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NB The following sections are for the insertion of any supplementary 

information or statements from representatives of the named departments 
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6.1 Introduction 

 
This section outlines the broad policies and procedures which underpin the IADT’s Safety 

Management strategy. 
 

It is not intended to be final or exhaustive but addresses the fundamental aspects of 

maintaining a safe environment and systems of work.  
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6.2 Fire Management Plan 

 
6.2.1 Introduction 

 

It is the objective of IADT, to achieve and maintain the best possible standards of fire 
safety within the premises.  

 
IADT conforms to the requirements of Irish and European Fire and Safety Legislation 

and to general best practice.  
 

The objectives of the Fire Management Plan are as follows:  

 Provide and maintain a range of fire protection and detection installations;  

 Provide training to enable staff and students to carry out their tasks and duties with 

the minimum possibility of fire occurring;  

 Provide comprehensive instruction detailing the procedures to be followed in the 

event of fire occurring and ensuring that all staff and students are trained in their 

observance so as to ensure in as far as is practicable the safety of persons on the 
premises in the event of a fire; 

 To minimise the risk of an outbreak of fire generally. 

 

Employees are reminded of their specific responsibilities under the Safety, Health and 
Welfare at Work Act, 1989 and Safety, Health and Welfare at Work Regulations, 1993. 
These responsibilities must be met for the management of the fire risk to be effective. 

 

 
6.2.2 Hazards 

 

Vulnerability to fire damage depends on:  

 The nature of the processes, contents and materials;  

 Structural and other measures to prevent the spread of fire.  

 

6.2.3 Risk Assessment 
 

The risk in general is considered to be medium.  

 
Minimising the risks depends on:  

 Providing and maintaining safe plant and equipment, safe working systems and a 

safe working environment;  

 Ensuring safety in the use, handling, storage and transport of articles and 

substances;  

 Providing information, instruction, training and supervision to ensure the 

establishment and operation of a fire prevention system.  
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6.2.4 Fire Hazards   

 
6.2.4.1 General 

 
There are potentially large quantities of combustible material present in areas of the 

Institute due to the activities carried out by some of the courses and these can lead to  

potential fire hazards. 
 

It is important that Caretaking Staff who carry out Fire Warden duties, be aware of 
these fire hazards, the location of chemical storage areas/presses, the location of gas 

bottle storage areas and other storage areas that may contain combustible and/or 

hazardous  materials (areas where timber is stored, paper stores etc.) and which 
studios use chemicals or other combustible items.  This knowledge will also assist the 

fire brigade when they arrive on site during an emergency. 
 

It is also important that staff and students are also aware of these fire hazards so that 

everyone can reduce the risk of an outbreak of fire.  It is also important for building 
users to understand that some material/chemicals give off toxic fumes if burnt.  They 

need to be aware of the location of these substances so that these areas can be 
avoided during a fire alarm activation. 

 

6.2.4.2 External Hazards 

 

There are 2 locked chemical storage containers at the rear of 3D workshops for the 
storage of bulk used and unused chemicals.  It is good practice to decant small 

amounts of chemicals as and when required for use within the buildings in order to 
reduce the risk.  Likewise it is good practice to transfer the used chemicals to the 

storage containers at regular intervals in order to avoid a build up of such chemicals 

within the building. 
 

The are a number of containers at the rear of the 3D area which contain wood, 
furniture, paints and other materials that are required to support the activities of IADT.  

Care should be taken to secure these containers when not in use.   
 

There is a used gas bottle store again to the rear of the 3D area.  This is a caged area 

and should remain locked when not in use.  This area should be used to store all gas 
bottles both used and full.   

 
There are 2 electrical switch rooms and the ESB Transformer rooms located in the rear 

car parking area.  These rooms have no fire detection equipment.  IADT only has 

access to its switch rooms, which remain locked at all times.  Under no circumstances 
is anything to be stored in these rooms. 

 
The campus is served with natural gas.  Above ground all gas pipes, metres, etc. are 

painted yellow.  Nothing is to be stored in the vicinity of these gas lines. 
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6.2.4.3 Internal Hazards 

 

Areas within the Quadrangle Building that have been identified with specific fire hazards: 
 

Area  Fire Hazard 

Paint Studios, Base 1&2, Life 
Room 

 Paints, thinners, aerosols, paper, canvas, 
fabrics, glues, rags, heaters 

3D Area  Paints, thinners, aerosols, paper, wood, resins, 

wax, gas bottles, forge, welding equipment, 
glues, heating machines 

Ceramics  Kilns, gas bottles, glazes 

Photography Areas  Lights, chemicals, paper 

Model Making  Paints, glues, paper based products, 

heaters/dryers, aerosols, foam products 

Animation  Paints, glues, paper based products, 
heaters/dryers, aerosols, foam products, lights, 

equipment 

Production Design  Paints, glues, paper based products, aerosols 

Design,   Paints, glues, paper based products, aerosols 

Make-up  Chemicals, dryers 

Film/TV  Film, sets, lights, equipment 

Radio  Tapes, equipment 

Etching and Screen Print  Acids, paints, paper products, rags, dryers, 

naked gas flame 

Kitchens in Roisin Hogan House  Cooker, microwave, toaster 

Maintenance Workshop/Stores, 

Cleaners Stores 

 Wood, equipment, chemicals, glues, paints 

Paper products 

Vault in Roisin Hogan House  Paper  

Server Rooms, Patch Panel 
Rooms, Electrical Distribution 

Cupboards/Rooms 

 High concentration of electrical equipment and 
wiring 

Student Union (Chapel)  PA equipment, soft furnishings,, student 

functions 

Photocopy Areas  Paper 

General Office Areas  Paper, equipment, plug-in heaters, chemicals 

Computer Rooms  Equipment 

Trevor Scott Hall  Equipment 

Plant Rooms (boiler houses)  Mechanical and electrical equipment, boilers, 
gas supply 
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Areas within the Atrium Building that have been identified with specific fire hazards: 

 

Area  Fire Hazard 

Canteen  Cooking equipment, oils, fats, dryer,  

 

Cleaners Stores  Chemicals, paper products 
 

Photocopy Areas  Paper 

 

General Office Areas  Paper, equipment, plug-in heaters, 

chemicals 

 

Computer Classrooms  Equipment 

 

Plant Rooms (boiler house)  Mechanical and electrical equipment, 
boilers, gas supply 

Server Rooms, Patch Panel 

Rooms, Electrical Distribution 
Cupboards/Rooms 

 High concentration of electrical equipment 

and wiring  

Library  Paper, equipment 

 

Lecture Theatres/classrooms  Equipment 
 

Science Labs  Soldering equipment, equipment, 

 

 

 

6.2.4.4 Electrical Items 
 

Users of electrical equipment should make sure that sockets are not over loaded with a 
lot of equipment plugged into them.  Users should make sure that machines not in use 

are unplugged/switched off, this includes computer equipment, which should be 
switched off every night and not just powered down.  

 

6.2.4.5 Events 
 

IADT often hold events such as the yearly graduate exhibition and the student rag week. 
On such occasions tents are erected on site and these pose more fire hazards.  The 

siting of these tents is important in order to minimise the risk.   

 
The Fire Safety Manager (Estates Manager) will give the Fire Wardens (Caretaking staff) 

and Fire Marshals (other suitably trained staff/students) a briefing before such events 
which will include details of the emergency evacuation plan to cover that particular 

event. 

 
Before and during any event ensure all exits are clear of any obstruction, that all the fire 

fighting equipment is present and is in working order, no one is smoking inside the 
buildings or in the tents, that nothing combustible is stored within 10ft of the outside of 

the tent, that all exits from the tent are kept clear of any obstruction (including guy 
lines) and there is a fire extinguisher beside each exit, that the electrical wires do not 

pose a hazard and have covers over them or are suspended high enough not to pose a 

hazard .  If there are external cookers (such as barbecues) then there must be fire 
blankets, fire extinguishers and adequate ventilation.   
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6.2.5 General Arrangements and Controls 

 
Fire Safety depends on full consideration of the fire risk involved in all items of the 

workplace, be it equipment, furniture, fittings, coverings, paints, paper, layout, structure 
etc. Such items require careful selection whereby the risk of fire may be reduced and 

also on-going maintenance to ensure their continued fire safety. General measures for 
the control of fire hazard include:  

 

 Training of staff and students in fire safety; 

 Training of selected staff in fire fighting procedures; 

 Rubbish and general waste materials are not allowed to accumulate and are 

removed to the skip at regular intervals 

 Provision of adequate fire extinguishers and fire fighting equipment, and regular 

servicing of this equipment; 

 Effective house keeping, storage of materials and good hygiene practices; 

 Routine inspection and checking of fire fighting equipment; 

 Provision of automatic fire detection equipment;  

 Segregation of flammable substances from ignition sources and oxidising agents; 

 Controlled use of naked flames; 

 Proper design, specification installation and maintenance of all electrical 

equipment; 

 Proper design of buildings to minimise the spread of fire; 

 Prohibition of smoking in all areas except those listed by the IADT;  

 Electrical bonding and earthing to minimise static electricity hazard; 

 Fire doors are not wedged open and all emergency exits are kept clear and not 

locked; 

 That fire safety notices are all in place especially the evacuation and building plan 

displayed inside the main entrance to both buildings.  

 



Safety Statement   

 

October 2012        Version 5.3   

 

6.2.6 Equipment Maintenance 

 
 

Adequate fire protection systems and equipment should be provided on the 
premises.  As the protection of the public depends on the reliable operation of this 

equipment, all such equipment should be inspected and maintained as outlined in 

the following paragraphs: 
 

Fire extinguishers that comply with I.S. 291:1986.  Other extinguishers should be 
inspected and maintained in accordance with BS 5306: Part 3: 1985. 

 

Hose reels, rising mains, and fire hydrants should be inspected and maintained in 
accordance with BS 5306: Part 1:1976 (1988). 

 
Emergency lighting systems should be inspected and maintained in accordance 

with I.S. 3217: 1989. 

 
Fire detection and alarm systems should be inspected and maintained in 

accordance with I.S. 3218: 1989. 
 

Sprinkler systems including drencher and deluge systems should be inspected and 
maintained in accordance with BS5306: Part 2: 1990. 

 

Fire extinguishers, and hose reels should be examined before the public are 
admitted to the premises to ensure that they are in their designated places and 

available for use. 
 

Ventilation systems, including haystack lanterns, should be inspected by a 

competent person at least once every year and should be maintained in a usable 
condition. 

