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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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All organisations should include this section in their policy’s arrangements section.  Alter and add to this as necessary to reflect the arrangements in place within your business. Read the Hettle Andrews Guides on ‘Training for Health and Safety’ and ‘Competence at Work’ for a more detailed review of the subject and the management arrangements required.	





Competence and Training


 Where specific health and safety skills or competencies are required this is defined within job descriptions.  Delete this sentence if all jobs are low risk.  Note that there is no specific requirement to document the health and safety competency needs of a job, but it is necessary to identify those needs and ensure they are fulfilled. 


At recruitment, we assess the skills, experience and previous training of the applicant in order to appoint the most suitable person for the job. 	��Training needs are reviewed at recruitment of new starters and then formally on an annual basis during appraisals. Note that there is no legal requirement for annual appraisals but this is good practice. Training needs are also identified on an ongoing basis for example: as a result of risk assessments or accident investigations; through site inspections or audits; and arising from changed legislation or standards.	


All employees [and sub-contractors] are inducted in the contents of this policy with particular emphasis on their personal responsibilities. All new employees also receive basic induction training on general health and safety matters, including: 


their legal duties, as set down in both criminal and civil law 


the findings of risk assessments 


arrangements for first-aid 


fire, evacuation drills and other relevant emergency procedures 


expected standards of behaviour and housekeeping 


how to report accidents, incidents and ‘near-misses’ 


how to report unsafe conditions or other safety concerns


any special hazards and control arrangements affecting the workplace.


The general safety induction is carried out by line managers using a checklist which is kept as a signed and dated record that the training took place.  Note that a checklist record is not a legal requirement but is good practice and is very likely to be needed to defend civil liability claims.	��If the work carried out by individuals could affect the safety of other persons eg in the case of electricians or installation engineers, it will be necessary to have a system for checking safe working and quality of workmanship. In these cases, include a sentence such as this: The ongoing competence of individual’s to work safely is assessed by the _________________ [eg Operations Manager] through ________________ [eg site visits which take place on a monthly basis].  


Where an individual takes on specific health and safety responsibilities they will receive relevant health and safety training in their responsibilities, for example this applies to directors, managers, and supervisors, and specific training for specialist roles such as fire wardens [or fire marshals] and first aiders.  We also provide specific training for ___________________ [eg those undertaking lifting tasks, those using ladders or step ladders, those erecting scaffolding, staff using chainsaws etc].


Training will also be provided at the introduction of new equipment, new technology or work procedures.  Young workers ie those under 18 years old, will receive additional training and supervision as required, according to the outcome of an individual assessment.


We consult with staff about the planning and organising of health and safety training by _________________ [eg including the topic as a standing item on health and safety committee agendas].


�








All health and safety training is provided by competent instructors and takes place during paid working hours.  The identification of training needs is a line management function but day to day coordination of the training programme is carried out by ______________________ [name or job title].


The effectiveness of training is evaluated by the use of end of course assessments and management reviews.  Note that formal evaluation is not a legal requirement but is best practice.  Records of training including the date, name of delegate, tutor details and contents of the course, are held by ___________________________ [name or job title].


Where we do not have the necessary in-house competence to undertake a specific task or specialist work, we will utilise specialist contractors who have been assessed for their competence. 


Note that it may not be necessary to undertake all of the risk control measures listed, although similar measures will be required either for the purpose of fulfilling legal requirements or so as to demonstrate that the general duty of care was fulfilled. See further information in the Hettle Andrews Guides on ‘Training for Health and Safety’ and ‘Competence at Work’ or HSE sources.
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