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1. Introduction 

SAEDI Consulting recognises that team members are the organisation’s most valuable 
resource. The organisation therefore commits to maintaining a work environment that 
protects physical health, as well as psychological health and well-being, within the context 
of the digital and remote work environment in which the organisation operates. 

Health, safety and well-being in the policy refers to the concern with preventing injuries 
within workspaces, through inappropriate furniture and lighting, and promoting worker well-
being. 

 

2. Purpose 

This policy aims to equip team members with the knowledge and guidance necessary to 
promote safe working environments, prevent injury and illness, address risks associated 
with remote and digital work, and support mental health and well-being, individually and 
collectively. As a largely virtual team, SAEDI Consulting recognises that mutual support and 
collaboration are essential to achieving these goals. Reliance on one another for sharing 
good practices, practical examples, and experiences related to health and wellness plays a 
critical role in strengthening a culture of care, accountability, and continuous improvement, 
thereby contributing to the overall health and well-being of all team members. 
 

3. Scope 

This policy applies to all employees, consultants, contractors, interns, volunteers, remote 
workers, and field staff engaged with SAEDI Consulting. It covers all environments in which 
work is undertaken on behalf of the organisation, including offices, homes, field locations, 
and digital platforms. In alignment with the organisation’s commitment to health, safety, and 
well-being within a predominantly virtual work model, the scope recognises that 
responsibility extends beyond physical spaces to include digital and psychosocial 
environments. It also reflects the shared responsibility of all team members to contribute to 
safe and healthy work practices by applying guidance, engaging in continuous learning, and 



actively sharing experiences that support individual and collective well-being across the 
team. 

 

4. Guiding Principles 

The following guiding principles establish the foundation for SAEDI Consulting’s approach to 
health, safety, and well-being. They reflect the organisation’s commitment to fostering a 
safe, inclusive, and supportive work environment across our virtual spaces. These principles 
guide decision-making, shape behaviours, and reinforce the shared responsibility of all team 
members to actively contribute to a culture of care, prevention, and continuous 
improvement.  
 
Table 1:Definition of Guiding Principles 

Principle Explanation 

Duty of Care SAEDI Consulting is responsible for providing 
guidelines for safe working conditions. 

Prevention Most workplace injuries and illnesses are preventable 
through proactive risk management. 

Shared Responsibility Both management and staff share responsibility for 
maintaining safe working conditions. 

Continuous Improvement Occupational safety systems must be periodically 
reviewed and improved. 

Equality & Respect Workspaces must be free from discrimination and 
unsafe practices, being cognisant of the virtual space 
and digital engagement 

 

5. Legal and Institutional Framework Alignment 

This policy seeks to align with: 

• International Labour Organization occupational safety standards 
• ILO Convention No. 155 
• Caribbean Labour principles 
• Global OSH frameworks used by international organisations 

While these frameworks emphasise employer responsibility for maintaining safe 
workplaces, due to its structure and working operations, maintaining those in private home 
and workspaces is not feasible. Accordingly, SAEDI Consulting sees its responsibility as 
providing information, and spaces for discussion and guidance around the safety concerns, 
but with each team member being responsible for/in her or his own space. 

 



6. Roles and Responsibilities 

The roles and responsibilities outlined below recognise that, within SAEDI Consulting’s 
remote work environment, team members often operate independently in their own spaces. 
As such, while the organisation provides guidance, support, and oversight, each individual 
has a critical role to play in taking personal responsibility for their own health, safety, and 
well-being. 

 
Table 2: Team Responsibilities under this Policy 

Management Team Members 

Management must: 

• implement this policy 
• identify hazards and risks 
• provide safety guidance 
• monitor staff well-being 
• guide and support team members in    
creating safe and healthy workspaces 
including healthy digital work habits 

 

Team members must: 

• follow safety procedures 
• maintain safe workspaces 
• seek guidance on mitigating or managing 
risks and hazards 
• practice healthy digital work habits 

 

 
 
7. Physical Workspace Safety 

Physical workspace safety remains a critical component of overall health and well-being, 
even within a predominantly remote work environment. As team members carry out their 
responsibilities from individual locations, attention to the setup and maintenance of safe, 
comfortable, and functional workspaces is essential.  

SAEDI Consulting team members are asked to ensure that physical workspaces are safe 
by: 

• identifying potential risk and hazards, and seeking guidance on correction or 
mitigation 

• promoting safe work practices, and sharing information with other team members 
• ensuring safe equipment use 
• ensuring proper lighting 
• practicing safe online engagement and information sharing 

Team members must speak up where there is reasonable belief that work presents serious 
risk to safety or health. 

 

8. Virtual Workspace Health & Safety 

https://saediconsulting.slack.com/docs/T02164T5H7W/F0B4QK662FQ


Health and safety at SAEDI Consulting encompasses the physical, digital, and psychosocial 
conditions under which team members operate. Maintaining safe and healthy work 
practices requires both organisational guidance and individual commitment.  