 
All data relating to the inspection, testing and maintenance of fire protection 

systems and equipment should be recorded in a Fire Safety Register. 
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6.2.7 Daily Preventative Routine 
 

The following must happen on a daily basis, in some cases the action items are on-going 

and should be rectified as needed during the day:  

 All exits and escape routes are unlocked and available or capable of being 

opened in the event of fire alarm activation:  

 All escape routes both inside and outside the building are clear of any 

obstructions; 

 Fire safety signs and call points are not obscured;  

 Fire resisting doors should not be propped or wedged open; 

 Fire resisting doors, smoke seals, self-closing devices, hold-opens and panic 

hardware should all be intact and operational; 

 Fire extinguishers should all be in place; 

 All parts of the premises are checked with particular attention being paid to 

those parts not normally visited by staff: storerooms, cloakrooms, etc.;  

 A daily final inspection is carried out in vacated areas to ensure that the 

premises are left in a safe condition;  

 Heaters of all types should be checked so that clear areas are maintained 

around them and that they are switched off when not in use; 

 Electrical wiring is well insulated and not subject to overload;  

 Suitable facilities for the disposal of lighted smoking materials are maintained 

where smoking is permitted. This consists of suitable receptacle for 
extinguishment and also metal bins with lids in which the 'quenched' materials 

are disposed of at the end of the day; 

 Access routes for emergency services must be kept clear at all times. 

 

The layout, constructional materials, and contents of a building play an important part in 
determining the rate and extent of fire spread.  Consideration is therefore to be given to:  

 Structural precautions, subdividing the building into the smallest practicable 

compartments of fire resisting construction to contain a fire within it and ensure 

structural stability.  

 

All appropriate staff are provided with information, instruction, training and supervision: 

 To recognise fire risks and act accordingly; 

 To learn about the specific fire hazards in the job they do; 

 Taught to observe general fire prevention measures. 

An appropriate degree of supervisory control must be exercised to ensure that a safe 

working environment, a safe system of work and safe plant and equipment are acquired 

and maintained to ensure fire safety. 
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6.2.8 Organisation and Responsibilities 

 
The role of Fire Safety Manager is undertaken by the Estates Manager is responsible for 

ensuring that: 
 

 The fire management plan is observed and fire safety records are kept;  

 staff members understand and accept their responsibilities;  

 All employees and students are trained in fire awareness and evacuation 

procedures;  

 All new plant and machinery conform to recognised fire safety standards; 

 Fire protection installations including fixed fire fighting installations, fire alarm 

system & emergency lighting are maintained on a regular basis and all relevant 
details recorded  

 Fire drills are carried out at least twice annually;  

 The fire management plan is continually monitored with procedures and employee 

listings updated as is necessary.  

 

The Fire Warden’s (on duty) role is undertaken by the caretaker on duty at the reception 

desk that person is: 

 Carry out the duties that are identified by the Standard Operating Procedures for 

Caretaking staff in relation to fire protection and evacuation (SOP 1.11; 1.15; 

5.1; 6.1-6.10) 
 

 
The Assistant Fire Warden’s role is undertaken by the caretakers who have completed 

the appropriate training programme and responsible for: 

 Carry out the duties that are identified by the Standard Operating Procedures for 

Caretaking staff in relation to fire protection and evacuation (SOP 1.11; 1.15; 
5.1; 6.1-6.10) 

 
The Fire Marshal’s role is undertaken by the staff who have completed the appropriate 

training programme and responsible for: 

 Carry out the duties that are identified by the Standard Operating Procedures for 

Caretaking staff in relation to fire protection and evacuation (SOP 6.1-6.10) 
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6.2.9 Training and Instruction 

 
All Staff 

 
All staff and students will receive general training in fire prevention and emergency 

evacuation procedures.  Specific training will be given at course/school level in relation 

to use of chemical and hazardous materials. 
 

 General fire awareness; 

 General fire prevention and “housekeeping”; 

 Electrical installations; 

 Smoking rules.  
 
 

They will also be instructed on: 

 General floor plans and identification of nearest exits and routes; 

 What to do on hearing the fire alarm; 

 What to do on discovering a fire. 

 
     

Fire Wardens 

 
Fire Wardens will receive a two day certified Fire Warden training programme. 

 

 
Fire Marshals 

 
Fire marshals will receive a one day Fire Marshal training programme by a recognised 

instructor, followed by a briefing by the Fire Safety Manager. 
 

 

Notices 
 

Fire Notices will be posted throughout the buildings. These will detail, in concise terms, 
the essentials of the action to be taken upon discovering a fire and on hearing the fire 

alarm.  
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6.2.10 Monitoring 

 
 

 Fire hazards 
 

Once the fire prevention system has been established it is necessary that routine 
inspections be carried out to ensure that it is permanently maintained. It is proposed 

that checklists be used.  

 
 

 Fire detection and protection installations 
 

The following inspection and maintenance programs are in place. Records for each 

inspection are logged in accordance with the appropriate standard. These records are 
kept by the Estates and Facilities Office 

 
 

 Fire Alarm 
 

 

 Emergency Lighting 
 

 
 Extinguishers 
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6.2.11  Fire Evacuation Drills  

 

In order to ensure as far as is practicable the safety of all persons within the Institute 
and that all persons know what actions to take in an emergency situation and to meet 

statutory obligations IADT carries out Fire Drills from time to time under the supervision 
of the Fire Safety Manager  

 
The Emergency Services are not called out during these drills.   

 

Fire Drills are designed to sort out any problems that could arise in a real fire situation 
therefore it should be as realistic as possible.  Therefore only key personnel should know 

that it is a drill, all staff should participate in a fire drill therefore the drill should be 
carried out at different times of the day and night. 

 

The Estates and Facilities Office Staff play key roles in monitoring the drills and notes 
should be taken of any problems encountered  There is a debrief after each drill to sort 

out if required any changes that need to be made to the evacuation procedure and any 
problems encountered in carrying out the fire drill.  The Fire Safety Manager reports on 

the findings of the drill to the Health and Safety Committee.  The fire drill is recorded in 
the fire register by the Caretaker on Duty at Reception. 
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6.2.12 Fire Evacuation Procedures  

 
IADT has developed a Fire Evacuation Procedure to: 

 
  ensure that all persons are evacuated from the building within 2 minutes in a safe 

manner 

 ensure that once persons have evacuated the building that they are guided/directed 

to and remain at the Assembly Points 
 ensure that in so far as is practicable all persons in the building at the time of the 

fire alarm activation have been accounted for. 

 

It should be noted that there are there are three different evacuation scenarios that may 
arise and they will need to be handled slightly differently in certain cases.  However this 

procedure only addresses the normal day time operation.  The other scenarios are 
evening and Saturday operation and special events 

 

Within the context of this procedure the following definition are used and under this 
procedure people undertake certain duties  

 

Fire Warden (on duty) The caretaker on current duty on the 

reception desk who has been trained as a 

Fire Warden 

Assistant Fire Warden Caretakers having completed the appropriate 

training programme  

Fire Marshals Other trained staff with identified special 
duties 

 

Fire Safety Manager The Estates Manager 
 

Deputy Fire Safety Manager  The Secretary Financial Controller (to be 

called upon if the Estates Manager is not 
available) 

 

Adult and Continuing Education 

Lecturers (Night Time Lecturers) 

 

Lecturers teaching/supervising their students 

at the time of the alarm activation 

Assembly Points Car Parking Bays (see attached drawing) 

 

 
 

6.2.12.1 Procedure 
 

Once a fire alarm is activated (either by someone breaking the square red key break or 

by smoke activating the smoke detector or by heat triggering the heat detector) the 
emergency evacuation plan goes into operation. 

 
Everyone in the Institute has a role to play in ensuring that all persons evacuate the 

building in a safe manner and are accounted for at the Assembly Points.   
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If the fire alarm is triggered in the New Building, the precise location of the smoke 

detector or heat detector or break glass unit that triggered the alarm will show up on 
the fire alarm panel at the reception desk.   

 
If the fire alarm is triggered in the Quadrangle Building, the location of the smoke 

detector or heat detector or break glass unit will not show up on the fire alarm panel in 
the Post Room.  Instead it will show a general area location where the alarm 

originated.  Therefore currently it is more difficult and time consuming to search the 

Quadrangle Building to find the precise location of the alarm. 
 

All Staff, Students and Visitors will adhere to any instructions issued by the Fire 
Warden, Assistant Fire Warden or Fire Safety Manager. 

 

The following outlines the different roles people play in response to an alarm 
activation.   

  
 

The Fire Warden 

During the course of the emergency the Fire Warden is the co-ordinator of the 

evacuation and the liaison with the Emergency Services.  

 
If confirmation of the fire is given by the Assistant Fire Warden, the Fire Warden 

monitors and co-ordinates the situation until the Fire Brigade Arrives.   
 

When the Fire Brigade Arrives the Fire Warden leaves his/her station and meets the 

officer-in-charge of the Fire Brigade and provides information on: 
 

1. The number of persons and their locations assumed or known to be still in 
the premises 

2. The location of the fire 
3. Any special hazards e.g. liquefied petroleum gas, tanks, cylinders, chemicals, etc 

4. Entry points to the building 

5. Available water supplies including static water sources such as pools. 
6. Any other information the Fire Brigade need 

 
 

The Fire Warden should make a copy of the plans for the building available to the 

officer-in-charge of the Fire Brigade.  These drawings are kept at the Reception Desk 
 

The Fire Warden should be prepared and have the necessary keys with him/her to 
enable him/her to shut off the electricity at the mains if requested to by the officer-in-

charge of the Fire Brigade. 

 
 

The Assistant Fire Warden 
 

At the beginning of each "duty" the Assistant Fire Wardens are assigned an area in both 
buildings to be responsible for.  The Assistant Fire Warden must check the area once the 

alarm has activated.  Each Assistant Fire Warden can be assigned an area in both 

buildings as it is highly unlikely that both buildings will have a simultaneous alarm 
activation. 
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During the course of an emergency the Assistant Fire Warden for the activated area is to 

confirm the legitimacy of the alarm activation and to ensure that all persons in so far as 

possible have left the premises or are in a suitable place of refuge.  
 

If confirmation of the fire is given by the Assistant Fire Warden and if the fire is of such 
a nature that it can be tackled by the Assistant Fire Warden, he/she should proceed to 

do so.  The other Assistant Fire Wardens should continue to lead the evacuation of the 
building.   

 

If the fire is out of control then the Assistant Fire Wardens should lead the evacuation of 
the building supported by the Fire Marshals and Tutors  

 
Under normal daytime operation there will be a varying number of additional Assistant 

Fire Wardens to assist in evacuation procedures under the direction of the Fire Warden.  

During the evening and Saturday operation there will be two Assistant Fire Wardens on 
duty.   

 
Fire Marshals 

During the course of the emergency the Fire Marshals are responsible for ensuring that 
all persons in their area, in so far as possible, have left the premises or have been 

guided to a suitable place of refuge.   

