢ Co-operate with the employer and any other person to enable them to comply 

with safety and health legislation; 

➢ Not engage in improper conduct or other behaviour, such as horseplay, that is 

likely to endanger his or her safety, health and welfare or that of any other 

persons; 

➢ Attend any training and undergo assessment of the training required by his 

employer or that is required by safety and health legislation; 

➢ Following training and instruction, make correct use of any article or substance 

provided for the protection of their safety and health including any personal 

protective equipment. 
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Workers also have a duty not to endanger themselves or others and to be alert to 

dangerous situations. 

 

Employees must also, where they are aware, report to the employer: 

 

➢ Any defect in the place or system of work or with any article or substance used 

which might endanger the safety and health of employees or any other person; 

➢ Any contravention of safety and health legislation, which may endanger the 

safety health of employees or any other person. 

 

Where health and safety legislation requires certain training in relations to any work 

activity then employees must not misrepresent themselves in regard to the level of 

training they have received when entering into a contract of employment. 

 

Employees must not intentionally or recklessly interfere with, misuse or damage 

anything provided for securing the safety and health of persons at work or in connection 

with work activities place the safety and health of any person at risk. 

 

4.4 Safety Consultation  

The Company is committed to meeting its obligations under Section 26 of the Safety, 

Health and Welfare at Work Act, 2005, in consulting with employees for the purpose of 

making arrangements which will enable management and the employees to co-operate 

effectively in promoting and developing measures to ensure their safety, health and 

welfare at work and in ascertaining the effectiveness of such measures.  

 

The Company will consult in advance on: 

➢ Measures to improve co-operation; 

➢ Measures substantially affecting safety and health; 

➢ Designating responsibilities under the emergency plan; 

➢ Protective and preventive activities; and 

➢ Hazard identification and risk assessments. 

 

Employees at the Company have the right to make representation to and to consult 

management on matters concerning their safety, health and welfare and in accordance 

with Section 25 (1) the employees of the Company will be facilitated in making 

representations to management through their elected Safety Representative. 
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The Company will consider any representations made by the employees regarding safety, 

health and welfare and, so far as is reasonably practical, to take any appropriate or 

necessary action.  Consultation arrangements are in the form of staff meetings. The 

effectiveness of the consultation process will be reviewed by management and the Safety 

Representative. 

 

4.5 Information & Training  

The Company will provide information to employees regarding the hazards identified in 

the workplace and the associated risk as determined by risk assessments. Employees will 

be informed, through training, of protective and preventive measures required to be 

taken to comply with safety and health legislation including the name(s) of the safety 

representative(s) and persons having responsibilities under the emergency plan.  

 

New employees receive health and safety information as part of their induction process 

and also in written format through notification on the company notice board. The 

Company safety statement is also available to all our employees through the company 

network infrastructure. 

 

The employees of contractors, or any workers employed by another employer will also 

receive information on matters affecting their safety and health at the place of work. 

 

The Company will provide training: 

➢ Following recruitment: 

➢ In the event of transfer or change of task; and  

➢ When equipment and systems of work are replaced or changed or new technology 

is introduced. 

 

Training will take account of any new or changed risks to safety and health and will be 

repeated periodically. Information, instruction, training and supervision in safety and 

health matters will be provided in a manner, form and language understood by the 

employee. 
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4.6   Organisation and responsibilities 

4.6.1 The Managing Director 

Responsibilities of the Managing Director include the following: 

 

➢ To ensure, in so far as is reasonably practicable, the safety, health and welfare at 

work of all employees; 

➢ To ensure that personnel, planning and investment are adequate to meet the 

commitments of the safety policy and detailed commitments on control of hazards 

which are made later in this statement 

➢ To undertake to ensure the safety, health and welfare of other persons, who may 

not be direct employees, but who are either the employees of another person, are 

self-employed, or are members of the general public; 

➢ To be aware of the appropriate statutory requirements affecting the Company’s 

operations. 

➢ To reprimand any member of staff failing to discharge satisfactorily their 

responsibilities for health and safety. 

➢ To draw up a Director’s Report in compliance with Section 158 of the Companies 

Act, 1963, as outlined in Appendix 1 of this Safety Statement. 

➢ To set a personal example. 

 

4.6.2 Management Representative 

Responsibilities of the Management Representative include the following: 

 

➢ Inform the Managing Director on the implementation of this safety statement 

and on any revisions required; 

➢ To prepare and keep up to-date the Safety Statement of the Company’s policy for 

safety, health and welfare. 

➢ Monitor all aspects of safety and health in the Company and ensure periodic 

surveys are carried out and document findings for senior management; 

➢ Investigate complaints, accidents and dangerous occurrences and provide regular 

reports to the Managing Director with advice on corrective action; 

➢ Provide or organise training courses to meet identified needs including training 

of management to enable them to effectively carry out their responsibilities with 

regard to health and safety. Ensure training is correctly documented; 

➢ Ensure employees are trained in the manual handling of loads in compliance 

with the legislation and Health and Safety Authority’s guidelines; 
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➢ Liaise with the appointed Safety Committee or representative on matters 

relating to health and safety and make representations to the Managing Director; 

➢ Consult accident prevention bodies such as the Health and Safety Authority, and 

act on their recommendations; 

➢ Ensure all accidents are logged in the accident report book; 

➢ Keep all registers, records and reports up to-date and properly completed and 

ensure that they are kept if a safe place and available for inspection by a Health 

and Safety Authority Inspector. 

➢ In the case of a serious accident or dangerous occurrence alert the Health and 

Safety Authority immediately; 

➢ Meet the H.S.A. Inspector on visits to the Company workplace; 

➢ Make oral or written representation to an Inspector; 

➢ Liaise with the Managing Director on action required where Improvement, 

Prohibition Notices have been served on the Company; 

➢ Investigate any reportable accident and advise the Managing Director on position 

via the injured party, potential claims, Insurance or H.S.A. implications; 

➢ Ensure all first-aid personnel are trained in compliance with the legislation and 

the Health and Safety Authority’s guidelines;  

➢ Ensure that all first-aid boxes are maintained properly; 

➢ Ensure Contractors and self-employed persons are aware of the Company policy 

and have confirmed they will comply (see appendix 4); 

➢ Keep up to-date with all changes in the safety, health and welfare legislation and 

relevant guidelines from the Health and Safety Authority; 

➢ Seek expertise,  where necessary, in achieving compliance with legislation 

relating to the requirements for risk assessments especially in the case of manual 

handling, hazards to pregnant employees or the use of visual display equipment; 

➢ Respond promptly to safety issues reported by  a responsible person; 

 

4.6.3 Senior Management 

Responsibilities of senior management include the following: 

 

➢ Read and understand the Company safety policy and review regularly to 

establish if amendments need to be made; 

➢ To ensure the safety policy is brought to the attention of all employees, to make 

sure that each person is aware of their responsibilities and the means by which 

they can carry them out; 

➢ Ensure all operations are undertaken in such a way to ensure, in so far as 

reasonably practical, that their employees, or persons not directly employed by 
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them, but who may be affected by their operations, are not put at risk by any 

actions or omissions; 

➢ Co-ordinate actions with other employers who share the building and inform 

them and their respective employees and safety representatives of any risk from 

the Company’s work activities; 

➢ Exchange with other employers who share the building the Company’s safety 

statement or relevant sections of the safety statement; 

➢ To know the appropriate statutory requirements affecting the Company’s 

operations; 

➢ To ensure that appropriate training is given to all staff as necessary; 

➢ To insist that sound work practices are observed and that work is planned and 

carried out in accordance with safe work methods in compliance with the 

statutory provisions;  

➢ To ensure that proper welfare facilities, safe working ,methods and equipment to 

avoid injury, damage, and wastage are provided, and that health and safety 

factors are considered in the selection of sub-contractors; 

➢ To ensure that there is liaison on health and safety matters between the 

Company and sub-contractors. 