 

Remote work environments may expose workers to risks such as: 

• poor ergonomic setups 
• digital fatigue 
• sedentary work patterns 

Staff should maintain healthy work practices including ergonomic workstations and 
regular movement breaks. Additional guidance on this is available here.  

 

9. Stakeholder Engagement Safety 

Stakeholder consultations are a vital part of the work of SAEDI Consulting and can either be 
done by surveys, online or face-to-face. This policy guides all stakeholder engagements. 
 
Prior to every type of engagement, it is vital that team members identify self, explain the 
purpose of the engagement, and outline the rules of engagement. This does not mean 
however, that challenges will not arise. The aim is to be aware of potential risks and manage 
them to the benefit of the stakeholder as well as team member or members involved. 
 
Risks to be aware of include, but are not limited to: 

• Harassment or abusive language 
• Conflict arising over opposing or emotionally charged ideas as well as contested 

framings among stakeholders 
• Emotional stress triggered by topic of discussion 
• Enter high crime or high conflict communities  

 
These risks can apply to both team members, as well as other stakeholders. Team 
members, particularly when engaged in walk-through surveys in communities, must be 
cognisant of their surroundings, and reserve the right to temporarily stop activities if they 
feel at risk.  Below is a quick response protocol to mitigate these risks, keeping in mind, that 
Team members reserve the right to remove themselves completely from a situation of 
escalating risk. 
 
Table 3: Mitigation/Response Protocol 

Risk Response Protocol 

Harassment or 

Abusive Language 

1. Pause the discussion, remind the participants on 
rules of engagement (respect, non-abusive language, 
etc) 

https://saediconsulting.slack.com/docs/T02164T5H7W/F0B4QK662FQ


Risk Response Protocol 

2. Report the incident to management 
3. Conduct a full room debrief or debrief between the 

specific participants (discuss impact and follow-up 
actions – if necessary) 

4. Debrief with SAEDI Consulting team to identify 
lessons learned 

Opposing, emotionally 
charged ideas/contested 
framings 

1. Acknowledge differing views respectfully 
2. Remind opposing parties of rules of respectful 

engagement 
3. Redirect discussion towards constructive dialogue 

OR pause the discussion to amicably resolve 
opposing views if necessary 

4. Debrief for lessons learned 

Emotional stress triggered by 
the discussion 

1. Allow individual time to pause or step away  
2. Offer information or support on resources where 

appropriate 
3. Once resolved, conduct and emotional/well-ness 

check of the room, or take a short break  
4. Conduct SAEDI Consulting Team debrief to ensure 

well-being 
5. Debrief for lessons learned 

Entering high crime or high 
tension or conflict 
communities 

1. Work in pairs 
2. Conduct basic risk assessment and removal plan 
3. Suspend activities immediately if risk seems too high 

or escalates at a specific point 
4. Conduct team well-ness check 
5. Debrief after activity for lessons learned and removal 

plan improvement 

 

10. Psychological and Digital Well-being 

Psychosocial and digital well-being are essential components of a healthy and sustainable 
work environment, particularly within a remote and digitally connected team. The nature of 
virtual work can introduce pressures such as extended screen time, blurred work-life 
boundaries, isolation, and communication challenges. Team members are encouraged to 
be intentional about self-care while remaining mindful of how their engagement contributes 
to a positive and supportive team culture. 

SAEDI Consulting wishes to emphasise the importance of paying attention to the following 
6 practices in efforts to maintain a healthy work environment: 

• Practice responsible time management 



• Discuss and maintain balanced workloads 
• Practice respectful communication 
• Ensure digital boundaries in all online engagements 
• As far as possible, protect self and others from online harassment 

Being mindful of the six guiding practices outlined above is essential to sustaining a healthy, 
respectful, and balanced work environment within SAEDI Consulting. These practices 
support positive behaviours, reinforce clear boundaries, and promote responsible 
engagement with digital tools, including AI, in alignment with the organisation’s AI policy.  
More details on practical steps can be found in the Healthy Digital Work Practices Canvas 
on the SAEDI Consulting Slack channel. 

By consistently applying this guidance, team members can help to reduce stress, prevent 
harmful interactions, and strengthen trust and accountability across the team. This shared 
commitment ensures that the virtual workspace remains safe, inclusive, and conducive to 
continuous well-being and productivity for all. 

 

11. Risk Identification, Assessment and Management  

Effective risk identification, assessment, and management are essential to maintaining a 
safe and healthy work environment. In a context where team members work independently 
in varied settings, the ability to recognise potential hazard, whether ergonomic, 
psychosocial, or digital, and take appropriate action is critical. This section outlines a 
structured approach to identifying risks, assessing their potential impact and likelihood, and 
implementing practical measures to reduce or eliminate them, this supports both individual 
well-being and overall organisational resilience. 