 
Once people have left the building the Fire Marshal is responsible for directing them to 

the appropriate Assembly Point and for crowd control thereafter. 
 

As the Fire Marshal evacuates the area he/she should systematically shut all doors and 

windows to inhibit the spread of fire and smoke. 
 

At the Assembly Point the Fire Marshal has a number of duties to perform and 
information to gather and pass onto the Assistant Fire Wardens.  These duties and 

information are: 
 

 To ensure that the access routes for the Emergency Services are kept clear until 

given the all-clear 

 To open gates, barriers, etc. to allow access by the Emergency Services 

 To get an accurate count of persons missing in their area and pass this information 

onto the Assistant Fire Wardens 
 To get accurate information in relation to people taking refuge and pass this 

information onto the Assistant Fire Wardens 

 To get confirmation from staff  that they have shut off fuel and gas supplies, 

ventilation systems and electricity in the rooms and pass this information onto the 
Assistant Fire Wardens 

 To keep the people from their area at the Assembly Point until given the all-clear 

from the Assistant Fire Wardens. 

Day Time Lecturing Staff 

During the course of the emergency the Lecturers should assist students in their area, in 

so far as possible, in evacuating the building.   
 

The Lecturer must undertake an accurate count of students and pass this information 
onto the Fire Marshal at the Assembly Point.  This count should including any students 

taking refuge in the building, all students in that day and should clearly indicate if there 

are any students unaccounted for. 
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6.2.13 Emergency Cut Offs  

 

A procedure has been developed to ensure that in case of emergency situation, services 
can be safely cut off and to aid the emergency services by knowing where the 

emergency cut offs are located. 
 

6.2.13.1 Location of Cut-offs 
 

There are Emergency Cut Offs located at various places throughout the Institute to turn 

off the services to the Institute Buildings in case of an emergency situation. The 
Emergency Cut Offs for the various services are as follows:- 

 
 
BUILDING 

 
SERVICE 

 
TYPE OF CUT OFF 

 
LOCATION 

 
QUAD 

 
MAIN GAS 
SUPPLY 
 

 
VALVE - SPANNER NEEDED 
TO TURN 

 
OUTSIDE BOILER HOUSE AT RADIO 
BASE BESIDE METER 

  
GAS 

 
LEVER VALVE 

IN CORRIDOR OUTSIDE ENTRANCE TO 
SCULPTOR STUDIO 

  
GAS  

 
LEVER VALVE 

METAL WORKSHOP BESIDE FURNACE 
AND ON WALL TO RIGHT OF FURNACE 

  
GAS 
 

 
LEVER VALVE 

 
FURNANCE ROOM TO RIGHT OF KILN 

  
GAS 
 

 
LEVER VALVE 

 
ON WALL TO RIGHT OF ENTRANCE TO 
CERAMICS. 

  
ELECTRICITY 
 

 
BREAK GLASS 

 
ON WALL IN MAIL ROOM ABOVE 
ALARM PANELS 

  
MAIN ELEC. 
SUPPLY 

 
HANDLE SWITCH 

 
IN ESB ROOM AT BICYCLE SHED 

  
ELECTRICITY 
 

 
ELECTRICAL 
DISTRIBUTION BOARDS 

 
IN NUMEROUS LOCATIONS 
THROGHOUT THE BUILDING 

 
BOILER 
HOUSES 
 

 
GAS 
ELECTRICITY 
WATER 

 
LEVER VALVE 
D/BOARD 
STOP COCK 

 
INSIDE BOTH BOILER HOUSES 

 
ATRIUM 
 

 
MAIN GAS 
SUPPLY 
 

 
VALVE – SPANNER NEEDED 
TO TURN 

 
ON CORNER IN FRONT OF HEDGE 
BESIDE ROISIN HOGAN HOUSE 

  
GAS 
 

 
LEVER VALVE 

 
IN CANTEEN KITCHEN ABOVE CORNER 
SINK 

  
MAIN 
ELECTRICITY 
SUPPLY 

 
HANDLE SWITCH 

 
PLANT ROOM ON ROOF AND IN ESB 
ROOM BESIDE BICYCLE SHED 

 
PLANT 
ROOM 

 
GAS 
ELECTRICITY 
WATER 

 
LEVER 
D/BOARD 
STOP COCK 

 
VARIOUS LOCATIONS AROUND PLANT 
ROOM 
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6.3 Smoking Policy 

 
 

6.3.1 Policy Statement 
 

In accordance with current regulations smoking in any Institute Building is expressly 
prohibited.  Smoking in the Courtyard of the Quadrangle Building is permitted provided 

that those who smoke adhere to best practice in the disposal of cigarette buts and the 

avoidance of litter.   
 

In support of this policy the sale of cigarettes, cigars and tobacco products is prohibited 
on Campus and a smoking exclusion zone applies to the entrances / exits of the Atrium 

and the Quadrangle Buildings. 

 
Primary responsibility for ensuring that there is full compliance with the provisions of this 

policy rests with those who smoke while all staff and students of the Institute are 
encouraged to be proactive in support of this policy.  Heads of Department / Function, 

Caretaking and Administrative Supervisory Staff have particular responsibility for the 
implementation of this policy.  Student representatives also have a responsibility for the 

implementation of this policy.  

 
 

6.3.2. Current Policy 
 

An outline of current policy is set out in Appendix 7.1 to this statement. 
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6.4 General Workplace Standards (Office & Administrative Areas) 

 
6.4.1 Introduction 

 
It is the objective of IADT, to achieve and maintain the best possible standards within 

those workplaces within the college.  
 

IADT will assess and evaluate the workplace in accordance with the principles set down 

in this section to ensure that the working environment is maintained to the standard 
required by the 1989 Safety Health & Welfare at Work Act and the subsequent SHAWAW 

(General Application) Regulations 1993.  
 

The objectives are as follows:  

 
 Carry out risk assessments of the environment and interface with operations.  

 

 Take action to reduce risk where appropriate.  

 
 Comply with the Workplace Regulations specifically in relation to ventilation, 

temperature, circulation, roof access and confined spaces.  

 
Special areas such as machine rooms, laboratories etc. are dealt with in separate 

sections 

 
Employees are reminded of their specific responsibilities under the Safety, Health and 
Welfare at Work Act, 1989 and Safety, Health and Welfare at Work Regulations, 1993. 
These responsibilities must be met for the management of the risk to be effective. 

 

6.4.2 Hazards 
 

The main hazards from office work are slips, trips and falls, collisions with furniture and 
equipment, moving furniture or equipment, injuries from hand tools such as pencils, 

staplers, paper cutters and office equipment, and from fire.  
 

Office equipment includes photocopying machines, printers, shredders, knives and letter 

openers. The hazards associated with this type of equipment include electrocution, 
burns, wounds/lacerations, entanglement of loose clothing or long hair and fire. All such 

equipment in use is modern and fitted with a range of safety features.  
 

  

Filing cabinets are used in all office areas. The hazards include being trapped beneath a 
falling cabinet, or having fingers trapped between a drawer and the cabinet, tipping over 

or hitting against open drawers.  
 

 

6.4.3 Risk Assessment 
 

The risks are considered low and can be substantially reduced if due attention is paid to 
legislation and good practice.  
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6.4.4 Arrangements and Controls 

 

Office fittings (including floor coverings, electrical, heating, lighting and ventilation 
systems) and office equipment (desks, chairs, drawers and filing cabinets) have to be 

selected with due regard for the task for which they are intended. Careful selection will 
reduce the risk that unsuitable fittings or equipment will be brought into use on the 

premises.  
  

 Risks are minimised by observation of the arrangements and controls set out below:  

 
 

6.4.5 Installation of Machines 
 

Machines should be positioned in a well ventilated area away from doorways. The main 

isolating switch should be accessible at all times. The manufacturer's manual is available 
at the location of each machine.  

 
6.4.6 Minor Repairs 

 
Minor repairs, such as removing blockages from the photocopier may be carried out by 

office staff, where clear instructions exist and the action presents no hazard. While 

machines are fitted with interlocking systems to prevent electrocution they should still be 
switched off and unplugged before gaining access to the interior. Care is needed to 

avoid hot surfaces. Under no circumstances should office staff use screw drivers or any 
other article to tamper with the inside of machines.  

 

 
6.4.7 Major Faults 

 
Major faults including any electrical faults, frayed wires etc. must be reported to the 

departmental manager. No attempt should be made by office staff to repair electrical 
faults. In such cases the machine should be isolated until repaired by a qualified 

electrician.  

 
6.4.8 Light Intensity 

 
Photocopiers are provided with strong light covers, the intensities of which are such that 

there should be no hazards to health. However, staff should ensure that covers are in 

place when copies are made.  
 

6.4.9 Filing Cabinets 
 

Risks are minimised by purchasing only filing cabinets which allow opening of one 

drawer at a time. There are a number of filing cabinets which do not include this safety 
feature still remaining and these will be phased out gradually. Employees using filing 

cabinets should observe the following safe practices:  

 Store heavier items in bottom drawer;  

 Start with bottom drawer when setting up files or after moving cabinet;  

 Use drawer handles when opening cabinet;  

 Always close file drawers after use.  
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6.4.10 Maintenance 

 
Maintenance of fittings and equipment is critical to their safe operation and the following 

checks are carried out:  

 Electrical equipment such as photocopiers, printers are inspected regularly and  
repairs are made only by a qualified technician. More specialised equipment  should 

be serviced and repaired by outside contractors only;  

 Desks and chairs are inspected for their stability, state of repair and that they are  
at the correct height for their users;  

 Any chemicals used are inspected to ensure that they are labelled correctly, stored  
correctly and used correctly by staff;  

 Office storage facilities are inspected to ensure shelves are secure and not  
overloaded, heavy objects are properly secured and filing cabinets are secure and in 
a safe state of repair;  

 Light fittings, diffusers and shades are inspected regularly and tubes replaced at  
the end of their recommended life to reduce glare and flicker effects.  

 

 

6.4.11 Layout of Workplace 
 

The layout of the office area is critical for its safe use:  

 All office equipment is located where possible so as to avoid risks of falls or  
collisions when in use;  

 All power cables are positioned where possible so as to avoid risks of trips or  
falls. All phone lines, cables and extensions are taped or fastened under the desk  
or along the baseboards. A cable cover is fitted where it is absolutely necessary that 

cables run across the aisle;  

 Adequate means of access to and exit from the workplace is provided including  
adequate means of escape in the case of fire (which is clearly marked).  

 

The removal of hazards to safety and health in the office depends greatly on the 
maintenance of appropriate standards of housekeeping.  