➢ Obtain a “Method Statement” from sub-contractors carrying out high risk 

activities, in compliance with the Safety, Health and Welfare at Work 

(Construction) regulations, 1995; 

➢ To bring about reporting, investigations, and costing of injury, damage, and loss, 

promote analysis of investigation to discover trends and eliminate hazards; 

➢ To reprimand any member of the staff failing to discharge satisfactorily their 

responsibility for health and safety; 

➢ To instigate liaison with external accident prevention companies, and to 

encourage the distribution of safety literature throughout the Company; 

➢ To arrange for funds and facilities to meet requirements of the Company safety 

policy; 

➢ To set a personal example. 

 

4.6.4 Department Supervisors 

Responsibilities of department managers include the following: 

 

➢ Read and understand the Company safety policy; 

➢ Ensure adequate provision for safety and health is made in planning of work 

activities; 
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➢ Inform all employees (staff) reporting to you that the Safety Statement is 

available on the company network infrastructure 

➢ Ensure in so far as reasonably practical that work is carried out as planned and 

that account is taken of changes or unforeseen conditions as work proceeds; 

➢ Ensure that all equipment is safe and fully efficient, is guarded and fully 

equipped with safety devices and has been tested and thoroughly examined in 

accordance with legislation; 

➢ Ensure all employees are made aware of all hazards outlined by the Safety 

Statement, risk assessments carried out, safety data sheets for chemicals and 

manufacturers safety instructions accompanying machinery and equipment; 

➢ Ensure that personnel protective clothing and equipment (P.P.E) is issued when 

required and that records are kept of issue, e.g. safety shoes, safety glasse. 

➢ Ensure that staff are only employed on equipment that they are qualified to 

operate; 

➢ Liaise with the training co-ordinator to ensure that the training records for the 

employees are report to you are signed and up to-date; 

➢ Ensure that all accidents or dangerous occurrences are reported by staff; 

➢ Set a good example by wearing personal protective clothing and equipment where 

appropriate; 

➢ Take appropriate action when notified of disregard for safety; 

➢ Provide all new employees with safety training during induction; 

 

4.6.5 Employees 

Health and safety is everyone’s business. As an employee you have legal duties designed 

to protect you and those you work with. Employees have to obey the following rules: 

 

➢ Read and understand the Company’s Health and Safety Policy and carry out your 

work in accordance with its requirements; 

➢ Report any dangerous practices or situations that you are aware of to an 

appropriate person; 

➢ Don’t interfere or misuse any safety equipment; 

➢ Know and obey all safety rules, safety signs and procedures in emergencies; 

➢ Check for defects in personal protective equipment  provided before 

commencement of work and report these defects without unreasonable delay to 

their direct manager; 

➢ Must report all accidents and all near misses to their direct manager without 

delay; 
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➢ Be familiar with the location of all first aid boxes, eye wash facilities, if provided, 

fire extinguishers, and all other safety equipment provided in respect of the type 

of work being carried out; 

➢ Raise the fire alarm in the case of a fire and know what action to take should a 

fire occur; 

➢ May not work in the Company while under the influence of alcohol or drugs or 

medication which could impair their judgement and affect their safety and the 

safety of others; 

➢ Warn others especially new employees of known hazards; 

➢ Report any person abusing facilities provided; 

4.6.6 Sub-Contractors 

Responsibilities of sub-contractors include the following: 

 

➢ All sub-contractors will be expected to comply with the Company Safety Policy for 

safety, health and welfare 

➢ Sub-contractors will provide the Company with their Safety Statement which will 

be made available at all times, for inspection; 

➢ All work must be carried out in accordance with the relevant statutory provisions 

and taking into account the safety of others in the Company  and the general 

public; 

➢ A detailed “Method Statement” will be required from sub-contractors carrying out 

high risk activities, such as working at a height. The method statement must be 

agreed with the Senior Management before work begins. 

➢ Any injury sustained or damaged caused by sub-contractors employees must be 

reported immediately to Company’s safety representative; 

➢ Suitable first-aid equipment in accordance with the Safety, Health and Welfare 

at Work Act (General Application) Regulations, 1993, will be provided by the sub-

contractors for their employees; 
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5 Occupational Health 

 

It is the policy of the Company to ensure that tasks are within the competence and 

capability of the employee. The systems of work will be designed with that purpose in 

mind. It is clear that some processes necessarily give rise to risks which can only be 

controlled by adherence to proper procedures. 

 

It is the policy of the Company when purchasing new equipment, altering existing 

equipment or changing a system of work to study such proposed purchases or changes to 

ensure in so far as is reasonably practicable that they are without significant hazard. 

 

5.1 Ergonomics 

 

The Company will ensure that correct ergonomics are adopted by all employees when at 

their workstations or desks. This will be achieved by the provision of relevant 

information and training, and will be monitored through on-going risk assessments. 

 

5.1.1 Design for Health 

➢ Portal House is purpose built with office, production and storage space. Training 

in systems of work & the use of specialised equipment is provided. Relevant 

Personnel Protective Equipment is available to all production employees.  

➢ The production area is specially designed and has adequate benches, storage and 

electrical protection. 

➢ A high standard of office furniture is provided and including adjustable chairs, 

spacious desks and VDU equipment with good definition and good ranges of 

adjustment to ensure user comfort; 

➢ Good general illumination with no glare; 

➢ Regular cleaning and maintenance of lights and windows; 

➢ Adequate emergency lighting; 

➢ Outside areas satisfactorily lit for work and access during hours of darkness for 

security as well as safety; 
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5.1.2 A Safe Place to Work 

➢ Adequate space for easy movement; 

➢ Avoidance of  tripping hazards (trailing wires, etc); 

➢ Handholds or guardrails where people might fall from floor edges or stairs; 

➢ Emergency provisions;  

➢ Neat and tidy storage of tools and equipment e.g. lab area;  

➢ Storage racks, equipment, furniture is placed so that sharp corners don’t present 

a hazard to passers-by;  

➢ Comfortable working temperature – usually above 17.5°C for sedentary 

occupations;  

➢ Good ventilation (avoiding draughts) particularly in high humidity;  

➢ Mechanical ventilation where fresh air supply is insufficient;  

➢ Noise levels controlled to reduce nuisance as well as damage to health;  

➢ Heat stress reduced by controlling radiant heat (especially near head level); 

 

5.2 Risk Assessment 

 

It is the policy of the Company that all employees who work in the office environment are 

aware of the associated hazards and risks of that workplace.   

 

The Company has identified, through risk assessment, the various risks present in the 

office environment and implemented suitable control measures. 

 

5.3 Personal Protective Equipment 

Where required within the company, Personal Protective Equipment (PPE) is available 

to employees, in the form of safety shoes, protective gloves, eye goggles, aprons, overalls 

and ear defenders.  Generally, given the nature of work undertaken by the company, this 

only applies in the production areas.  

 

Signage is on display in these areas and the need to use PPE is indicated on the risk 

assessments. From time to time, PPE may be required in other areas, due to the nature 

of the task being conducted, employees are reminded to be vigilant, (e.g. safety data 

sheets, labelling, equipment instruction manuals etc.) and ensure that appropriate PPE 

is used if necessary. 
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5.4 Safety Audits 

On a regular basis the Safety Coordinator arranges safety audits which look at the 

buildings, the use of the buildings, equipment in the buildings and the training needs of 

employees. The Safety Coordinator in consultation with the Managing Director will 

prioritise any action needed arising out of the findings of such safety audits. 

 

5.5  Manual Handling 

The Company recognises that manual handling injuries can occur wherever people are at 

work. To this end the company has assessed the risks associated with manual handling, 

through risk assessments and implemented controls to reduce those risks.  

  

5.6 Housekeeping 

In order to ensure employees get to and from their work areas in a safe manner, the 

Company will ensure that a good housekeeping system is adopted, so that everything has 

a place and everything is in its place. Housekeeping audits will be conducted to ensure 

that this is the case. 

 

5.7 First Aid 

A first aid cabinet is provided. The Management Representative is responsible to ensure 

all First Aid Boxes are renewed on a regular basis. The first aid box contains a list of 

items which would normally be stored in it.  First Aid boxes will be maintained in 

accordance with The Safety, Health and Welfare at Work (General Applications) 

Regulations 1993 (SI No. 44 of 1993).  