 

11.1 Risk Identification  

The checklist is designed as a simple, practical tool to help team members regularly review 
their work environment and practices, identify potential risks early, and take corrective 
action where needed. It should be used periodically, as well as when there are changes to 
work conditions or tasks.  

 

Self-Assessment Health & Safety Checklist 

Staff should periodically review their workspace and practices. 

✓ Chair supports lower back 
✓ Feet flat on floor (use a stool, box or block to support feet if necessary) 
✓ Screen at eye level 
✓ Screen approximately arm’s length away 
✓ Proper lighting available 
✓ Hourly movement breaks 
✓ Drinking water accessible 

https://saediconsulting.slack.com/docs/T02164T5H7W/F0B4QK662FQ


Workspace Safety 

☐My workstation is ergonomically comfortable 
☐My screen is positioned at eye level 
☐My workspace has adequate lighting 

 

Physical Well-being 

☐I take movement breaks every hour 
☐I avoid prolonged sitting 

☐I take regular screen breaks to rest my eyes 
☐I stay hydrated throughout the workday 

 

Digital Wellness 

☐I manage digital notifications effectively 
☐I maintain boundaries between work and personal time 

☐I avoid excessive screen time outside work hours 

☐I practice respectful online communication 

 

Mental Well-Being 

☐My workload is manageable 
☐I communicate concerns to my supervisor 

☐I manage time effectively 
☐I take regular rest periods 

 

11.2 Risk Assessment 

The Risk Assessment Matrix provides a structured overview of common workplace risks, 
their likelihood and potential impact, along with suggested mitigation measures. It serves as 
a practical reference to help team members understand how different risks are evaluated 
and managed, and to support informed decision-making when identifying and addressing 
hazards in their own workspaces. 

 



Table 4: Risk Assessment Matrix 

Risk 

Category 

Likelihood Impact Mitigation 

Ergonomic strain Likely Significant 
Guidance on 
ergonomic furniture 
& equipment 

Digital fatigue/Eye 
fatigue Likely Critical Screen breaks 

Psychological 
stress Possible Moderate 

Time management, 
self-care 
days/activities 

Travel risk1 Unlikely Significant 
Guidance/plan of 
effective travel 
planning 

Sedentary work Almost certain 
Significant to  

Major 

Ensure enough 
movement, screen 
breaks, and 
rehydration 

Conflict during 
stakeholder 
engagement 

Unlikely Significant 
See Protocol in    
Section 9 

  

11.3 Risk Management 

The risk scoring guide provides a consistent method for evaluating the seriousness of 
identified risks by considering both likelihood and impact, and level of intervention for 
management of said risks. This helps prioritise actions, ensuring that higher-risk issues are 
addressed promptly while lower-risk concerns are monitored and managed appropriately. 

 

Table 5: Risk Scoring Guide 

Likelihood Scale Impact Scale Risk Score Calculation 

Likelihood x Impact 

Score Description Score Description Score Level Response 

1 Rare 1 Minor 1 – 4 Low Monitor 

 
1 Travel risk refers to movement between locations, particularly in community consultations, which would 
determine type of travel (walk, use a vehicle) etc. 



Likelihood Scale Impact Scale Risk Score Calculation 

Likelihood x Impact 

Score Description Score Description Score Level Response 

2 Unlikely 2 Moderate 5 – 9  Medium Mitigation 
required 

3 Possible 3 Significant 10 - 16 High Immediate 
corrective 
action 

4 Likely  4 Major 17 - 25 Critical Stop activity 
and escalate 

5 Almost certain 5 Severe    

 

 
12. Awareness and Capacity Development 

SAEDI Consulting will periodically provide working sessions, including bringing in 
professionals where and when possible, to build awareness and capacity on: 

• workspace ergonomics 
• digital well-being and cybersecurity 
• responsible AI use 
• workspace safety practices (for physical movement and vision care) 

 

SAEDI Consulting recognises that sustaining a safe, healthy, and supportive work 
environment requires ongoing learning, reflection, and adaptation. Through continuous 
awareness and capacity development, the organisation commits to equipping team 
members with the knowledge and tools needed to strengthen safe work practices, enhance 
digital and psychosocial well-being, and responsible use of evolving technologies, including 
AI.  

As a foundation for fostering a culture of shared learning and openness, this policy is not only 
a guide, but a living framework that supports continuous improvement and reinforces 
collective responsibility for health, safety, and well-being across the organisation. 

 

15. Policy Review 

This policy will be reviewed every three years. 

 

Version: 1 



Approval date May 19th 2026 

Approved by  

Review date  

 

 

 

 

 

  



Annex I 

 

Your Graphic Reminder 

 

This page can be printed and placed above your desk, as a daily reminder to maintain a safe 
and healthy workspace practices. 

 

       
 

 

   

 

 

 



Annex II 

 

Psychological First Aid Kit 

   



 