 

All office and ancillary staff are given basic training or instruction, as appropriate, in the 
skills and knowledge required for their job in order to minimise the risk of accident or 

injury. Training or instruction will include:  

 Adjustment of furniture for comfort, lighting etc.;  

 Safe manual handling techniques (where necessary);  

 Good housekeeping practices;  

 Fire safety and evacuation procedures. 
 

 
 

 

6.4.12 Restaurant/Canteen 

 



Safety Statement   

 

October 2012        Version 5.3   

6.4.12.1 Hazards and Risks 

 

The four most prevalent types of accidents are falls, burns, cuts, and strains (including 
chronic back problems) caused by improper lifting techniques.  

 
6.4.12.2 Arrangements and Controls 

 
The design of the canteen premises is in accordance with the number of meals prepared 

and on how meals are served. For both safety and food hygiene requirements, canteen 

location and layout facilitate the reception of supplies, product flow and the movement 
of staff. The hazards associated with the canteen can be minimised by ensuring that: 

 Equipment and furniture will be checked and maintained where necessary;  

 Adequate clearance is provided in work areas to minimise the risk of collision of  
employees and the risk of falls, cuts, burns or spilled liquids;  

 Worktables and counters provided are sturdy, with rounded corners, and of  
adequate width and length so that machines placed on them do not tip over;  

 Machines are properly secured and the mounting checked periodically to prevent  
loosening or shifting because of vibrations;  

 Stationary food storage racks are firmly secured to a wall or floor to prevent  
tipping while overhead storage of ladles, spoons and other utensils are secure to 
prevent inadvertent dislodgement during normal work routines;  

 Machine guarding is fitted to all dangerous parts of equipment such as moving  
parts of bakery-type mixers and slicer blades; 
  

 Storage should be in such a manner that handles do not protrude over the edges of 

shelves, stoves, tables etc.;   
 

 Adequate ventilation especially near ranges and extra illumination for work and  

service areas has been provided. All electrical kitchen equipment is properly earthed.  

 
 Every staff member, incl. part-time and casuals shall be trained in basic safety and  

hygiene including instruction on the hazards to be faced in the canteen environment 

and the safeguards provided to reduce the risks involved to a minimum. 
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6.5 Workplace Standards (Workshops & Equipment) 

 
Workshops form a part of a number of courses within the college. 

 
Machines are located within these workshop areas, maintained by technicians, including: 

abrasive wheels, lathes, drills, kilns, soldering equipment.  
 

 

6.5.1 Machinery General 
 

6.5.1.1 Hazards 

The main hazards associated with the use of machinery included: 

 Trapping between parts of a machine; 

 Entanglement if unguarded or with rotating or moving parts; 

 Ejection, particles or bits of machine thrown; 

 Contact with moving parts causing friction burns or lacerations.  

 

6.5.1.2 Risk Assessment 

The risks associated with machinery are considered high because of the nature of the 
equipment and the possible severity of injury. These risks can be greatly reduced by the 

implementation of controls and arrangements. The risks associated with the cleaning 
and maintenance of machines are particularly significant. These are addressed in detail 

in subsequent sections.  

 

6.5.1.3 Arrangements and Controls 

 
All machinery purchased should conform to appropriate legislation and machinery safety 

standard such as: BS 5304 Code of practice for safety of machinery.  
 

Machinery purchasing policy will reflect such specifications for machine safety. In 

addition to safeguarding, the machines must be laid out such that employees working 
nearby are not put at risk. Safety training for authorised machine operators will, were 

possible, form part of an integral programme covering all aspects of the work to be 
undertaken.  

General measures to control risk include: 

 Proper guarding of all machinery, conforming to appropriate legislation and 
machinery safety standards; 

 The establishment of safe working procedures for operation, cleaning and 
maintenance of machinery; 

 Only authorised personnel will be permitted to switch out interlocks on any 
machinery or remove fixed guards; 

 

 Operators will be properly trained in the operation and use of machines as per the 

operating instructions; 



Safety Statement   

 

October 2012        Version 5.3   

 Boilers and air receivers will be examined and certified by a competent person at 
regular intervals; 

 Lifting equipment such as forklift trucks, hoists ,chains, ropes and lifting 
tackle will be examined and certified at regular intervals by a competent person; 

 Access doors and guards to which continuous access is required will be fitted 
with interlocks; 

 All machinery safety equipment will be put on a maintenance schedule,  
and records kept on file; 

 
 Technicians and students will be required to wear appropriate work wear, to ensure 

that there are no loose fitting clothing, insecure belts or ties, and that long hair is 

suitably protected by headgear; 
 

 Fixed guards on all machines must be bolted in place.  

 Areas around machines will be kept clear at all times. 

 

6.5.1.4 Maintenance of Guards & Other Safeguards  
 

All fencing and other safeguards provided shall be of substantial construction and 
constantly maintained which means maintained in an efficient state, in efficient working 

order and in good repair. It also describes a result to be achieved rather than the means 
of achieving it.  

 

To help achieve this objective, the procedures outlined as follows should be instituted.  

 

6.5.1.5 Normal Operations 
 

The guards etc. should be checked as part of normal day-to-day arrangements. These 
should be carried out by the appropriate personnel, generally technicians or members of 

the maintenance department. Any defects found must be reported immediately and 

corrective action taken.  

 

6.5.1.6 Planned Maintenance 
 

 Regular inspection of guards in a preventative maintenance system will help ensure 

that damaged mesh guards, mechanical locks, worn bearings, hinges, loose bolts 

and screws, missing split pins, defective wiring, etc. are rectified before trouble 
occurs. One of the criteria for determining the frequency of such inspections will be 

how much machine maintenance of guards, etc. has been necessary on particular 
types of machines. 

 
 Emergency stop buttons, trip wires and switches, tilt switches, broken wire switches, 

rotation sensing devices, etc. must be checked to ensure that they function 

correctly. 

 
 Permitted openings in guards must be checked to ensure that they have not been 

enlarged that they no longer comply with BS 5304. 

 
 Exhaust ventilation must be tested to ensure that the design parameters of volume 

and velocity have not significantly changed. 
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 Filters must be checked and changed as necessary so that they continue to carry out 

correct filtration.  
 

 It is essential that, after any repair and maintenance work has been carried out, all 

the safeguarding arrangements are restored to their proper working conditions. The 

inspections, checking, testing, repairs, etc. should be carried out by competent 
persons. Temporary additional safeguards may be required to protect the 

maintenance engineers whilst they are carrying out functional checks.  

 Records should be kept of: 

i Inspections; 

ii Any faults found; 

iii Any remedial action required. 
 

 A simple reporting system for the rectification of damaged guards, exhaust 

ventilation, etc. their fixing or replacement, should be provided. Appropriate levels of 

management should also regularly check the reporting system and the items 
reported. These measures will be supplemented by any additional requirements 

shown to be necessary in the light of local knowledge. 
 

 

6.5.1.7 Maintenance – General 
 

Failure of equipment may occur in two ways:  

 Gradual decline  

 Sudden failure 

Either of these may cause accidental injury or physical agents.  

Maintenance activity can be classified as:  

 Reactive  

 Proactive  
 

Where possible, pro-active maintenance is the desirable norm, though in some cases, 
reactive maintenance is unavoidable.  Maintenance activities are, where possible, 

planned and safe systems of work such as permits to work, lockout procedures, etc. are 

implemented when necessary.  Contractors are subject to the same scrutiny and 
systems as are internal maintenance programmes.  
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6.5.1.8 Lockout Procedures 

 

When performing any type of equipment maintenance, e.g. changing rollers, clearing a 
jam conveyor, etc. the equipment must be disconnected from the power source and 

locked out to prevent accidental start up. In some cases, such as most office machinery, 
this will simply entail unplugging the machine, in others it may entail isolation of mains, 

tagging and even locking out with physical locks the power supply.  Proper lockout 
procedures ensure that:  

 The equipment is de-energised;  

 All lockouts are properly tagged;  

 All fuses are properly pulled with a proper fuse puller.  

 

Before restarting the machines it must be ensured that: 

 All guards are in place; 

 All blocks have been removed; 

 All tags and blocks are removed by authorised persons only. 

 

6.5.2 Lathe & Bench Drill 
 

6.5.2.1 Hazards 

The hazards associated with this type of machinery include entanglement with moving 

parts, contact with the cutting blade or tools and ejection of parts from the machine. 

 
6.5.2.2 Risk Assessment 

The risks associated with the use of these machines are assessed as being medium, but 
can be reduced by implementing the control measures outlined below. 

 
6.5.2.3 Arrangements and Controls 

a) The workpiece must be securely clamped; 

b) Eye protection must be worn by the operator, 

c) No loose clothing must be worn and long hair must be tied up, 

d) Coolants and lubricants must be handled in accordance with the manufacturer's 
instructions, 

e) Emergency stop devices must be accessible at all times, 

f) Chuck guards must be used, 

g) Chuck keys must be removed prior to use, 

h) Only trained, skilled and authorised employees must use this machine. 
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6.5.3 Abrasive Wheels 

 

6.5.3.1 Hazards  

Grinders are in use in the maintenance and electrical workshops. The hazards presented 

by abrasive wheels can range from entanglement in the wheel because it is rotating, 
contact with the abrasive surface, ejection of sparks and debris, ejection because of 

disintegration of the wheel, and an in running trap where the work rest is incorrectly 
positioned.  

 

6.5.3.2 Risks 

The risks associated with the operation of abrasive wheels are considered medium.  

 
6.5.3.3 Arrangements and Controls 

 

The risks associated with the use of abrasive wheels are reduced to a minimum by 
ensuring that: 

a) Abrasive wheels should be examined prior to use,  

b) Wheels must be stored on their edge not flat,  

c) Wheels must only be mounted on the grinding machine by a trained and 
competent person,  

d) The wheel guard must always be in position and properly adjusted,  

e) Eye protection must always be worn in the grinding area,  

f) Grinding operators must be trained in the safe use of the grinding machine they  

operate,  

g) Work rests must be kept adjusted as close as possible to the wheel. 

 
 

6.5.4 Electric Arc Welding 

6.5.4.1 Hazards 

Hazards associated with electric arc welding include eye injury, burns, fire, explosion, 

fumes, dusts, vapours and gases. There is also the potential for electric shock and 
radiation hazards.  

6.5.4.2 Risk Assessment 

The risks from these hazards can be controlled or eliminated by safe working 
procedures, correct use of personal protective equipment and provision of adequate 

ventilation.  

6.5.4.3 Arrangements and Controls 

 To prevent exposure to infrared, visible and ultra violet radiation, shielding is  
used;  

 Eye protection must be worn and complies with BS 1542;   

 Personal protective clothing is worn by all welders and complies with BS 2653; 

 Voltage should never exceed 80V on alternating current machines and 100V on  
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direct current machines;  

 Electrodes should be burned to no less than 50mm in length as further would  
damage the electrode holder insulator and result in shorting out;  

 The correct regulator should be attached to the inert gas cylinder;  
 
 All electric arc welding equipment must be maintained in a safe condition.  