 

5.7.1 Company Occupational First Aiders 

The first aiders are available to provide treatment of minor injuries and emergency 

treatments of major injuries until an ambulance or medical aid arrives to the premises. 

5.7.2 Company Fire Wardens 

 

Name Area Represented  

Natasha Cummins Evacuation Group All 
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 Evacuation Group B 

    

 

5.8 Disabled persons 

The Company is committed to taking action for equality and this includes a clear 

commitment to taking positive steps to provide an environment where disabled 

employees can maximise their potential, contribute to the best of their abilities and have 

equality of opportunity in recruitment, training and promotion within the company.  

5.9 Pregnant Employees 

Once informed by an employee that she is pregnant, the company shall adhere to the 

Pregnant Employees Regulations, 2000 (SI no. 218 of 2000), the Maternity Protection Act 

1994, the Safety, Health and Welfare at Work Act, 2005 and the General Applications 

Regulations, 1993. 

 

All safeguards necessary to protect the health and safety of the employee will be put into 

place and all hazards will be adequately controlled so that the hazard is reduced to a 

level, which will not harm the pregnant woman or developing child or breast-fed child. 

These safeguards may necessitate changing the employee’s type of work or working 

hours or moving the employee to other safe work. If these safeguards are not possible 

then the employee will be granted safety and health leave as a last resort. 

5.10  Visitors 

All visitors must book in at reception where they are provided with a visitor badge. They 

must wear this badge at all times while they are visiting. They must return the badge 

and book out before leaving the building. Visitors must be accompanied at all times. 

 

5.11  Fire 

The Company recognises that fire represents a constant danger to all of its employees. To 

this end each floor is provided with fire extinguishers at strategic points.  These may be 

used to tackle small fires or to assist persons to escape who may be close to the source of 

a fire. Fire hose reels are also provided.  

 

An approved contractor inspects all fire fighting equipment on a yearly basis. Smoke/fire 

detectors are provided throughout the buildings and these are linked to a central fire 
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alarm. The building has emergency lighting to help people evacuate safely even in the 

event of mains power failure 

 

The top floor has two separate means of escape, with escape doors being highlighted by 

signs. It is the policy of Company to carry out fire drills at least twice a year. This will be 

organised and conducted by the Safety Coordinator. Fire drills may be conducted without 

any prior notification to employees, but with the approval of Safety Representative. 
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6 Human factors 

6.1 Bullying 

Bullying is defined as: 

“Workplace bullying is 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 this definition may be an affront to dignity at work 

(may offend) but as a once off incident is not considered to be bullying” 

 

The Company will not tolerate any bullying within the workplace and will abide by the 

“Code of Practice on the Prevention of Workplace Bullying”, which became effective from 

1st March 2002. 

6.2 Harassment 

The Employment Equality Act 1998 as amended by the Equality Act 2004 defines 

harassment as: 

“Any act or conduct that is unwelcome to you and could reasonably be regarded, taking 

into account your relevant characteristic (i.e., your race, gender etc.), as offensive or 

humiliating or intimidating to you.” 

 

"Any act or conduct" includes spoken words, gestures or the production and display of 

written words, pictures and other material. This includes offensive gestures or facial 

expressions, unwelcome and offensive calendars, screen-savers, e-mails and any other 

offensive material.  

 

Any reported incident of bullying/harassment will be investigated, with in the strictest of 

confidence, respecting both sides, by the Company. 

6.3 Stress 

The Company recognises it has a two-fold responsibility in relation to stress experienced 

by staff: 

➢ Under various laws and regulations, as an employer, it has a clear legal 

responsibility to reduce stressors in the workplace, and  

➢ As a prudent and supportive employer, it has an obligation, once notified by a 

staff member, who feels that they are suffering stress which is adversely 
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impacting upon their ability to work effectively, try to work together to remedy 

the situation. 

 

All such employee contacts should be made to a manager and will be treated in the 

strictest of confidence. 

 

6.4 Violence & aggression 

The Company is committed to providing a safe, healthy workplace that is free from 

violence or threats of violence. For purposes of this policy, workplace violence is any 

violent or potentially violent behavior that arises from or occurs in the workplace that 

affects staff.  

Individuals who engage in violent or prohibited behavior (see below) may be removed 

from the premises, and may be subject to dismissal or other disciplinary action, arrest 

and/or criminal prosecution. This policy applies to all work locations. 

The company takes reports of threatening or violent workplace incidents seriously. 

Employees, managers are expected to report actual or alleged incidents of violence in the 

workplace.  

6.4.1 Prohibited Behaviour  

The company does not tolerate behavior, whether direct or through the use of company 

facilities, property or resources that:  

➢ Is violent;  

➢ Threatens violence;  

➢ Harasses or intimidates others;  

➢ Interferes with an individual's legal rights of movement or expression; or,  

➢ Disrupts the workplace or the Company’s ability to provide service to its 

customers.  

Violent or threatening behavior can include physical acts, oral or written statements, 

harassing telephone calls, gestures and expressions or behaviors such as stalking. 
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7 Welfare Facilities 

The Company is committed to their employee’s welfare and to this end have provided for 

the following: 

7.1 Cleanliness 

➢ Premises, furniture and fittings kept clean;  

➢ Good housekeeping to clear trade waste, dirt and refuse daily;  

➢ Rubbish and food waste must be covered and regularly removed to keep premises 

clear of pests; 

➢ Floors and steps washed or swept regularly; 

7.2 Company Doctor 

A medical doctor is made available by the company for the following purposes: 

➢ Pre-employment medicals as appropriate; 

➢ Treatment of an employee for work related illness of injury; 

➢ Provisions of medical advice to the Company; 

➢ Treatment of employees with symptomatic conditions during working hours. 

Company Doctor is Dr McCann  Tel: 061 451499 

7.3 Wash Room Facilities 

Wash room and toilet facilities are provided and include: 

➢ Separate toilets for each sex, marked appropriately; 

➢ Toilets ventilated, kept clean, in working order and easily accessible; 

➢ Ventilated space between toilet and any workroom; 

➢ Wash basin with hot and cold (or warm) running water; 

➢ Soap and towels (or electric hand dryer); 

➢ Waste bins (emptied weekly); 

➢ Sanitised bins are emptied by an outside contractor 

Sub-contractor services are retained to clean and maintain these areas.  All employees 

are reminded of their duties to keep the facilities clean and hygienic. 

7.4 Canteen 

A canteen is provided. Facilities for storage and heating food are provided.  Drinking 

water points are also provided at various locations. 

7.5 Parking facilities 

Dedicated parking facilities are provided around the building with lighting for all 

employees. Security cameras are also installed in around the building. 
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8 Area / Activity related Risk 

Assessments 

 

In compliance with Section 19 of the Safety, health and Welfare at Work Act, 2005, the 

following sections outlines an identification of the hazards and their associated risks to 

safety, health and welfare at the Company. 

 

A Hazard is anything in the workplace, which can cause harm. Each hazard has an 

associated risk 

 

A Risk is the likelihood, great or small, that someone will be harmed by the hazard, 

together with the severity of the harm suffered. Risk is also dependant on the number of 

employees exposed. 

 

The following is considered when analysing each risk: 

➢ Probability of exposure / contact with hazard 

➢ Frequency of exposure to hazard 

➢ Number of people at risk 

➢ Maximum probable loss 

 

Risk is measured on six levels: 

 

 
Very low risk 0 to 4 

Low risk 6 to 49 

Medium risk 50 - 99 

High risk 100 to 499 

Extreme high risk 500 to 1999 

Unacceptable risk Over 2000 
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8.1 Fire 

Hazard 

Outbreak of fire 

/ Emergency 

evacuation 

Consequence (Risk) 

Fatality, smoke inhalation, severe burns, 

injuries 

Structural damage 

Who is at Risk 

Employees  

Visitors 

Contractors 

Risk Rating 

Extremely 

High Risk 

 Hazard Control Resp 

Ensure waste packaging and paper and other combustible materials are removed 

from site. 

