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7.1
LEGAL REQUIREMENTS

The University as an employer has a statutory duty, under Irish and European safety legislation, to provide each and every employee, whether in full-time or part-time employment, with such training as is necessary, to enable each employee to discharge all aspects of their work in a manner which, in so far as it is reasonably practicable, is safe and does not expose the individual or other persons to unacceptable levels of risk to health. 

In this regard it must be recognised from the outset that any/all workplace focused training, be it safety specific or not, must encompass the legal requirement of: 

· minimising the risks that may exist for the safety, health and welfare of  all persons employed by the University or by third parties 

· complying with  all relevant statutory safety requirements regulating the work activities executed from time to time and

· providing information on hazards, risks, controls/ arrangements and emergency procedures.

In addition to the statutory duty to employees as outlined above, the University also has a common law duty to all undergraduate and graduate students, to provide such training as is necessary, to enable the students to undertake their studies/ research in a manner which, in so far as it is reasonably practicable, is safe and does not give rise to risks to health or expose the individual student or other person to unacceptable levels of risk. 

The provision of, and extent of, any necessary training is dependant upon the nature of the academic discipline being pursued, the experience and disposition of the  students involved, their familiarity with any equipment/substances to be utilised(*),  the environment/ conditions where the activities may be discharged and the extent to which supervision is necessary and will be available. Where training is deemed necessary it should adhere to established best practices and university norms.

NOTE:
Items marked with an asterisk (*) primarily apply to Applied Scientific Departments.

7.2 
COLLEGE \ SCHOOL \ DEPARTMENT \ CENTRE \ UNIT RESPONSIBILITIES FOR TRAINING

In accordance with the provisions of statutory safety legislation and the University Safety Policy renewed 2021, each Head of College \ School \ Department \ Centre \ Unit is responsible for discharging in their respective functional areas the statutory duties referred to in 7.1 above. Accordingly each Head must ensure that: 

· all employees (full-time/part-time staff, post doctorate researcher’s, demonstrators, student help) are adequately trained for all work which they may be required to perform. (SHWW law and common law obligations)
· all under-graduate and post graduate students are adequately trained for any activities which they may be required to perform pursuant to their course of study (*). Note: this is Common law obligations and is included here as a Risk Management measure  rather than a SHWW law requirement ( Note: the latter does not apply to students of the UCC undertaking a course of study at the University).
In the specific case of employees, a principle element of this training will be the requirements, practices and policies outlined in the Dept. Safety Statement and training pursuant to the requirements of specific statutory instruments.

Each Head of College \ School \ Department \ Centre \ Unit and Academic who have employees or post- doctorate researcher’s reporting to them, are responsible for drawing up an induction training programme (in the case of new employees) and an annual safety training programme for their direct report’s. (This to include financing the delivery of said training ex department subventions/ income or the delivery of said training either in full or in part).


When drawing up such a training plan, each FA and School/ department must compile an annual safety training needs analysis/ gap analysis. Due cognisance must be given to statutory training requirements, knowledge retention times, the value of action based learning, the importance of employee’s undertaking induction training at the commencement of employment/re-deployment and the value of regular re-fresher training, (particularly where significant risks may exist or where long term behavioural changes are required). Training should also include for safety hazards and measures required relating to academic or work activities which may take place off campus e.g. expeditions, field trips, site visits, job placements, visits to outside companies etc. 
The ‘concept’ of what constitutes training should be flexible and non restrictive. Training may encompass ‘brief’ work place demonstrations, given in the course of the normal daily work routine, (in either a group or on a one to one basis), periods of directed self-study, structured training sessions or formal lectures on specific topics.  Training should be progressive and evolutionary and should be linked to downstream evaluations of improvement/changes in work practices/ attitudes. 