 

When finished, the welding machine should be disconnected from the power source and 
the electrode removed from its holder.  

 
Storage should be in a safe place away from fuels or compressed gases.  

 

Only fitters or trained personnel are authorised to use welding equipment.  
Their training will make them aware of:  

 Potential hazards and safeguards;  

 Emergency procedures;  

 Use of fire fighting equipment;  

 Use of protective clothing and apparatus.  

 

6.5.5 Compressed Air 
 
6.5.5.1 Hazards 

Compressed air is used to power mechanical equipment. In its normal operation it is 

safer than most other means of producing energy. There are however hazards evident in 
both its generation and use. These hazards include the bursting of pipe work, or 

pressure vessels or the hazard associated with the misuse of compressed air.  

 

6.5.5.2 Risk Assessment 

These risks associated with these hazards are considered low. This is due to the fact that 

this equipment is properly maintained and is sited away from the main work areas.  

 
6.5.5.3 Arrangements and Controls 

To minimise the risks associated with the use of compressed air the following safe 
working practices must be operated: 

 Routine maintenance, cleaning and lubrication is carried out on compressors;  

 Mechanical equipment is subject to regular maintenance;  

 Disciplinary action will be taken against any person improperly using 

compressed air;  

 Pressures are kept to a minimum which allows the machine to function. 
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6.6 Personal Protective Equipment 

 
 

6.6.1 Policy Statement 

 The Institute will ensure that, where appropriate, Personal Protective Equipment (PPE) is 

in place to underpin safe work practice in a number of critical processes / areas / 
activities.  Responsibility for the preparation, implementation and supervision of related 

Standard Operating Procedures (SOP’s) is delegated to those Lecturers, Technicians and 

other Staff charged with the supervision, control and operation of critical processes / 
areas / activities. 

 
 

6.6.2 Standard Operating Procedures 

 
An outline of the Standard Operating Procedures is set out in Appendix 7.2 to this 

statement. 
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6.7 Manual Handling 

 
6.7.1. Policy Statement 

 
Students and employees will be involved in some form of manual lifting and handling as 

part of their daily routine. This can pose a hazard in certain circumstances. The hazards 
include strains or sprains of the arm, back or legs due to over-exertion as well as foot 

injuries from falling loads.  

 
The Institute will ensure that where appropriate necessary training in safe manual 

handling, lifting and shifting of equipment / material is in place to underpin safe work 
practice in a number of critical processes /areas / activities.   

 

Responsibility for the development operation, implementation, supervision and review of 
related Standard Operating Procedures (SOP’s) is delegated to the relevant supervisory 

staff, tutors, lecturers and staff with particular expertise including technical and craft 
personnel.   

 
Such staffs are responsible for: 

 

a. ensuring that personnel under supervision or observation (staff / students) engaged 
in lifting and shifting equipment / materials utilise safe manual handling techniques 

and that lifting equipment is utilised where provided.  

b. advising the appropriate line manager / supervisor of specialist equipment that may 

be required so as to minimise the risks associated with a particular process or 

activity.   
 

6.7.2 Risk Assessment 
 

The risk is high in some cases due to the frequency of which employees are involved in 
manual handling and the seriousness of injuries resulting from manual handling 

accidents.  

 
6.7.3 Arrangements and Controls 

 
No employee or student will be expected to lift a load that would be likely to cause 

injury. The risk of injury will be minimised by meeting the requirements of: 

  S.I. 44. 1993, Part VI Manual handling of loads 

 

General measures employed to control manual handling hazards are: 

 Attention to careful selection of personnel; 

 Provision of appropriate training in safe lifting; 

 Design or redesign of tasks to ensure that loads can be safely lifted; 

 Storing heavier objects at waist or chest level; 

 Use of mechanical lifting equipment, fork lifts, pallet trucks and hoists;  

 Use of safety footwear is compulsory for all employees within the production 

involved in the lifting of loads. 

Training will be given to employees, (particularly technicians), involved in regular lifting 

in appropriate manual handling techniques by a suitably qualified person at regular 
intervals. Such instruction has three aims: 
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 To minimise the risks; 

 To reduce the effort; 

 To show how it can be done more effectively. 
 

It will include:  

 Hazards and risks for manual handling;  

 Review of the effect of manual handling on the body;  

 Work place and personal factors involved in manual handling injuries;  

 Control strategies with primary emphasis on work organisation, job and task  
design. 

  

Trained employees (technicians) should then ensure that basic lifting techniques are 
brought to the attention of students within their areas of responsibility. 

 
These may be summarised as follows:  

 Lift in easy stages, floor to knee then from knee to carrying position;  

 Hold weights close to body;  

 Don't jerk, shove or twist body;  

 Grip load with palms not fingertips;  

 Don't let the load obstruct your view.  
 

Where appropriate precise information should be available on: 

 The weight of a load; 

 The centre of gravity and the heaviest side when a load is eccentric. 
 

Where safe movement of a load, e.g. audio equipment, requires two or more employees, 
this should be identified. Where a situation arises where employees are in doubt, their 

immediate supervisor should be consulted. The risks of injury from manual handling can 

further be reduced by having each employee ensure that the working environment is 
maintained in a safe condition. This includes gangways and floors kept in a good 

condition and free from obstruction.  

 

6.7.4 Responsibilities 

Tutors and lecturers are responsible for ensuring that personnel engaged in lifting utilise 

safe manual handling techniques and that lifting equipment is utilised where provided.  

6.7.5. Standard Operating Procedures 

An outline of the Standard Operating Procedures is set out in Appendix 7.2 to this 

 statement. 
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6.8 VDU Regulations 

 
 

6.8.1 Hazards and Risks of Visual Display Units 
 

There is not sufficient medical evidence to suggest that the use of a VDU will result in 
either short or long term effects on an operator’s health. The radiation emitted by VDUs 

is very much less than that from natural environmental sources such as the sun and is 

well below the levels considered harmful by responsible bodies such as the National 
Radiological Protection Board. However, a number of ergonomic problems back strain, 

upper limb pains or visual fatigue have occurred when appropriate codes of practice and 
criteria have not been observed.  

 

 
6.8.2 Arrangements and Controls 

 
 When purchasing VDUs systems tilt swivel facilities on the screen shall be provided 

to allow the operator to find a comfortable position avoiding fatigue in the 

arms or hands in accordance with SI 44 of 1993;  

 VDUs are serviced if an operator reports drifting or flickering of images. 
 

The importance of equipment layout is important in reducing risks. The following factors 

have been considered: 

 The work desks or surfaces has sufficiently large, low reflective surface;  

 The areas in front of the keyboards are sufficient to provide support for the 

operator’s hands;  

 Document holders, where appropriate are arranged to minimise frequent head and 

eye movement;  

 If required, foot rests are provided;  

 All power cables are positioned as far as is reasonably practicable so as to avoid 
the risk of trips or falls;  

 All operators are provided with adjustable height and back supports 5 star chairs;  

 Desks and screens are arranged so as to minimise bright lights being reflected in 

the screen;  

 Easy to operate curtains / blinds are provided to cut out all unwanted light/glare  

 A suitable background lighting level is required to comply with current regulations;  

 Local illumination is provided where required;  

 An adequate level of heating, ventilation and humidity is established and 
maintained where possible;  

 

Selection of VDU operators will largely depend upon existing skills and capabilities.  
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6.8.2 Arrangements & Controls (Continued)  

 

While no evidence has been found to date which would suggest that the operation of 
VDU's will damage sight, an appropriate eye and eyesight test shall be provided and 

carried out by a competent person to each employee: 

 Before commencing display screen work; 

 At regular intervals thereafter; 

 If an employee experiences visual difficulties, which could be due to VDU use. 

 

If, as a result of these tests, it is shown as necessary a full ophthalmological assessment 
shall be carried out on the employee concerned. Where it is shown as necessary, and if 

normal corrective appliances cannot be used, the employee concerned will be provided 

with special corrective appliances appropriate to his/her work. 
 

VDU work does not cause epilepsy. However, anyone suffering from the rare form of 
photosensitive epilepsy should seek medical advice before working with a VDU;  

 

Daily work on a display screen should be periodically interrupted by breaks or changes of 
activity which reduce the workload at the display screen. 

 
IF ANY ADVERSE SYMPTOMS DEVELOP THEY MUST BE REPORTED AT THE EARLIEST 

OPPORTUNITY TO THE HEAD OF DEPARTMENT. 
 

Training in VDU use shall include:  

 General principles of ergonomics including the optimum adjustment of furniture, 

screen, keyboard, lighting, etc., including full explanation of the system's team 
manual, "Avoiding R.S.I.";  

 Instruction in good keyboard technique;  

 Skill development and training to enable them to benefit from enhanced job design; 

 Specific training will be provided if there are any changes in operating systems or 

equipment. 
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6.9 Electrical Safety 

Elements of electrical safety have been dealt with for specific pieces of equipment in 

Section 6.5 

Additional assessments are noted below for portable electrical equipment.   

 
6.9.1 Hazards 

In electrical installations, the major risks are shock currents and excessive temperatures 
likely to cause fires, burns and other injurious effects.  Risk of physical injury can also be 

caused by electrically-driven mechanical equipment. 

 
Portable electric tools are used mainly by those involved in maintenance work and by 

students on a number of courses. The main hazards associated with portable electric 
tools are electric shock or contact with the moving part of the tool. 

 

6.9.2 Risk Assessment 

The risk associated with this hazard is high due to the possible severity of an injury. 

 
6.9.3 Arrangements and Controls 

 
6.9.3.1 Portable Electrical Tools 

It is policy to purchase only portable electric tools which conform to the highest safety 

standard. In addition the following safe working practices must be adhered to by all 
employees and students using portable electric tools: 

 The tools should be inspected prior to use; 

 Cables, plugs or connectors should be in good condition and free from cracks,  
breaks or exposed wires; 

 The manufacturers instructions for the operation of the tools should be followed; 

 Only portable tools which operate on a 110 volt power supply should be used; 

 Portable electric tools should only be used for their designed purpose; 

 Portable tools must never be connected directly to mains power or lighting  
sockets. 

In addition to the visual inspection by technician, caretaker or electrician on a regular 

basis, portable electrical tools will be subject to regular service and maintenance 
programme carried out by a competent service provider.  

 
 

6.9.3.2 General Electrical Installations  
 

Protection against direct contact 

Persons shall be protected against dangers that may arise from contact with live parts of 
the installation.  This can be achieved in two ways: 

-   preventing a current from passing through the body of any person 

-   limiting the current that can pass through to a value lower than the shock current 

Protection against indirect contact 
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Persons shall be protected against dangers that may arise from contact with exposed 

conductive parts. 