All 

Ensure that any flammable liquids or gases are stored and used safely All 

Staff are not permitted to use supplementary heating such as open bar electric fires 

or portable gas heaters.  Where necessary, oil filled radiators would be provided to 

supplement the heating system.  

All 

Fire doors should be kept closed at all times.  All 

In the case of an emergency ensure the fire doors are closed as you leave the 

building. 

All 

Fire exits and extinguishers must be kept clear of obstacles.   All 

The building is provided with fire detection systems. MD 

Smoke detectors are located in individual offices, corridors and other spaces.   MD 

At strategic locations throughout the buildings fire call points are provided. MD 

The building is designed to ensure that fires cannot spread readily. This is achieved 

with the provision of self-closing fire doors and fire resistant construction materials 

are used throughout.  

MD 

 

The building has a fire certificate from the fire authority acknowledging the 

acceptability of the building design from a fire safety point of view.  

MD 

From the top floor there are two independent means of escape, each of them via a 

fire protected escape route.  

MD 

The evacuation routes are clearly sign-posted. MD 

The evacuation routes where necessary are lit by lights, which are independent of 

the mains power. 

MD 

At or near all main fire exits and in other strategic locations fire extinguishers have 

been provided. 

Mgt Rep 

Fire extinguisher checks will be carried out at least every 12 months and this is 

documented. 

Mgt Rep 

Emergency Lighting should be checked regularly Mgt Rep 

Fire exits must be kept clear (inside and outside) at all times and should be checked 

regularly.  

Mgt Rep 

Evacuation training should take place and drills should be carried out twice a year Mgt Rep 
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to ensure that each staff member is familiar with the escape routes and to test the 

effectiveness of the evacuation plan.  

Staff members have been trained to act as fire wardens ensuring that the premise is 

evacuated and staff/visitors are accounted for at the Assembly Point.   

Mgt Rep 

The evacuation plan includes the designation of an assembly area and the checking 

of names at the assembly area to ensure that no one has been left in the building in 

an emergency situation. 

Mgt Rep 

The emergency personnel evacuation list is available at reception must be kept up 

to date and should be brought to the assembly point by the person at reception with 

the visitors log 

Reception 

An emergency phone number list  is available at reception and should be brought to 

the assembly point by the person at reception  

Reception 
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8.2 Electricity 

Hazard 

Contact with 

electrical 

current 

Consequence (Risk) 

Electric shock resulting in serious injury 

or fatality 

Who is at Risk 

Employees  

Visitors 

Contractors 

Risk Rating 

High Risk 

Hazard Control Resp 

If equipment is found to be defective, dangerous or cables are frayed or damaged, it 

should be taken out of service immediately, reported to your supervisor as soon as 

possible and marked as defective until repairs can be carried out by a competent 

person. 

All 

Care should be taken to remove the danger of liquid entering electrical equipment. All 

Do not place drinks on top of electric equipment where they could spill and cause a 

short circuit. 

All 

Do not plug/unplug electrically operated equipment with wet hands. All 

Appropriate extension leads must be used where necessary. All 

Circuits should not be overloaded. All  

Ensure that no cable or power leads are in a position where they could be damaged 

by the user’s feet or the wheels of chairs. 

All 

All electrical installations must conform to electrical safety legislation MD 

Only authorised persons who are qualified electrician must carry out repairs to 

electrical equipment. 

MD 

All fuse boards must be equipped with an R.C.D MD 

Ensure that all relevant staff are trained in the correct use of electrical equipment. Mgt Rep 

Ensure that instructions for use of electrical equipment are available at all times. Mgt Rep 

No items should be stored inside electrical panels at any time Dept Mgr 

All electrical panels must be clearly labelled ad closed. Access should only be by 

authorised persons. 

Mgt Rep 

The electrical system and all equipment should be inspected regularly and properly 

maintained 

Mgt Rep 



Page 27 of 53 

8.3 Chemicals 

Hazard 

Chemical use 

Consequence (Risk) 

Contact with skin and eyes causing burns 

/ irritations   

Some individuals may become sensitised / 

allergic reactions 

Inhalation may cause respiratory 

problems. 

Absorption through the skin can cause 

possible systemic problems. 

Ingestion can cause severe burns, 

vomiting and diarrhoea. 

Who is at Risk 

Contract Cleaner 

Production staff 

Risk Rating 

High Risk 

Hazard Control Resp 

Safety Data Sheets (SDS) for all chemicals are stored in Production. A log has been 

created which includes details of SDS and is include in the front of the SDS folder  

Safety 

Coordinator 

SDS are used to provide information on proper storage,  handling, associated risks 

and emergency measures of chemicals 

Mgt 

All staff working with chemicals will be trained in chemical handling. Mgt 

All obsolete chemicals are send for recycling or disposed of through the appropriate 

channels. 

Mgt 

The need for a chemical spillage kit in the Board Cleaning room  and if installed it 

should be check regularly to ensure it is complete 

Safety 

Coordinator 

All chemical spillages should be dealt with immediately.  Production 

personnel 

Employees should familiarise themselves with the contents of the relevant SDS 

prior to initial use of chemicals and comply with their directions. 

Production 

personnel 

Good hygiene practices are essential to avoid skin irritation, eye splashes, 

inhalation and ingestion. 

Production 

personnel 

Hands should be washed and dried thoroughly before eating, drinking, smoking and 

before going home. 

Production 

personnel 

Where there is a foreseeable risk of spilling or splashing protective clothing, eye 

protection and suitable gloves must be worn. 

Production 

personnel 

All hazardous materials should be inspected on delivery to ensure packaging is 

intact. 

Production 

personnel 

Damaged containers should be rectified immediately. Production 

personnel 

Hazardous materials should be stored where possible in original containers / Production 
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packaging. Where the original container / packaging must be removed new 

containers / packaging should be labelled appropriately (HazChem Label and 

identification). 

personnel 

Contacts lens should not be worn in any operation involving hazardous materials. Production 

personnel 

Employees must report any adverse reaction of using a chemical to their immediate 

supervisor 

Production 

personnel 
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8.4 Slips, Trips, & Falls  

Hazard 

Slip, Trips, and 

Falls 

Consequence (Risk) 

 Broken bones, back injuries, sprains, 

bruises 

Who is at Risk 

Employees  

Visitors 

Contractors 

Risk Rating 

Medium Risk 

Hazard Control Resp 

Trailing power leads should be avoided where possible All 

If a trailing lead is used, care should be taken to avoid creating a tripping hazard. All 

Care should be taken keep work areas tidy and free from obstructive objects and not 

leave objects or spillages unattended and to clean them up without delay 

All 

The passageways, stairways and ramps should be kept clear and free from 

obstructions at all times. 

All 

Running is not permitted. Handrails must be used on stairs and steps All 

Strapping for securing pallets is particularly hazardous and should not be left lying 

on the ground. 

All 

Any spills or the residue of leaks should be cleared up immediately  All 

 

8.5 Manual Handling 

Hazard 

Incorrect manual 

handling 

Consequence (Risk) 

Back injury & upper limb injuries 

Who is at Risk 

All employees 

Contract Cleaner(s) 

Risk Rating 

High Risk 

Hazard Control Resp 

Care should be taken not attempt to lift, push, pull or carry any load which may be 

too heavy. Common heavy items in Litho include boxes of PCBs, Reams of paper, 

bottles of water, 25lt chemicals containers. 

All 

Mechanical aids must be used where possible All 

Safe practices should be used when lifting, bend the knees & keep back straight, 

hold load close to body and watch for trip hazards. 

All 

Assistance should be sought with heavy and awkward loads. All 

Training is provided to employees, in the manual handling of loads in compliance 

with the General Application Regulations, 1993 and in compliance 

recommendations of the Health and Safety Authority. 

