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1) Introduction  

Safetech Consulting and Training Ltd is the single supplier of the Lots 1, 2, 3, 4, 5 & 

6 of the Multi Supplier Framework Contract for the provision of the Health and Safety 

Training, Consultancy and Advisory Services – THR075F. 

Under the framework, we offer the following courses: 

• Lot 1A  PHECC First Aid Response Training (Classroom & Blended) 
• Lot 1B  PHECC First Aid Response Recertification Training (Classroom & 

Blended) 
• Lot 2A  Manual Handling Training  
• Lot 2B  Manual Handling Instructor Training  
• Lot 3A   Fire Safety Manager for a Building Training  
• Lot 3B  Fire Warden (Including Fire Extinguisher) Training  
• Lot 3C  Evacuation Chair Training  
• Lot 4A  Safety Officer/Coordinator Training  
• Lot 4B  Safety Representative Training  
• Lot 5  Display Screen Assessor Training  
• Lot 6  Occupational Health & Safety Awareness for Managers Training  

 

If you, or any of the employees whose training compliance you manage, have a 

requirement for any of the above training courses, please contact us and we will 

facilitate. 

This user guide was developed to equip framework clients with the ability to:  

• Make a training enquiry  

• Set up access to your training portal  

• Add participants to our Booking and Scheduling System  

• Enrol participants onto an open enrolment course  

• Enrol participants onto an intact course  

• Schedule a course  

 

2) Contact Details/Numbers 

Contract Manger:  Suzanne Love 

Telephone:   +35374 9127786 

Out of hours number: +35385 1592692 

Email:    training@safetech.ie 

 

mailto:training@safetech.ie
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3) Glossary of Terms 

 

Safetech:  Safetech Consulting & Training Ltd 

 

Particicipant:  Person completing the training 

 

Framework Client: Person booking/scheduling/organising training 

 

Open enrolment:  Participants in a given Training Course are from more than one    

Department/Public Service Body  

 

Intact:  Participants in a given Training Course are from the one 

Department / Public Service Body  

 

NASF:  Notification to Activiate Services Form – A notification by the 

Framework Client to the Contractor to activate the provision of 

Services. Services cannot be scheduled/delivered without a 

signed NASF for each Lot on the framework clients headed 

paper.  

 

TMS:   Training Management System  
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4) How to Book 

Email 

Email Suzanne at training@safetech.ie 

Telephone 

Call us on 0749127786 

Website Contact Us Form 

https://www.safetech.ie/public-sector  

Booking & Scheduling System 

 

5) Booking and Scheduling System Information 

To book/enquire about training, visit our website http://www.Safetech.ie/  

Select the “Public Sector Training” button on the right-hand side of the main page. 

This link will take you to the “Health & Safety Training of the Public Sector Bodies” 

page.  

 

 

http://www.safetech.ie/
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6) Intact Training Course Booking  

6.1) Complete the training enquiry  

Scroll to the bottom of this page where you will see an enquiry form. Fill out this form 

giving as much detail as you can about the training required.  

 

A member of our team will respond to your enquiry before the end of the next 

working day to schedule a suitable course for your needs, this communication will be 

done via email or phonecall depending on your preferred method of contact. 

Safetech team member will request a signed NASF form on your headed paper for 

each Lot you are wishing to draw down from. You can download a blank copy of the 

NASF form from the OGP Buyer Zone, which can be accessed at the following link; 

https://buyerzone.gov.ie/account/login/?next=/ 

Course is scheduled on dates & at a venue which are suitable for the FW Client & 

the course is added to the booking and scheduling tool by Safetech team. 

 

 

https://buyerzone.gov.ie/account/login/?next=/
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6.2) Log in to Booking and Scheduling Tool 

Within 4 hours of the course being scheduled, you will receive an email containing a 

link to your portal on our TMS. Click the link and log in to the system using the log in 

details provided in the email. Your home screen will be the below screenshot (in 6.3). 

 

 

6.3) Add participants to the system  

To add participants to the course you have booked, firstly you need to add their 

details to the portal. Click on “users” 

 

 

Click “Add User” 
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Add participant details to the system then click “Save”. The three fields highlighted 

below are mandatory so that training details can be sent out to the participants. 

 

 

6.4) Add participants to the course  

Select “placeholders” then right click your course and select “Assign” 

 

 

The below box will pop up, you can start typing the names (you added previously as 

users) and they will appear or you can hit the ‘Select’ button and all of your names 

will appear and you can add them this way. 
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Click ‘Save’ and close out of it once you have added the participants to the course. 
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6.4) Confirmations/Reminders  

The framework client will receive a confirmation email to inform them that the course 

and participants have been booked. The participants will also receive an email with 

any pre-requisite information, training materials or webinar links (if applicable) 

The framework client will also receive an email 7 days before the training course to 

remind them about the course.  
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7) Open enrolment training course booking  

7.1) Select required course  

On the Health & Safety Training for Public Sector Bodies page, select the required 

course.  

 

Clicking the course icon will bring you to the course information page, you can toggle 

through the tabs to find out more information about the course. You can ‘Book Now’ 

or you can ‘Enquire about the course’ by submitting a contact us form. 
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NB: if a suitable open enrolment course hasn’t already been scheduled, make an 

enquiry on the enquiry page detailing your requirements. We will then schedule a 

course and forward the booking link.  
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7.2) Start course booking 

After you click on the ‘Book Now’ Input the number of participants required and click 

“continue to payment” 

 

Enter FW Client, booker and delegate details & hit complete 

 

 

 

You have now made your booking. The booker and participants will receive a 

booking confirmation within minutes of the booking with joining instructions. 
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7.3) Log in to Booking & Scheduling Tool  

If you have never booked training with us before you can register; 

 

If you have booked training with us before you can email training@safetech.ie and 

we will issue you with a password reset so that you can view historical information 

relating to your booking account. 

 

 

 

 

 

 

 

 

 

 

mailto:training@safetech.ie
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7.5) Confirmations/Reminders 

Booker will receive a confirmation email to inform them that course and participants 

have been booked. 

Booker will receive an email 7 days before the training course to remind them about 

the course.  

Participants will receive email confirmation regarding booking which will contain any 

pre-requisites or information they may need to know prior to the course. 