 

This can be achieved by the following methods: 

-   preventing a fault current from passing through the body of a person; 

-   limiting the fault current that can pass through to a value lower than the shock 

current; 

-   automatic disconnection of the supply on the occurrence of a fault likely to cause a 

current to flow through a body in contact with exposed conductive parts, where the 

value of that current is equal to or greater than the shock current. 

 

Protection against thermal effects in normal service 

Electrical installations shall be arranged so that there is no risk of ignition of flammable 

materials due to high temperatures of electrical arcs. There shall be no risk of burns to 

persons during normal operation of electrical equipment. 

 

Protection against over-current 

Persons shall be protected against injury, and property shall be protected against 

damage due to excessive temperatures or electromechanical stresses caused by any 
overcurrents likely to arise in live conductors. 

 

This protection can be achieved by one of the following methods: 

-   automatic disconnection if an overcurrent attains a dangerous value taking into 

account its duration; 

-    limiting the maximum overcurrent to a safe value 

 

Protection against fault currents 

Conductors, other than live conductors, and any parts intended to carry a fault current 

shall be capable of carrying that current without attaining excessive temperatures. 
Particular attention should be given to earth fault currents 

 
Isolation and switching 

Effective means shall be provided in the appropriate locations for the isolation of the 

supply from every installation, circuit and item of equipment in order to prevent or 
remove danger. 

 
Protection against environmental conditions or external influences 

Equipment shall be suitable for the expected adverse conditions of its environment or it 

shall be provided with the necessary supplementary protection. Equipment in areas of 
fire risk shall be constructed and erected and where necessary provided with 

supplementary protection so as to prevent danger. 
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Verification 

After completion every installation shall be subject to a process of inspection and testing 

in order to comply in so far as is reasonable with the ETCI rules for electrical 
installations. 

 
6.9.4 Assessment of general characteristics 
6.9.4.1 General 

For the design and erection of an installation an assessment shall be made of the 

following: 

- the purposes for which the installation is intended, its supplies and general structure 

- the external influences to which it is likely to be exposed 

- the possible effects of the equipment on the supply or on other equipment 

- the frequency and quality of the maintenance that may be expected  

 

The above characteristics shall be taken into account in the choice of methods of 
protection for safety and in the selection and erection of equipment. 

 

6.9.4.2 Purposes, supplies and structure of an installation 

The maximum load demand shall be assessed. Account shall be taken of the physical 
distribution of the power demand, and the manner in which it may vary daily, weekly 

and yearly.  

 
6.9.4.3 Arrangement of circuits 

Every installation shall be divided into several circuits where necessary to: 

- avoid danger and minimise inconvenience in the event of a fault  

- facilitate safe inspection, testing and maintenance 

- take account of hazards that might arise from the failure of a single circuit such as a 
lighting circuit 

- separate circuits shall be provided so that failure of a circuit does not affect the 
operation, safety or reliability of the other circuits 

 
6.9.4.4 Maintenance  

An assessment shall be made of the frequency and quality of maintenance an installation 

is likely to require during its intended life.  
Any periodic inspection, testing and repairs likely to be necessary should be readily 

accessible and be safely carried out.  
The effectiveness of the protective measures for safety during its intended life should be 

ensured. 

The selection and reliability of equipment for proper functioning of the installation should 
be appropriate to its intended life. 
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6.9.5 Protection for safety 

This part specifies the protective measures which must be implemented in installations 

coming within the scope of the IADT. 

 

6.9.5.1 Protection against electric shock in normal service (protection against direct 
contact, or basic protection) 

Live parts shall be completely covered in insulation that can only be removed by 
destruction. 

Live parts shall be inside enclosures or behind barriers providing at least the degree of 

protection of IP.20 
Larger openings are permissible provided: 

-    suitable precautions are taken to prevent persons from unintentionally touching live 
parts and 

-    it shall be ensured, as far as is practicable, that persons will be aware that live parts 

can be touched through the opening and should not be touched intentionally. 
 

Barriers and enclosures shall be firmly secured in place, and should withstand stresses 
likely to occur in normal operation, so that the required degrees of protection are 

maintained. 
 

The removal of barriers and opening of enclosures shall require the use of a key or tool. 

An interlocking device shall be provided so that removal, opening or withdrawal without 
the use of a key or tool necessitates either previous switching off, or automatic 

disconnection, of the live parts behind the barrier or enclosure. 
 

It shall not be normally possible to switch on the supply before replacing or closing the 

barrier or enclosure. 
 

Note: Account should be taken of dangers posed by large capacitors in circuit.   
 

 
6.9.5.2 Protection against electric shock in case of a fault (protection against indirect 

contact) 

Protection shall be achieved by the following measures: 

-    earthing of exposed conductive parts combined with automatic disconnection of the 

supply. This is intended to prevent a touch voltage persisting for such a time that 
could cause harm to persons 

-    provision of supplementary insulation, normally applied to items of equipment 

-    non-conducting locations 

-    electrical separation of circuits 

 
 

6.9.5.3 Protection by earthing and automatic disconnection of supply 

This protective measure shall comprise the following: 

-   earthing  

-   automatic disconnection of supply 

-   main equipotential bonding 

-   supplementary or local bonding 
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In the event of a fault between a live part and an exposed conductive part which would 

give rise to hazardous voltage, a protective device shall automatically disconnect the 

supply to the circuit or equipment concerned. 
 

The overcurrent protective device for each circuit shall be selected with respect to the 
fault loop impedance of that circuit, so that if a fault occurs, between a phase conductor 

and a protective conductor or exposed conductive part automatic disconnection of the 
supply will occur.  

 

The local equipotential bonding system shall not be in electrical contact with earth 
directly, through exposed conductive parts, or through extraneous conductive parts. 

 
 

6.9.5.4 Protection by electrical separation (isolated circuits) 

In this protective measure, protection against indirect contact is provided by protective 
separation of the circuits from other circuits, and basic separation of the circuit from 

earth. 
 

Electrical separation of an individual circuit shall prevent shock currents through contact 
with exposed conductive parts which may be energised through a fault in the basic 

insulation of the circuit. 

 
 

6.9.5.5 Protection against thermal effects 

This section specifies that an installation and its associated equipment should not be the 

cause of starting a fire by reason of any heating, arcing, or sparking of components in 

normal use. 
 

 
General  

Persons, fixed equipment and fixed materials adjacent to electrical equipment shall be 
protected against harmful thermal effects developed by electrical equipment. 

 

In particular, this measure shall prevent: 

-   burns to persons  
-   combustion, ignition or degradation of materials 

-   impairment of the safety of installed equipment 
 

The design, selection and installation of the equipment shall be such that the 

temperature characteristics of the equipment properly installed and operated, do not 
adversely affect the equipment of the installation itself, or any other installation, whether 

electrical or not. 
 

Adequate ventilation shall be provided where heat is generated in normal operation, in 
order to maintain operating temperature below the rated or specified limits. 
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6.9.5.6 Prevention of fire hazard 

Electrical equipment shall not be installed in apposition where it could cause a fire 
hazard. 

 
Any relevant erection instructions of the manufacturer shall be observed in addition to 

the requirements of these rules. 
 

Where there is a likelihood that an area will be used to store flammable materials, 

measures shall be taken to prevent ignition of such materials by sparks or high 
temperatures. 

 
Where fixed equipment could attain surface temperatures which would cause a fire 

hazard to adjacent materials, the equipment shall: 

-    be mounted on or within materials that will withstand such temperatures and are of 
low thermal conductance, or 

-    be mounted at a sufficient distance from any material on which such temperatures 
could have an undesired effect, with any means of support being of low thermal 

conductance, so as to allow safe dissipation of heat. 
 

Note: Tungsten filament lamps, radiant heaters etc. are examples of high temperature 

sources. 
 

Where arcs or sparks may be emitted by permanently connected equipment in normal 
service, the equipment shall either: 

-    be totally enclosed in arc-resistant material, or 

-    be screened by arc-resistant material from building materials on which the arcs or 
sparks could have undesired effects. 

 
Fixed equipment causing a focussing or concentration of heat shall be at a sufficient 

distance from any fixed object so that the object, in normal conditions, cannot be 
subjected to a dangerous temperature. 

 

The materials of enclosures of electrical equipment shall withstand the highest 
temperature likely to be produced by the equipment. 

 
Accessible parts of electrical equipment within arms reach shall not attain a temperature 

likely to cause burns to persons. All parts of the installation likely to, in normal service, 

attain, even for short periods, temperatures likely to cause injury, shall be guarded so as 
to prevent accidental contact. 

 
 

6.9.5.8 Protection against overcurrent 

Every circuit is required to be protected against over-current. 
Overcurrent may be overload or short-circuit current, and the specific requirements will 

be listed separately. 
General purpose fuses and miniature circuit breakers (MCB’s) usually provide complete 

over current protection. 
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General 

Live conductors shall be protected by one or more devices which automatically 

disconnect the supply in the event of overcurrent before such overcurrent attains a 
magnitude or duration that could cause danger to persons or damage to the 

installation. 
For ring-main circuits, protection shall be provided by the provision of protective 

devices that disconnect the part at each end in the event of a fault. 
 

Devices ensuring protection against both overload and short-circuit currents 

The protective device shall be capable of breaking any overcurrent up to and including 
the prospective short-circuit current at the point where the device is installed. 

 
Protective devices may be: 

-  circuit breakers incorporating magnetic and overload releases 

-  circuit breaker fuse combinations 
 

 
6.9.5.9 Protection of conductors in parallel 

  Where conductors connected in parallel are protected by the same device, the 
conductors shall be of identical type and size, and be installed in the same conditions 

and by the same method. 

 
 

6.9.5.10 Protection against short-circuit current 

Protective devices shall be provided to interrupt any short-circuit current flowing in the 

conductors before such a current could cause danger due to thermal and mechanical 

effects produced in conductors and connections. 
 

 
6.9.5.11 Isolation and switching  

Installations shall be provided with a means for non-automatic isolation and switching 
which prevent or remove hazards associated with the installation of electrically 

activated equipment and machines. 

 
This shall include all isolating and switching devices necessary to enable operations, 

repairs, and maintenance work to be carried out with safety. 
 

Switching of a neutral conductor shall be such that it is never disconnected before the 

phase conductors and never re-connected later than the phase conductors. 
 

A protective conductor shall in no circumstances be isolated or switched. 
 

Suitable means shall be provided to prevent equipment from being inadvertently 

energised. Such precautions may include padlocking, warning notices, and lockable 
enclosures. 