Mgt 
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8.6 Workstations 

Hazard 

Poor posture 

Consequence (Risk) 

Back injury, upper limb strain 

Who is at Risk 

Employees  

Risk Rating 

Medium Risk 

Hazard Control Resp 

Chairs should be used so as to provide maximum back support for the user. All 

A chair with an adjustable seat and backrest should be provided where the task 

requires long periods of sitting 

All 

The height and position of work surfaces should be set so as to minimise bending 

and reaching 

All 

Adjust screen height and tilt so that it is comfortable for individual use (eye level at 

top of screen arms light from screen is advisable.) 

All 

Any physical problems you relate to use of a workstation should be reported to your 

supervisor immediately. 

All 

VDU equipment should have good ranges of adjustment to ensure user comfort. Mgt 

 

 

Hazard 

Use of VDUs 

Consequence (Risk) 

Eye strain, fatigue 

Who is at Risk 

Employees  

Risk Rating 

Medium Risk 

Hazard Control Resp 

All reasonable efforts are made to ensure that the lighting at a workstation is 

adequate and suitably placed.  

All 

 

The affect of glare should be avoided at workstations, window blinds are provided All 

Work breaks should be taken before the onset of fatigue. All 

Work breaks should include a change in posture and different work activities. All 

VDU equipment should have good definition All 

Eyesight tests should be available to habitual users of VDUs (more than one hour of 

continuous use per day). 

Mgt 

 

Training provided to staff in compliance with the General Applications Regulations 

1993 

Mgt 
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8.7 Storage of Materials 

Hazard 

Collapse of 

stored or 

stacked 

materials or fall 

of objects from 

storage 

Consequence (Risk) 

Head, foot or body injury  

Who is at Risk 

All employees 

Risk Rating 

Medium risk 

Hazard Control Resp 

All items should be carefully stacked at a safe level, i.e. heavier items to the bottom. All 

Care should be taken not to stack items too high in case they may fall or topple over 

causing injury. 

All 

Avoid storing boxes out of reach or in positions which are difficult to access All 

Use suitable steps to access items stored at a height All 

Ensure shelves can hold the weight All 

 

 

Hazard 

Drawers 

Consequence (Risk) 

Bruises, cuts, broken bones, 

Who is at Risk 

Employees  

Risk Rating 

Low Risk 

Hazard Control Resp 

Care should be taken to ensure draw units do not topple over (drawers should be 

filled form the bottom up and heavier items should be stored on lower drawers. 

 

All 

 

Handles on drawer units should always be used to avoid catching ones finger when 

closing drawers. 

All 

Even though all drawer units are fitted with mechanisms to stop drawers being 

pulled of their runners accidentally, care must still be taken.  

All 

Unattended drawers should be closed to avoid people accidentally knocking against 

them. 

All 
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8.8 Production 

Hazard 

Hand assembly 

operations 

Consequence (Risk) 

Eye injury and blinding 

Cuts and bruises 

Who is at Risk 

Production 

personnel 

Risk Rating 

High Risk 

Hazard Control Resp 

Always wear protective safety glasses when using any hand tools. 

 

Prod personnel 

Tools should be kept clean, in good condition and inspected before use. Prod personnel 

Damaged tools should be discarded and replaced. Prod personnel 

Care should be taken to avoid cuts from knifes, leads and boards Prod personnel 

 

Hazard 

Soldering 

 

Consequence (Risk) 

Eye injury and blinding 

Burns 

Who is at Risk 

Production 

personnel 

Risk Rating 

High Risk 

Hazard Control Resp 

When soldering flux may splash or spatter or solder may spatter into the eye 

therefore safety glasses should be worn when carrying out all soldering operations.  

Prod personnel 

Care should be taken not to burn oneself when using a soldering iron. Safety glasses 

will protect against a hot solder iron accidentally hitting the eye.  

Prod personnel 

Safety glasses should be used when using chemical cleaners. Where there is a 

danger of splashing or contact with the skins gloves should be worn particularly 

when using cleaning wipes.  

Prod personnel 

Lead trimming may fly while being cut therefore safety glasses should be worn. The 

lead trimmings should be directed away from other people in the surrounding area.  

Prod personnel 

Trained personnel should only carry out soldering. Prod personnel 

Solder contains lead. Hands should be washed before eating. Prod personnel 

Solder also contains flux. Extraction systems are being evaluated at present to 

remove fumes during soldering.  

Prod personnel 

Soldering irons, heat guns, desoldering tools etc. should be switched off when not in 

use. 

Prod personnel 
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Hazard 

Specific 

Production area 

hazards 

 

Consequence (Risk) 

Body injury 

Who is at Risk 

Employees 

Visitors 

Contractors 

Risk Rating 

Medium risk 

Hazard Control Resp 

Food a must not be consumed is the production area.  

The receiving area should be kept tidy at all time as it is a means of escape from the 

canteen. 

All 

 

The board cleaning area and the doorway should be kept tidy at all times Production 

Personnel 

A fire blanket should be available near the oven in the board cleaning area All 

The air compressor could give rise to potentially hazardous levels of noise when in 

use. In general if when people speaking normally has difficulty being heard clearly 

by someone who is about 5m away, then a noise assessment should be carried out. 

Currently the air compressor is used infrequently if its use increase then methods of 

reducing exposure should be considered including quietening the machinery, by 

limiting the time spend by people in the noisy area or by the provision of ear 

protectors. If ear protectors are necessary, ensure audible warnings can still be 

heard. 

Production 

Personnel 

 

 

Hazard 

Compressed air 

Consequence (Risk) 

 Explosion or internal injuries 

Who is at Risk 

Production 

personnel 

Risk Rating 

Low Risk 

Hazard Control Resp 

Air receivers & air powered equipment is examined regularly by a competent person Prod personnel 

All air powered hand tools should only be operated at a pressure which is 

compatible with that of the supply line. 

Prod personnel 

Compressed air can cause serious injury if misused. Never use compressed air to 

clean down one clothes or body. Horseplay is banned with this equipment. 

Prod personnel 
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Hazard 

Reflow Oven  

Consequence (Risk) 

Burns / crushing injuries to hand and arms 

Who is at Risk 

Production 

personnel 

Risk Rating 

Medium Risk 

Hazard Control Resp 

The reflow oven runs at temperatures in excess of 200o C. The top of the oven should 

be kept clear at all times. There is a warning to this affect on the oven. 

Prod personnel 

Care should be taken when handling PCB after they have been reflowed to avoid 

getting burnt. 

Prod personnel 

There is a danger that a PCB may get stuck in the oven or may catch fire. The 

safest action is to speed up the conveyor and remove the PCB as quickly as possible. 

Another option is to open the oven see the hazards below. 

Prod personnel 

The hood of the oven can be opened. Turn off power to the oven before opening the 

hood. Care must be taken when opening the oven as it is extremely heavy and if it 

closes accidentally it could cause serious damage to fingers or hands. Also if the 

oven is opened during operation the operator’s hands and arms will be exposed to 

high temperatures.  

Prod personnel 

There is a danger if the hood is opened all the way it could unbalance the machine 

or could fall back abruptly damaging the electrics. The hood should be supported at 

all times. 

Prod personnel 

There is conveyor in the SMT line. Loose clothing, jewellery or hair should not be 

worn in the vicinity of any conveyor. 

Prod personnel 
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Hazard 

Solder wave  

 

Consequence (Risk) 

Severe burns / crushing injuries to hand 

and arms 

Who is at Risk 

Production 

personnel 

Risk Rating 

High risk 

Hazard Control Resp 

Only trained personnel should operate the machine. All personnel working in the 

area should be made aware of the dangers in the area. They should be made aware 

of all emergency procedures and devices including the location of emergency stop 

button and how to operate them (push or pull) and fire fighting equipment 

(extinguishers, blankets etc.).  

Prod personnel 

The wave solder machine runs at temperatures in excess of 200o C. The top of the 

oven should be kept clear at all times. There is a warning to this affect on the oven. 

Prod personnel 

The wave solder machine contains molten solder when operating. Heat resistant 

gloves, face protection and closed footwear should be used around the solder pot. 