In many cases FAs/ Colleges/ Schools may need to out source and fund the costs of staff H&S training.  U/g and p/g student safety training should be delivered similarly of via the academic delivering the course tuition. Some internal support options for staff training are listed below. Note: This is finite in nature and  costs may apply. The University Health & Safety Office can advise departments as to potential sources of  oh&s training . 
Table 1 : Fire Safety training and fire evacuation drills 
Please contact Declan O'Shea, B&E Operational Fire Officer at declan.oshea@icem.ie. Further contact details are available here: https://www.ucc.ie/en/build/buildings/firesafety/. Declan O'Shea operates under the direction of the Buildings & Estates Office, reporting to the General Services Officer.

	Course
	Fire Drill
	Use of Fire Extinguisher
	Fire Marshall

	Frequency
	Annually
	5 yrs
	5 yrs

	Applicable to:
	All staff
	All staff
	Select


Table 2 : Ionising and non ionising radiation and laser safety training
	Area
	Name
	Relevant Functional Area
	Contact Details

	Radiation Protection &

Laser Safety
	Dr Tom Dowdall
	Vice President for Research & Innovation
	tdowdall@ucc.ie
https://www.ucc.ie/en/rpo/


Table 3 : Biological safety training
	Area
	Name
	Relevant Functional Area
	Contact Details

	Biosafety
	Mr Pat Casey
	Vice President for Research & Innovation
	p.casey@ucc.ie
https://www.ucc.ie/en/biosafety/


Table 4 : Student activity related safety training
	Area
	Name
	Relevant Functional Area
	Contact Details

	Student Activities
Safety Officer
	Position Currently Vacant
Interim: Mr Seamus McEvoy
	Student Experience
	s.mcevoy@ucc.ie


Subject to Health & Safety Office budgets, the H&S office runs a finite monthly and rolling quarterly schedule of selected core training courses, to part-assist schools & departments with their overall staff training needs analysis. Delivery of the programme and individual course’s therein is subject to demand, financial viability and financing.
Table five below details the courses currently available via the Health & Safety Office.

Note: Specialised course or non-core courses or off-programme courses and courses covered by note 2 are a direct provision matter for relevant Schools/Departments across UCC.

Table 5 – Selected core staff H&S training – finite central programme 
	Course
	VDU online
	Manual Handling
(blended)
	Fire Safety online
	Managing Health & Safety
	First Aid Responder (initial and refresher)
	Risk Assessment

	Frequency
	3 yrs
	3 yrs
	3 yrs
	5 yrs
	2 yrs
	5 yrs

	Applicable to:
	All staff
	All staff
	All staff
	Managers & Supervisors and PI’s
	Select
	PI’s & Technical staff

	Availability
	24/7
	Monthly (Central Programme)
	24/7
	No Longer Available (see note 1 below)
	Monthly (Central Programme)
	Current Unavailable (see note 2 below)


Note 1: Managing Health & Safety training is no longer available via the H&SO. Department personnel should undertake an online IOSH accredited managing of H&S course (3-day duration). These are available monthly via reputable H&S training providers listed on Agresso (a direct pay arrangement between departments and the provider).

Note 2: Risk assessment training is currently unavailable. This is expected to resume in March 2022 (via a blended approach).
Where staff or postgraduates operate across Colleges \ Schools \ Departments \ Centres \ Units boundaries, talks and tours (organised by said persons supervisor ) may  have to be implemented by other College \ School \ Department \ Centre \ Unit.
7.2.1
UNDERGRADUATE and POST GRADUATE SAFETY TRAINING ( common law obligations)
Safety Training for undergraduate students should generally comprise of a safety lecture at the beginning of each academic year, (provided by a member of the department), with more specific training to be provided subsequently and as appropriate to the academic activities being undertaken in each term. 
7.2.2
EMPLOYEE SAFETY TRAINING ( Common Law and SHWW law obligations)
Safety Training for employees should generally comprise of a safety induction course (or safety lectures) at the commencement of employment in the case of  staff . This should be work specific and delivered by department management. More specific training may be scheduled on an ongoing basis thereafter but preferably prior to the first encounter with any particular activity that poses a hazard/ risk.  In addition to the topics covered in 7.2.1 above employee safety training may include any/all of the topics listed below. 