 
Where an item of equipment or an enclosure contains live parts connected to more 

than one supply, a warning notice shall be placed in such a position that a person 
gaining access to live parts will be warned of the need to isolate those parts from the 

various supplies. Alternatively, an interlocking device shall be provided to ensure that 

all circuits are isolated. 
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Where necessary, suitable means shall be provided for the discharge of stored 

electrical energy. 

 
 

Switching off for mechanical maintenance 

Means of switching off shall be provided where mechanical maintenance of electrically-

activated equipment might involve a risk of injury. 
 

Note: In systems powered by other means, e.g. pneumatic or hydraulic systems, 
switching off any associated supply of electrically may not be sufficient to ensure safety 
 
Suitable means shall be provided to prevent electrically powered equipment from being 
unintentionally reactivated during mechanical maintenance, unless the means of 

switching off is continuously under the control of the person performing such 

maintenance. 
 

 
Emergency switching including emergency stopping 

Means shall be provided for emergency switching of any part of an installation where it 
may be necessary to prevent danger e.g. electrical testing and research facilities or 

teaching laboratories, large kitchens, or high-voltage discharge lighting e.g. neon signs. 

 
The arrangement shall be such that: 

 
- one single action will cause the switching device to operate, and 

- disconnection is thereby effected as directly as possible 

 
Control circuits shall be designed, arranged and protected to avoid dangers resulting 

from a fault between the control circuit and other conductive parts liable to cause 
malfunction of the controlled apparatus. 

 
 

6.9.5.11 Protection against electric shock in normal service (protection against direct 

contact) 

Partial protection against electric shock in normal service, by means of obstacles or by 

placing out of reach may be applied in an installation or parts of an installation in areas 
accessible only to skilled persons or instructed persons under direct supervision. 

 

Protection against electric shock in normal service may be omitted in installations or 
parts of installations accessible only to authorised persons. 
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6.9.6 Selection and erection of equipment 
 

General 

Every item of electrical equipment selected shall have characteristics appropriate to the 

values and conditions on which the design of the installation is based. 
 

Voltage 

Equipment shall be suitable for the nominal voltage (r.m.s. value for a.c.) of the 

installation.  

 
Current 

Equipment shall be selected for the design current (r.m.s. value for a.c.) that it has to 
carry in normal service. 

Equipment shall be capable of carrying currents likely to flow in abnormal conditions for 
such periods of time as are determined by the characteristics of the protective devices. 

 

Frequency 

If frequency has an influence on the characteristics of equipment, the rated frequency of 

the equipment shall correspond to the frequency of the current in the circuit concerned. 
 

Power 

Equipment selected for its power characteristics shall be suitable for the normal 
operational conditions taking account of the load factor. 

 
Compatibility 

Equipment shall be selected so that it will neither adversely affect other equipment nor 

impair the supply during normal service. 
 

External influences 

Electrical equipment shall be selected and erected having regard to all external 

influences to which the equipment may be subjected, so as to ensure the effectiveness 
of all protective measures, and the functionality of the equipment. 

 

Accessibility 

Equipment, including wiring, shall be arranged so as to facilitate its operation, erection 

and maintenance and access to its connections. 
 

Identification and marking 

Electrical equipment shall have marked on it the essential information, knowledge and 
observance of which are necessary for the proper installation and use of the equipment. 

 
Labels or other suitable means of identification shall be provided to indicate the purpose 

of switchgear and control-gear, unless there is no possibility of confusion. 
 

Where the functioning of switchgear and control-gear cannot be observed by the 

operator and where this might cause a danger, a suitable indicator shall be fixed in a 
position visible to the operator.  

Cables for fixed installation 
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System for colours of cable cores and wires 

 

Function Identifying Colour 

Earth 

Neutral 

First Phase 

Second and third Phases 

 

PEN Conductor 

 

Green/Yellow 

Blue 

Brown 

Any colour except black, blue, green 
or green/yellow 

Green/yellow with blue at the 

terminations or blue with 
green/yellow at the terminations 

 
 

Flexible cables-identification of cores by colour 

 

No of Cores Function Colour of core 

2 Neutral 

Live 

Light Blue 

Brown 

3 Earth 

Neutral 

Live 

Green/Yellow 

Light Blue 

Brown 

4 Earth 

Phase 

Phase 
Phase 

Green/Yellow 

Brown 

Black 
Black 

5 Earth 
Neutral 

Phase 

Phase 
Phase 

Green/Yellow 
Blue 

Brown 

Black 
Black 

 

 
Diagrams 

Diagrams, charts or tables shall be provided indicating in particular: 

-    the type and composition of circuits 

-    the information necessary for the identification of the devices performing the     

functions of protection, isolation, switching and their locations. 
 

Selection and erection of wiring systems 

In cases where conduit and trunking systems are used, cables shall not occupy more 

than 45% of the internal cross-sectional area of conduit or trunking except where it 
contains only a single cable. 

Wiring in ducts shall consist of cables having suitable sheaths, and where necessary, 

additional mechanical protection. 
Wiring systems shall be adequately protected, either by construction or by 

supplementary measures, against excessive temperatures, moisture, ingress of solid 
foreign bodies, corrosive or polluting substances, impact, vibration and other mechanical 

stresses. 
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PVC conduit or trunking shall not be installed where ambient temperatures may exceed 

65 degrees centigrade. 

Cables connected to heat-producing apparatus shall be suitable for the parts of the 
equipment in which they come into contact. 

 

Presence of water 

Wiring systems shall be suitably protected against ingress of water that could cause 
harmful effects. 

At points where water could collect or condensation could form in wiring systems, 

suitable drainage outlets shall be provided. 

 

Measures for protection against indirect contact in particular areas 

In outdoor locations, damp locations and areas with increased risk of dangerous shock 

currents, hand-held equipment (except hand-lamps) and portable and transportable 

equipment having a rating not exceeding 2KVA shall be supplied at reduced low voltage. 
Hand-lamps used in outdoor locations, in damp or confined situations, or in building or 

construction operations shall be supplied at reduced extra-low voltage.  

 

Supplementary protection by residual current devices (RCD’s)  

Such devices are required for socket-outlet circuits for compliance with ETCI rules, and 

shall ensure the disconnection of all live conductors in the circuit. Selection of a suitable 

device should ensure unnecessary tripping of the device does not occur during normal 
expected earth-leakage.  

RCD’s supplying socket-circuits shall not have an operating current greater than 30mA. 

 

Fuses / Miniature circuit breakers (MCB’s) 

Fuses / MCB’s shall provide both overload protection and short-circuit protection for 
wiring systems. 

Fuses / MCB’s shall be installed in the phase conductors only. 
 

Earthing arrangements and protective conductors 

The earthing arrangements shall consist of the following:  

- earth electrode 

- earthing conductor 
- main earthing terminal bar 

- protective conductor 
- equipotential bonding 

 

The value of earthing resistance shall be such that the values of the resistance are in 
accordance with the functional requirements of the installation. 

Earth fault currents and earth leakage currents shall be carried without danger, 
particularly from thermal, thermo-mechanical, and electro-mechanical stresses. 

The system should be suitably robust and provided with suitable mechanical protection. 

Cables and equipment selected shall comply with ETCI regulations.  
 

Assessment of general characteristics 

A visual inspection shall be made to the completed installation, or before carrying out 

maintenance work on an existing installation. 
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Where relevant check the following: 

- signs of danger that could impair safety 

- methods of protection against electric shock 
- presence of fire barriers in electrical equipment 

- adequacy of connections and conductors 

- main bonding and supplementary bonding  
- selection of equipment and protective measures appropriate to external influences 

- location and suitability of isolating and switching devices 
- fuse gauge rings 

- neutral and protective conductors identification 

- correct connection of phase and neutral conductors in three phase circuits 
- accessibility for convenience of operation and maintenance 

- selection of conductors for current carrying capacity and voltage drop 
- presence of diagrams, warning notices, labels and other similar information 

 
Equipment   

A visual inspection shall be made of each item of electrical equipment in order to verify 

the following: 

- compliance with the relevant standards 
- methods of protection against electric shock 

- suitability for the environmental conditions of its location 
- compliance with the manufacturers instruction 

- that it is correctly connected to the supply 
- that it is not damaged as to impair safety or proper operation 

- tightness of connections 

 
After completion of a visual inspection, tests shall be carried to verify that it complies 

with ETCI regulations. The following tests shall be carried out, preferably in the following 
order: 

- continuity of the protective conductors and bonding conductors 

- continuity of ring circuit conductors  
- resistance of the earth electrode 

- resistance of the protective conductor  
- insulation resistance of cables and insulated wires 

- polarity 

- fault loop impedance 
 



Safety Statement   

 

October 2012        Version 5.3   

Plugs, socket outlets and cable couplers 

The colour of such plugs shall be: 

24v AC or DC - violet 
110v AC – yellow 

230v AC – blue 
400v AC – red 
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6.10 First Aid 

 
6.10.1 Description of Procedure 

 
In accordance with current Health and Safety Regulations covering places of work the 

administration of First Aid should only be undertaken by a Doctor, Nurse or other 
suitable qualified person such as a person who hold a current Occupational First Aid 

Certificate. 

 
After being notified of an accident or other medical emergency first contact the doctor or 

nurse, if neither is available contact one of the qualified First Aiders. 
 

The operating times of the Health Centre are displayed on the notice board at reception. 

Student Services will notify the Caretaker on Duty of any changes in the operation of the 
Health Centre.  

 
Current operational times for the Health Centre are:- 

 
The Doctor is available on-campus as below:- 

Monday 10:00 – 13:00hrs. Dr. Becky Johnston 

Tuesday 11:00 – 12:30hrs. Dr. Madeleine McCarthy 

Wednesday 10:00 – 12:30hrs.        Dr. Becky Johnston. 

Thursday 12:00 – 13:30hrs.       Dr. Madeleine McCarthy 
 

Nurse Jean Boland/Nurse Joan Broderick is available on-campus as below:- 

Monday  to Thursday 9:00 – 17:30hrs. 

Friday     9:00 – 16:30hrs.  

 
 

 
A list of current qualified First Aiders is displayed on the notice board at reception it is 

updated as necessary. 