Prod personnel 

Solder contains lead and solder dross (solder in the form of dust) is prone to 

inhalation therefore adequate respiratory protection should be used when cleaning 

the solder pot (disturbing the dross). Gloves should also be worn. Hands should be 

washed before eating. 

Prod personnel 

Gloves and safety glasses / face protection should be used when handling flux and 

thinners.  

Prod personnel 

Flux and thinner are flammable and care should be taken when using and storing. Prod personnel 

Adequate extraction is provided and should be used while operating the machine. 

The extraction system should be maintained regularly by trained personnel. 

Prod personnel 

Care should be taken when handling PCB after they have been soldered to avoid 

getting burnt. 

Prod personnel 

There is a danger that a PCB may get stuck in the oven or may catch fire. An option 

is to open the oven but care must be taken not to get burnt. Another option is to use 

a fire extinguisher but care must be taken when using the extinguisher within the 

machine, not to direct it at the solder pot as it could result in splashing the molten 

solder. 

Prod personnel 

There is conveyor in the wave solder machine. Loose clothing, jewellery or hair 

should not be worn in the vicinity of any conveyor.  

Prod personnel 

The wave solder machine should be maintained regularly be trained personnel.  Prod personnel 
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8.9 Cleaning 

Hazard 

Slip, Trip and 

Falls 

Consequence (Risk) 

Broken bones, back injuries, sprains, 

bruises 

Who is at Risk 

Employees 

Visitors 

Contractors 

Risk Rating 

Medium Risk 

Hazard Control Resp 

Avoid running power leads where they may pose a trip hazard  Cleaner 

Power leads should be unplugged and wound up as soon as the cleaning operation is 

completed 

Cleaner 

Equipment should be placed carefully, including leads and hose, when not in use, 

even for short periods 

Cleaner 

Care should be taken when storing cleaning equipment (vacuum cleaner, mop and 

bucket) to avoid creating a trip hazard. 

Cleaner 

Ensure warning signs are placed around wet surfaces. Cleaner 

Ensure that all mats are maintained in safe and good condition and that they are 

positioned appropriately. 

Cleaner 

All spills and residues should be cleaned up immediately Cleaner 

 

 

Hazard 

Chemical use 

Consequence (Risk) 

Contact with skin and eyes causing burns 

/ irritations   

Who is at Risk 

Contract Cleaner(s) 

Cleaner 

Risk Rating 

Medium Risk 

Hazard Control Resp 

Safety Data Sheets (SDS) for all cleaning chemicals are available Cleaning 

contractor 

Employees should familiarise themselves with the contents of the relevant SDS and 

comply with their directions. 

Cleaners 

All chemical spillages should be dealt with immediately.  Cleaners 

Where there is a foreseeable risk of spilling or splashing protective clothing, eye 

protection and suitable gloves must be worn. 

Cleaners 

Perform good handling practices to avoid skin irritation, eye splashes, inhalation 

and ingestion. 

Cleaners 

Hands should be washed and dried thoroughly before eating, drinking, smoking and 

before going home. 

Cleaners 
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8.10 Packing area 

Hazard 

Packing area 

 

Consequence (Risk) 

Burns and crushing injury 

Who is at Risk 

Production 

Personnel 

Risk Rating 

Medium risk 

Hazard Control Resp 

Only trained personnel should work the bubble wrap machine. All personnel 

working in the area should be made aware of the dangers in the area. They should 

be made aware of all emergency procedures and devices including the location of 

emergency stop button and how to operate them (push or pull) and fire fighting 

equipment (extinguishers, blankets etc.).  

Prod Personnel 

The bubble wrap machine gets hot so the top and around the machine should be 

kept clear to avoid the danger of fire. 

Prod Personnel 

The machine should be turned off when not in use. Prod Personnel 

The machine should not be left unattended when in use. Prod Personnel 

The machine has bars on a hinged mechanism, which should be left in the down 

position when not in use. When using the machine care should be taken not to 

catch ones hand or fingers by dropping the bars accidentally. 

Prod Personnel 

The storage of packing material should be kept to a minimum and waste 

packaging materials should be disposed of regularly as both are generally highly 

combustible. 

Prod Personnel 
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8.11 External transport 

Hazard 

Vehicles, 

driving 

 

Consequence (Risk) 

Body injury 

Who is at Risk 

Drivers,  

passengers,  

public 

Risk Rating 

Medium risk 

Hazard Control Resp 

All drivers must hold suitable driving licence for the vehicle being driven. Drivers 

All vehicles are maintained as per recommended schedules. Drivers should ensure 

that the vehicle they are driving is within its maintenance schedule and is 

roadworthy at all times. 

Drivers 

Drivers should report any defects or problems with vehicles immediately.  Drivers 

All drivers must drive within the Rules of the Road. Drivers 

Mobile phones should not be used when driving unless a handsfree phone set is 

provided. Handsfree phone sets have been provided in some company vehicles It is 

preferred, even with handsfree set, that people do not use phones while they are 

driving. 

Drivers 

Tight schedules are avoided to reduce stress and the risk of road rage. 

 

Mgt 
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8.12  Security 

Hazard 

Personal 

Assault 

 

Consequence (Risk) 

Body injury 

Who is at Risk 

Employees 

Visitors 

Contractors 

Risk Rating 

Medium risk 

Hazard Control Resp 

As far as practicable staff are advised to avoid working late and particularly 

working alone at night. 

All 

All staff are asked to be observant and to report, to the Safety Coordinator any 

suspicious behaviour, suspicious vehicles and suspicious movements; particularly 

outside of regular office hours. 

All 

Access beyond the foyer is only when accompanied by employees only. All 

A key coded entrances helps to prevent unauthorised access to the building. Ensure 

all doors are closed when not in use. 

All 

Production personnel should not work alone, there should a minimum of two people. Mgt 

Security cameras are in place at the front door and at the car park. Mgt 

The car park and the buildings are well lit so that persons acting suspiciously could 

readily be seen. 

Mgt 

Security is kept under continuous review and other special security arrangements 

may be put in place as time goes on. 

Mgt 
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8.13  Canteen 

Hazard 

Hot liquids 

Consequence (Risk) 

Burns, Scalds 

Who is at Risk 

Employees 

Visitors 

Contractors 

Risk Rating 

Medium Risk 

Hazard Control Resp 

Kettles should be used on an even surface and should not cause any danger to 

people passing by or in the vicinity. 

All 

Warning signs placed near equipment for boiling water to warn of hot boiling water. All 

 

Hazard 

General 

Canteen  

Consequence (Risk) 

Burns, Scalds, cuts, electric shocks 

Who is at Risk 

Employees 

Visitors 

Contractors 

Risk Rating 

Medium Risk 

Hazard Control Resp 

Care should be taken with heating appliances (toasters, grills etc.) to ensure to 

ensure that they are not creating a fire risk (Avoid placing them under shelves or 

cabinets). 

All 

Do not plug/unplug electrically operated equipment with wet hands. All 

Broken objects that can have sharp edges (e.g. glass, tableware) must be removed 

from the immediate area as quickly as possible and disposed of by suitable and safe 

means. 

All 

Adequate supply of cold running water Mgt 

First Aid kit fully stocked Mgt Rep 

 

Hazard 

Rodents 

 

Consequence (Risk) 

Illness, sickness 

Who is at Risk 

Employees 

Visitors 

Contractors 

Risk Rating 

High risk 

Hazard Control Resp 

Waste food should be disposed of in bins provided and not left lying around the area  All 

Spillages cleaned up immediately All 

Pest control system in place and operated by reputable pest control company Mgt 
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8.14 Access & Egress 

Hazard 

Traffic in car 

park 

Consequence (Risk) 

Traffic dangers, serious injury 

Who is at Risk 

Employees, 

Visitors, 

Contractors 

Risk Rating 

High risk 

Hazard Control Resp 

Employees must abide by the traffic system entering and exiting the car park and 

be aware of moving traffic. 