Items marked (*) are applicable to Applied Scientific Departments only):
· Overview of College \ School \ Department \ Centre \ Unit Safety Statement. Employer/ Employee legal obligations and entitlements.

· Fire Safety and Extinguisher Use. Fire evacuation procedures and fire marshal duties.

· Manual Handling.

· VDSE and Office Safety. VDSE eyesight testing entitlements.

· Equipment  Safety.

· Working Alone ( where applicable)

· CPR , First Aid ( Certificate level).

· Safety consultation mechanisms at dept level. 
· Staff elected Safety Representative training.

· Chemical and or Biological Safety (*) . Waste disposal (*).

· Laboratory Safety (*).
· Construction safety skill certs, (*)
· Construction safe pass training (*)
· MEWP driver (*)
· Vehicle signaller (*) 
Footnote to 7.2.1 and 7.2.2
Heads of Colleges \ Schools \ Departments \ Centres \ Units should note that in-service and induction training is not limited to above mentioned topics.  Induction training programmes should be designed to address the relevant safety issues and specific equipment, substances or activities pertaining to that College \ School \ Department \ Centre \ Unit.  In addition a detailed review of the Dept. Safety Statement and relevant Risk assessments/ controls as tehry relate to the employees work activities should be performed with each employee by the person to whom the employee reports.  

In addition to the safety training set out previously, special attention should be given to the needs of more vulnerable/ high risk groups such as:

· young people lacking in experience/ maturity.

· people with impairments, medical conditions or  acute allergic sensitivities (*).
· new or inexperienced workers.

· pregnant employees and nursing mothers ( consult the Safety, Health Welfare at Work Pregnant Employees and Nursing Mothers  Regulations Current Edition) (*).
· People transferred to a new job or using unfamiliar equipment or substances (*).

7.3
SPECIFIC TRAINING
Most of the general or discipline specific training needs of staff will be as identified in Sections 7.2.1 and 7.2.2.  However supplementary or specific training may be required at College \ School \ Department \ Centre \ Unit level, particularly with regard to individual processes, the use of specific machinery, equipment , substances or  biological agents (*). Safety in construction and maintenance activities (*) . This is a matter for departments to arrange and fund.
Document No. 2 and Document No. 3 of this School/ Department Safety Statement, when completed and customised by the dept., together with any safe operating procedures (*) drawn up by local management will also form the core of  any specific  on the job training. 

7.4
TRAINING NEEDS ANALYSIS AND COMPLETION OF TRAINING RECORDS
Each Functional Area AND CONSTITUENT School/Department must compile and maintain a Staff Training Needs Analysis electronic spread sheet of the training required and subsequently planned/ executed for every member of staff within its constituent departments. This to be updated at least annually and submitted with the Heads of Functions Annual Safety Report to the Governing Body.
Training records must be maintained for all training undertaken by employees/students.  It is the responsibility of local management to ensure that such training records are retained and maintained in the College \ School \ Department \ Centre \ Unit.  (It should be noted that the availability of training records will be of prime importance in the event of  either Health and Safety Authority intervention/inspection or  in defence of a third party compensation claim against the University).

A course content or brief description of the nature and duration of the training provided, together with the date when the training took place, details of those trained ( or an original copy of the attendance sheet) and countersigned with the name &\position of the training provider with their qualification will suffice as a training record.  

7.5
RESPONSIBILITY FOR TRAINING
The following members of staff are responsible for  arranging the induction training and in-service training within the following areas of  the College \ School \ Department \ Centre \ Unit ( please enter):

	Persons Responsible for Training:

1

2

3

4

5

6

7

8

9

10

11
	Section/ Room/Area/ Bldg:
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