 
Current list of qualified Occupational First Aiders:- 

 
Caretaking Staff                             

Paul Fitzgerald, Edward Lennon, Terry Parsons 

  
Nurse   

 Jean Boland, Joan Broderick 

 

Technician   

Derek Larkin 
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6.10.2 Locations of First Aid Boxes  

 
 Quadrangle Building 

 Box No. Location 

 Q1  Paint Studio 2 (landing) 

 Q2  Trevor Scott Hall 

 Q3  Executive’s Kitchen 

 Q4  Basement Roisin Hogan House 

 Q5  Production Design (landing) 

 Q6  Make-up Studio 

 Q7  Radio Studio (corridor) 

 Q8  Colour Dark Room (hallway outside) 

 Q9  Model Making Studio 

 Q10  School Office – Creative Arts 

 Q11  Etching/Print Studio (corridor) – Burns Kit 

 Q12  TV Studio 

 Q13  Landing between Design & Paint 1 

 Q14  Ceramics (corridor) 

 Q15  3D Sculptor Studio – Burns Kit 

 Q16  Furnace Room – Burns Kit 

 Q17  Latex Room 

 Q18  ACCS Corridor 

 
 

 

Atrium Building 

 Box No. Location 

 A1  Electronics Lab (Prep. Room – 2nd Floor) – Burns Kit 

 A2  Electronics Lab (2nd Floor) 

 A3  Beside Lift Door (2nd Floor) 

 A4  Physics Lab (Prep. Room – 1st Floor) – Burns Kit 

 A5  Physics Lab (1st Floor) 

 A6  Beside Lift Door (1st Floor) 

 A7  Library 

 A8  Caretakers Office 
 

 

 Carriglea  Building 
 There is a first aid box located mid-way on each of the four corridors 
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6.11 Chemicals 

 
6.11.1 Hazard 

The consequences of contact with hazardous chemicals and toxic substances include 
irritation, and sensitisation of the skin, eyes and respiratory system, long term effects 

and reproductive disorders. 

 

6.11.2 Risk Assessment 

The risk involved depends on the toxicity and the dose of a chemical. 

 

6.11.3 Arrangements and Controls  

General measures employed to control chemical hazards are: 

 Use of chemicals where possible which have a low hazard rating; 

 Provision of adequate ventilation, including local extraction where required; 
 

 High integrity design, i.e. enclosing all process equipment so that fumes and dusts 

do not escape into the workspace; 

 Monitoring regularly the concentration of chemical vapours and dusts in the 
workspace; 

 Provision of Personal Protective Equipment (PPE) including eye protection, hand 
protection and body protection; 

 Requiring all personnel present in designated areas to wear appropriate eye 
protection 

 Displaying notices at appropriate locations advising personnel of the requirement  
to wear appropriate eye protection; 

 Proper design and specification of process equipment; 

 Regular maintenance of process equipment including checking of equipment and  
piping for corrosion; 

 Training of operators in the safe handling of chemicals and the use of P.P.E.; 
 

 Fully automatically controlled plant with built-in safety checks to prevent overheating 

and unscheduled emissions and ensure fail-safe operation; 

 
 Careful adherence to manufacturer’s instructions which take account of the 

hazardous properties of chemicals and which are set out in their safety data sheets. 

 
All chemical supplied to IADT must be supplied with the relevant data sheets and/or 

hazard information. These data sheets and those from the associated equipment are 

retained for reference purposes at the appropriate site(s).  Copies of the above data 
sheets are kept, in the first instance, in the appropriate studio/lab/workshop; a second 

copy will be available at the Caretakers’ Desk (Reception); with a master file located in 
the Library. 
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6.12 Lone /Out of Hours/ Off Site Working 

 
6.12.1 Hazard 

The hazards associated with lone, out of hours or off site working are those of assault or 
of injury/incapacitating illness which will not be noticed or cannot be reported in a timely 

fashion. 
 

6.12.2 Risk Assessment 

The risk involved depends on the location, time, frequency and nature of the work being 
carried. Within the Institute students may be working late on projects, technicians on set 

up or film students may be working on location away from the Institute. 
 

The employer should identify all places of work where people are alone and should ask: 

 does the place present a risk to a lone worker?  

 is there safe access and egress for one person?  

 can all plant, goods and substances be handled safely by a person working alone?  

 is there cash and will there be a risk of violence?  

 does the worker suffer from any medical condition that makes him/her unsuitable 
for lone working?  

 what contact arrangements have been put in place?  

 

Where employees are working alone they should, as advised by the HSE, be provided 
with training. Among the issues to be addressed by training are avoidance of panic 

reactions, understanding of the risks and how to behave in new, unusual and 
unexpected situations.  

 

6.12.3 Arrangements and Controls 

 tell someone where you are going, whom you are meeting and when you expect to 

return  

 prepare for difficult meetings by finding out everything you need to know before 

arriving and plan how you are going to deal with it  

 do not meet aggression with aggression  

 do not enter a building if you feel uncomfortable or unsafe  

 if driving ensure you belong to a national breakdown service  

 if seeing someone in your own office arrange for checks to be made for your safety  

 record name and contact details of the person you are meeting  

 if travelling abroad, research travel arrangements, hotels and the culture of the 

country you are visiting.  

 
The IBEC Occupational Safety & Health Management Guide advises that arrangements 

should be made for lone workers to check back regularly with base. 



Safety Statement   

 

October 2012        Version 5.3   

6.13 Gas Safety 

 

6.13.1 Hazards 

Two distinct hazards exist in relation to the use of gases:  

 Those of the gas itself by virtue of its chemical or physical properties;  

 Those of a mechanical nature associated with the size, shape and weight of its 

associated cylinder.  

 

6.13.2 Risks 

The risks associated with these hazards include that of fire and explosion, release of 

toxic or noxious material into the work area or surrounding atmosphere, injuries to feet, 

fingers and back, and damage to nearby equipment or the building structure itself. 
However, if the safe working practices outlined in this standard are adopted the 

likelihood of an accident occurring can be maintained at an acceptable level.  

 

6.13.3 Arrangements and Control 

The adoption of the following precautions will reduce the risks associated with the gas 
itself and those associated with its container. It should be noted however that every gas 

and its safe storage should be individually assessed with particular attention being paid 
to any manufacturers instructions provided. 

  
The actual receipt of gas cylinders onto the premises is the first point at which safety 

can be ensured by correct identification of the gas involved, checking for damage to 

containers and maintenance of records of receipt. After that the correct transport, 
handling and storage techniques as outlined below will further reduce any risk of 

accidents;  

 Correct lifting of heavy cylinders will avoid injuries to toes, feet and back;  
 

 The handling of all gas cylinders is carried out using the correct protective 

equipment, gloves and safety shoes should be used, clothing should be dry and oil 

free, a face shield should be used if splashing is likely, there should be no areas 
likely to harbour or trap liquid gas on clothing, such as pockets;  

 
 Care should be taken when handling cylinders to avoid opening the main valve as 

this will lead to the rapid flow of gas from the cylinder. This may cause the cylinder 

effectively to become a missile causing damage to both personnel and equipment. 
Alternatively it may cause an increase in the concentration of the gas in the work 

area which will affect staff or could lead to fire or explosion depending on the gas 

involved;  

 The transport of cylinders around the premises is by trolleys or cradles whereby  
the cylinder can be stored upright and can be securely fastened;  

 The valve should always be shut before placing a cylinder on a trolley;  

 Always use care as opposed to force when opening valves and the correct  
standard key;  

 Cylinders are stored in an upright and secure position to avoid the danger of  
falling or tripping; 
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6.13 Gas Safety (Continued) 

 Never roll a cylinder or use it as a roller for moving other material; 

 Routine checks are carried out of the condition of cylinders and their attachments  
or fittings. Any repairs necessary will be carried out by a competent person. 

 

The location of the storage area for compressed gas cylinders is of paramount 
importance in reducing the risk of accidents. It is: 

 Internal but well ventilated; 

 Sited away from sources of heat or ignition; 

 Readily identifiable by warning signs; 

 Secure; 

 Exclusive to the storage of cylinders; 

 Separated into two areas, one for full containers and one for empties, which  
should be clearly marked as such; 

 Easily accessible for the delivery and removal of cylinders with no obstructions; 

 Equipped in such a manner as to allow for the correct upright and safe storage of  
the cylinders. 
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6.14 Accidents and Incidents 

 
6.14.1 Description of Procedure 

The basic philosophy of IADT, is that no employee, student or visitor should be 
subjected to any preventable injury, no matter how slight the consequences may be. 

Therefore it is essential that all accidents and dangerous occurrences with actual 
potential for injury are reported immediately and fully to local departmental 

management.  The original Incident/Accident Report Form should then be passed 

immediately to the Secretary/Financial Controller, with a copy retained at local level. 
 

The necessity of this procedure is to:  
 

 Ensure that any injury resulting from an accident is properly treated;  

 

 Enable  IADT to prevent accidents by taking appropriate action in individual cases;  

 
 Compile accident statistics so that action can be taken on the problems identified;  

 

 Enable IADT to comply with its legal duties to report relevant accidents to the 

authorities.  
 

 Ensure IADT complies with its insurance policies. 

 
All staff have an obligation to report all accidents and incidents and to ensure that 

appropriate management is informed and that an accident report form is completed. 

 
 The decision whether to have a more in depth investigation will be taken by the 

Secretary/Financial Controller, in conjunction with local management and other relevant 
officials (e.g. the Estates Manager). 

  

All employees are obliged to co-operate fully and immediately with any investigation and 
provide any information which may be useful in establishing the circumstances 

surrounding an accident or dangerous occurrence.  
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6.15 Training 

 

6.15.1 General Requirement 

Suitable training and instruction, as well as being required by law, can help minimise risk 

of injury to employees and other persons using the workplace.  Three types of training 
are in situ. 

 
6.15.2 Induction  

New members of staff and students as well as each intake of students should be 

inducted. Appropriate levels of information on Health & Safety should form part of the 
overall orientation process.  

 
For students a simple two page A4 handout covering general matters within the Institute 

on the first page and course specific health & safety matters on the second page will 

suffice. 
 

The level of information provided to other staff will depend on the nature of their 
employment but should accurately reflect the environment within which they will be 

working and the tasks they will be performing. 

 

6.15.3 Basic Training  

Technicians and other nominated individuals such as fire wardens will be formally 
trained in first aid, use of fire extinguishers, manual handling etc. as required. 

 
6.15.4 Reminder / Skill development  

The Institute will undertake to ensure that a continuous programme of assessment and 

skill development is undertaken for all staff. 

 

6.15.5 Training for Persons Directly Involved 

All those workers who operate and maintain plant and machinery, or work in the field of 

demolition operatives, and their direct supervisory staff should receive training and 
instruction. 

 

6.15.6 Instruction for Other Persons  

Visitors who enter the Institute should be aware of the hazards likely to be present and 

the safety rules and procedures they must observe.   
 

These will include the emergency procedures for First Aid etc., and the prohibition on 

anyone operating or working on machinery unless trained and authorised. 

 

6.15.7 Record Keeping, Monitoring and Review 

Record keeping is required for proof of compliance as well as for monitoring the 

effectiveness of the health and safety management system. Records should be 

maintained of the qualification and training records of all nominated personnel with a 
Health and Safety function. 