All 

Employees must always be aware and be vigilant for personal security All 

Employees must follow the parking arrangements provided. All 

Consider suitable positions for Fire Assembly Points so as to minimise obstruction 

of emergency services vehicles access and egress thereby reducing possible danger 

to evacuees from building  

All 

Care should be taken when entering and leaving the car park. Particular care 

should be taken when reversing. 

All 

Pedestrians must also be observant. All 

 



Page 42 of 53 

8.15 On site at customer premises 

Hazard 

Site orientation 

Consequence (Risk) 

 Serious physical injury, electrocution 

Who is at Risk 

 Employees at 

customer site 

Risk Rating 

Medium risk 

Hazard Control Resp 

Before commencing work, the relevant site personnel are contacted and sign in 

where appropriate. 

Litho 

personnel 

Discuss any dangers that exist with assigned customer personnel.  Litho 

personnel 

Familiarise oneself with the surroundings and on site safety documentation Litho 

personnel 

Note the nearest fire exits and become aware of emergency and fire alarms. Litho 

personnel 

Abide by on site safety and company rules at all times. If in doubt check  Litho 

personnel 

Assess access for personnel and equipment. Litho 

personnel 

The need to wear personal protection equipment must be established. High visibility 

jackets, hardhat and safety shoes, PPE (safety glasses, gloves, ear protection etc.) 

should be worn as required. 

Litho 

personnel 

Effective training is an important factor in preventing accidents.  Litho 

personnel 
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9 Appendix  

9.1 Litho Circuits Evacuation Procedure 

AIM:  

To put in place a procedure that applies to Litho Circuits in the event of an emergency. 

 

For the purpose of this procedure an emergency is defined as any event that occurs 

within the Litho Circuits facility, where it is necessary to evacuate the building. 

Such an event may include a fire, chemical spill or any situation that causes 

deterioration in the working environment that makes it unsafe for employees to remain 

within the facility.  

 

This procedure provides the following information: 

➢ The steps to follow in the event of a fire or similar emergency 

➢ The designated assembly point for Litho Circuits. 

➢ The responsibilities for each of the following members of staff, General 

Employees, Visitors, Checkers, Supervisors / Managers, Receptionist, Safety 

Officer, Maintenance Staff and Fire Wardens. 

 

This procedure relates only to the quick and safe evacuation of the facility during any 

such emergency and the complete check off. It does not facilitate for any fire fighting or 

similar action by any employee except for that outlined in the fire warden procedure. 

 

EMERGENCY RESPONSE PROCEDURE 

The following procedure lists the actions to be taken by the employees of Litho Circuits 

during an emergency. An emergency relates to any occasion when it is necessary to 

evacuate the facility e.g. fire chemical spill etc. For the purpose of this written procedure 

the response relates only to the quick and safe evacuation of the facility during any such 

emergency and the complete check off. 
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Evacuation SAMPLE 

 

1. On hearing a continuous ringing alarm, everyone should 

prepare to evacuate and establish direct contact with the fire 

wardens on the zone. All personnel in the canteen should 

evacuate immediately. People working in aisles in the 

warehouse or in remote offices should go to their nearest Zone 

Warden point (see floor plans throughout the building). 

 

2. The wardens from each zone should go to their own Zone 

Warden Point. With the knowledge of the other wardens, one 

warden from each zone should go to the fire panel. They will 

silence the alarm and determine the location of the alarm (see 

table with loop, zone, type, and address information which is 

displayed at the fire panel). The two wardens should then go 

to the alarm location and investigate the area.  

 

3. In the meantime the other wardens should start a coordinated 

scan of their own area to determine if there is an emergency 

situation and familiarise who is present. At least one warden 

or deputised person should remain at the Zone Warden Point 

at all times. 

 

4. If an emergency situation is not discovered, then the wardens 

should inform everyone of the “all clear”. The false alarm 

should be recorded in the Fire and General Register.  

 

5. If an emergency situation is detected, the alarm should be 

reactivated using a convenient Call point (Breaking Glass 

Unit) or via the Fire Panel and the appropriate emergency 

services should be called as deemed necessary.  

 

6. On hearing a reactivated alarm, an evacuation should be 

initiated immediately following the instructions of the fire 

wardens.  

➢ Do not attempt to carry anything from the building.  

➢ Close the doors of empty offices as you go, if safe to do so 

➢ While evacuating keep eye out for fellow employees who 

may be in difficulty and assist where possible without 

putting yourself a risk. 

➢ If there are any visitors in your area ensure that they are 

safely guided to the assembly point.  

➢ The warden must determine if it safe to tackle the fire. 

 

7. At the assembly point, ensure your name is ticked of the 

Evacuation Personnel List.  

➢ Inform the warden in charge of any relevant information. 

 

8. The warden in charge must liase with the emergency services. 

  

9. Do not leave the assembly point until you are given the “All 

clear” by the person in charge. 

 
DESPATCH 

Alarm 
sounds 

EVERYONE 
Prepare to evacuate. 

Establish direct 

contact with fire 

warden 

WARDENS 

Liase with 

emergency services 

WARDENS 
Complete roll call. 

No 

Yes 

Emergency 

detected 

WARDENS 

Assemble 

Centrally. One 
warden from either 

zone goes to fire 

panel 

WARDENS 
Start scan of 

immediate area 

AT FIRE PANEL 

Silence alarm 

Determine location of 
alarm (See Loop, 

Zone, Type, Address) 

& investigate alarm 
location  

 

ALL 

Evacuate 

immediately  in an 
orderly fashion & go 

to  assembly point 

WARDENS 
Inform all of “All 

clear” & log false 
alarm 

WARDENS 
Call emergency 

services 

ALL 

Do not leave the 

assembly point until 
the “all clear” is 

established 

WARDENS 

Reactivate alarm. 
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9.2 Fire Fighting 

Do not attempt to tackle a fire unless it is safe to do so and your means of escape remains 

clear. 

 

Do not attempt to use a fire extinguisher unless you are familiar with its function, its 

limitations and it is the appropriate extinguisher for the type of fire you are confronting. 

9.3 Bomb Scare 

A special procedure is provided to deal with bomb scares.  In some cases the alarm will be 

sounded and an evacuation must take place with the person in charge again accounting 

for staff.  In other cases the Gardai will advise the building occupiers and it may be safer 

to stay in the building until the situation has been resolved. 

 

The procedure includes: 

➢ evacuation if appropriate (e.g. bomb in the building) 

➢ noting details of the call and caller 

➢ ring fire warden line 

➢ incident controller liaise with the Gardai 

➢ searching the building 

➢ giving the ‘all clear’ 

9.4 Drills 

It is the policy of Litho Circuits to carry out fire drills at least once a year but twice if 

possible.  This will be organised by the H&S Committee. 

9.5 Training 

Litho Circuits will avail of opportunities to provide fire prevention and fire fighting 

training for staff.  Staff are requested to co-operate with these training sessions.  Fire 

wardens are been trained to carry out fire prevention checks and to assist in the 

evacuation of the building in an emergency. 

9.6 Fire Notices 

Summaries of the fire and emergency evacuation plan are throughout the building once 

evacuation training has taken place. 
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9.7 Duties as regards Evacuation Procedure 

9.7.1 All Employees: 

Daily / Weekly Responsibility: 

➢ Ensure that you are included on the evacuation check list on the notice-board in 

the canteen. 

➢ Ensure that you are aware of your assembly point at all times. 

➢ Ensure that you are aware of the fire warden assigned to your department. at all 

times. 

➢ Ensure that you are familiar with the fire exits in the building. 

 

In The Event Of A Fire: 

➢ Raise the alarm (If you discover the fire ) 

➢ Exit the facility through the nearest accessible fire exit in an orderly and 

controlled manner. 

➢ Go to your designated assembly point and ensure you are accounted for by the 

checker assigned to your dept. 

➢ Do NOT return to the building until the evacuation is complete and you have 

been instructed to do so by the Head fire warden or designee. 

9.7.2 Fire Wardens 

Daily / Weekly Responsibility: 

➢ Ensure that your roll call is up to date at all times.  

➢ Ensure that in your absence that a deputy has been nominated to carry out the 

function. 

 

In The Event Of a Fire: 

➢ Raise the alarm (If you discover the fire) 

➢ Exit the facility through the nearest accessible fire exit in an orderly and 

controlled manner. 

➢ Go to your designated assembly point and bring your check list  

➢ If there are members absent then recheck the roll.  

➢ If an employee is missing, gather as much information as possible on where they 

were last seen, most recent activity etc. and record this information on the roll 

call sheet. 



Page 47 of 53 

➢ When the check is complete wait at the assembly area for the Head Fire Warden/ 

designee to collect your roll and communicate to him any information on missing 

people. 

➢ Do NOT allow anyone in your dept. to return to the plant until the evacuation is 

complete and you have been instructed to do so by the Head Fire Warden or 

designee. 

 

9.7.3 Receptionist: 

Daily / Weekly Responsibility: 

➢ Ensure that that evacuation check lists are updated at all times and readily 

accessible at reception. 

➢ Ensure that each visitor to the plant signs in on the Visitor Register and is issued 

with an I.D. badge. 

➢ Brief the visitor on the emergency response for Visitors. 

➢ Ensure that stand in personnel are aware of their responsibilities with regard to 

the emergency response Procedure. 

 

In The Event Of a Fire: 

➢ Raise the alarm (If you discover the fire) 

➢ Collect the check list printouts, the visitor register, some pens and go 

immediately to Assembly point 1 

➢ Distribute the checklist printouts and pens to the checkers. 

➢ Carry out the roll call for any visitors that are still logged in on the visitor 

register. 

➢ If any visitor is missing then gather as much information as possible on where 

they were last seen, most recent activity etc. 

➢ When the check is complete wait at the assembly area for the safety officer or 

designee to collect your roll and communicate any information on people missing. 

➢ Do NOT return, or allow any visitor to return to the building until the evacuation 

is complete and you have been instructed to do so by the Head Fire Warden or 

designee.  
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9.7.4 Head Fire Warden: 

Daily / Weekly Responsibility: 

➢ Ensure that personnel with responsibilities outlined in this procedure carry out 

all duties assigned to them. 

➢ Ensure that all fire exits and routes of egress are kept clear and accessible. 

➢ Ensure that all fire fighting and detection equipment installed in the plant e.g. 

fire extinguishers 

➢ Smoke detectors, alarms etc. are serviced to date. 

➢ Ensure that all statutory checks are carried out on equipment where required. 

➢ Ensure that all documentation relating to the emergency response procedure is 

maintained and updated. 

 

In The Event Of a Fire: 

➢ Raise the alarm (If you discover the fire). 

➢ Liaise with the Maintenance dept. as to the cause and nature of the emergency. 

➢ Report to the assembly area and gather information on missing persons. 

➢ Brief the emergency services on missing persons. 

➢ Supply information to the rescue services on the layout of the building in the 

event of a rescue mission being undertaken. 

➢ Inform employees when it is safe to return to the building. (Call down the 

evacuation) 

 

9.7.5 Supervisors / Managers: 

Daily / Weekly Responsibility: 

➢ Ensure that the checkers for your department are aware of and carry out the 

duties 

➢ assigned to them in this procedure. 

➢ Provide time and resources to all personnel in your dept. that have 

responsibilities outlined in this procedure to carry out their function effectively. 

 

In The Event Of A Fire: 

➢ As per emergency response procedure for all employees. 
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9.7.6 Visitors: 

Daily / Weekly Responsibility: 

➢ Ensure that you sign in on the Visitors register each time you enter the facility  

 

In The Event Of A Fire: 

➢ Raise the alarm (If you discover the fire) 

➢ Exit the facility through the nearest accessible fire exit in an orderly and 

controlled manner. 

➢ Proceed immediately to Assembly point No. 1 and ensure you are accounted for 

by the receptionist 

➢ Do NOT return to the plant until the evacuation is complete and you have been 

instructed to do so by the Head Fire Warden or designee 
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10 Appendix 2 Fire Alarm Addresses 

 

Fire alarm addresses are displayed at the fire paid and ct the staff door. 

 

 

11 Appendix 3 Evacuation Checklist 

Evacuation checklists are available at the man exits, reception, the canteen and with 

each fire warden 
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12 Appendix 5 Notification of Accidents and 

Dangerous Occurrences 

Notification Requirements 

The law requires that accidents at work must be notified to the Health and Safety 

Authority on the approved forms. These forms, IR1 and IR3, are available online from 

the HSA.  

The Authority must be notified using Form IR1 about: 

• a work accident causing the death of any employed or self-employed person;  

• a work accident that prevents an employed or self-employed person from working 

for more than three days;  

• an accident caused by a work activity, which causes the death of, or requires 

medical treatment to, a person not at work: e.g. a passer-by.  

The Authority must be informed using Form IR3 as soon as possible about: 

• any dangerous occurrence involving lifting machinery, pressure vessels or 

electrical short-circuit;  

• explosion or fire;  

• escape of substances;  

• collapse of scaffolding, building or structure;  

• unintentional ignition or explosion of explosives;  

• failure of a freight container or an incident occurring from the conveyance of 

dangerous substances by road;  

• failure of breathing apparatus;  

• an incident involving overhead lines carrying 200 volts or more;  

• a train crash at a factory or dock;  

• the bursting of a revolving vessel, mechanically powered wheel or grindstone.  

The persons who must report accidents are: -  

• in the case of the death or injury of a person receiving training for employment, 

the persons providing the training;  

• in the case of the death or injury of persons not at work which is caused by a 

work activity, the person in control of the place of work;  

• in the case of the death of a self employed person, the person in control of the 

place of work where the death occurred;  

• in the case of the death of a self employed person at a place of work under their 

own control, their next of kin;  

• self-employed persons in relation to accidents to themselves.  

Records containing full details of all accidents or dangerous occurrences notified to the 

Health and Safety Authority must be kept for 10 years. 
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13 Appendix 6 Accident/Incident investigation 

Procedure 

Purpose 

Incident and accident investigation is essential to determine why incidents and accidents 

occurred and how to prevent them from recurring. Without investigation, causes and 

solutions can only be guessed 

 

Scope 

All incidents and accidents, regardless of their severity, should be investigated. From the 

findings, changes to work procedures, worksite conditions, training programs, 

communication systems, or equipment can be recommended 

 

Responsibility 

Supervisors should make their own initial investigation of all accidents. When 

circumstances warrant (e.g. serious injury, chemical exposures etc.) a more 

comprehensive investigation involving senior management may be conducted. 

 

Process 

1. After being notified of an incident or accident, the supervisor on the job  should 

survey the area to determine if the work must be stopped to prevent injuries and 

preserve evidence. (In a major emergency, work should be stopped immediately.)  

 

2. The supervisor should notify senior management, who is responsible for the 

coordination of the investigation process, to ensure all steps in the emergency 

response plan are being carried out. The designated manager should determine if 

government and insurance investigators should be called if they have not already 

been notified as a part of the emergency response.  

 

3. The on-site investigator should gather evidence and interview witnesses and people 

involved in the accident. The investigator should also photograph the site to record 

evidence and damage. 

  

4. If insurance or government investigators are called in, the on-site company 

investigator should assist them as required.  

 

5. Once all the evidence is collected, then the investigator can complete the 

investigation process, which includes:  
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a. determining the contributing factors and root causes of the incident or 

accident  

b. completing the Incident or Accident Report Form  

c. develop recommendations to prevent a recurrence and a list of actions 

required, along with identified responsible parties and target dates for 

completion  

d. present the report and recommendations to management and, if required, to 

the insurance company and government  

e. discuss the report and recommendations with everyone who was working on 

the site at the time of the accident and all other employees that are affected by 

the accident.  

 

6. The individuals assigned action items should then carry out the investigator's 

recommendations and provide feedback to management on a monthly basis until all 

actions are completed and signed-off.  

7. Management, or the designated manager or supervisor who is responsible for the 

coordination of the investigation process, should verify that all corrective action is 

completed and the incident report is closed out.  


