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1.
General Policy on Health and Safety Training

The University is committed to ensuring that all staff and students are provided with suitable and sufficient health and safety training to enable them to carry out their work and studies in a safe and controlled manner. 
2.
Scope
This policy is applicable to all staff and students and includes part-time and temporary staff and agency employees.
3.
Management Responsibility
Heads of School/Directors are responsible for ensuring that arrangements are in place within the School/Directorate to ensure that staff and students receive appropriate and effective health and safety training, and that it is updated as often as necessary. As part of the annual health and safety performance review, consideration of training needs and planning for delivery of training should be incorporated into the Health and Safety Development Plan for the School/Directorate. 
4.
Co-ordination

Health and safety training must be actively co-ordinated and managed within the School/Directorate. Staff should have clearly identified health and safety training requirements with specific training plans in place to achieve the training identified. This may be managed through the staff appraisal system, and/or through the annual Health and Safety review process.
5.
Health and Safety Training Requirements

Health and safety training requirements will generally fall into three categories:


i. Induction training


ii. Foundation training


iii. Specialist training


5.1
Induction Training

New members of staff should receive a local health and safety induction on commencing employment. Key information such as emergency arrangements (First Aid, fire evacuation), and any other important local arrangements, should be given on the first day of work or as soon as possible thereafter. New staff should be made aware of the requirement to complete safety training which is deemed mandatory by the University, such as training in fire safety and the safe use of computers.

Schools (and Directorates where appropriate) must also provide students with a health and safety induction containing essential local health and safety information. 
Staff and student induction training may be in the form of briefings, presentations, handbooks, videos, online training packages, etc. Schools and Directorates should develop the content of the induction specific to the risks within their own area.

Guidance on the content of staff induction training is detailed in Appendix 1.


5.2
Foundation Health and Safety Training

Foundation health and safety training needs will be similar for most categories of staff but may vary in the depth and detail of training required, depending on the role of the individual. Examples would include fire safety, working with computers, risk assessment, electrical safety, office safety, and manual handling. Staff with management responsibility require additional training in the management of health and safety in order for them to undertake their role. Additional training needs may also be identified from local risk assessments, and in conjunction with line management.

Foundation health and safety training requirements should be identified for all staff and specific training plans put in place to achieve the training identified. All new staff should be trained as soon as possible, especially those who are young or inexperienced. Training can be in the form of presentations, workshops, e-learning packages, external courses or face-to-face training. Training may be delivered through central health and safety programmes or delivered in-house by School/Directorate staff, by Safety Service staff or by training providers external to the University.  
Guidance on health and training requirements is detailed in Appendix 2.  

5.3
Specialist Health and Safety Training
In addition to Foundation Health and Safety training which will be received by all staff, specialist health and safety training will be required by staff specific to their activities e.g. COSHH and laboratory safety training for scientific staff. Other specialist training will also be required for post holders such as First Aiders, Radiation Protection Supervisors, Biological Safety Officers and others carrying out specific roles or activities. 
Guidance on typical specialist training requirements is detailed in Appendix 3, though some activities may require other specialist training.

5.4
Refresher Training

In order to maintain and update competence staff should attend refresher training on a periodic basis, normally every three years. Certain training, such as fire safety, must be undertaken annually. Some specialist training, such as First Aid at Work, requires training to be updated prior to expiry to retain the qualification.

Consideration of, and planning for, refresher training should be part of the management annual health and safety review and/or staff appraisal process.

6.
Record Keeping

A record of all health and safety training undertaken must be kept. Use should be made, where possible, of the ‘Queen’s Online’ central record-keeping system which can be updated by the Staff Training and Development Unit. Additional training records may also be kept by line managers to facilitate the co-ordination and management of training. Copies of qualifications, such as First Aid at Work, should be retained locally.
 A sample training record is provided in Appendix 4.
7.
Monitoring/Audit

Schools/Directorates should monitor their performance in the training of staff with the goal of having all staff fully trained, relevant to their roles. Health and Safety training performance will be audited as part of the general programme of health and safety audit undertaken by the University. 
8.
Regulations & Guidance

Health and Safety at Work (Northern Ireland) Order 1978, Article 4.(2)(c)

Management of Health and Safety at Work Regulations (Northern Ireland) 2000 (SR2000/388), Regulation 10.
9.
Appendices

Appendix 1
Induction Training


Appendix 2
Foundation Health and Safety Training


Appendix 3
Specialist Health and Safety Training


Appendix 4
Health and Safety Training Record

Appendix 1

Health and Safety Induction Training

	Name
	
	Staff Number
	

	Dept
	
	Start Date
	


	
	Local Induction Program
	Required
	Received

	1.
	Fire Safety Arrangements
	YES/NO
	

	2.
	Emergency Assistance
	YES/NO
	

	3. 
	First Aid Arrangements
	YES/NO
	

	4.
	Accident & Near Miss Reporting
	YES/NO
	

	5. 
	Out of Hours Working/Personal Safety
	YES/NO
	

	6.
	Working with Computers
	YES/NO
	

	7.
	Lifting and Carrying
	YES/NO
	

	8.
	Welfare Arrangements
	YES/NO
	

	9.
	University Policies & Procedures
	YES/NO
	

	10.
	Local Hazards and Risk Assessments
	YES/NO
	

	11.
	Personal Protective Clothing & Equipment
	YES/NO
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Employee’s

Signature
	
	Date:
	

	Trainer’s

Signature
	
	Date:
	


Local Safety Induction Information

Local induction training provides a brief overview of the most essential health and safety information which a new member of staff must be made aware of, in particular the emergency arrangements in place. All staff are required to complete fire safety training on an annual basis and an evacuation drill must be carried out annually. 

1. Fire Safety Arrangements:
Including fire drill (alarm sound, assembly point, building layout and means of escape), Fire Wardens, fire precautions (detectors, call points, fire doors, storage of flammables, housekeeping).
2. Emergency Assistance:
Including emergency number, security assistance.
3. First Aid Arrangements:
Including available first aiders, first aid kits.
4. Accident & Near Miss Reporting:
Accident book, reporting procedure, accident report form.
5. Out of Hours Working and Personal Safety:
Out of Hours precautions and personal safety guidance (including lone working rules). Magnetically locked doors and door release mechanisms.
6. Working with Computers:
Workstation layout and seating, eyesight testing arrangements, workstation online tutorial and assessment checklist, local DSE Assessor.
7. Lifting and Carrying:
Basic lifting and carrying precautions.
8. Welfare Arrangements:
Toilets, drinking water and arrangements for rest breaks. Wellbeing information. 
9. University Policies and Procedures:
University Safety Policy and Procedures, local arrangements.
10. Local hazards and risk assessments:
Hazards, restricted areas (plant rooms, roof access).
11. Personal protective equipment:
Safety glasses, safety shoes, hearing protection, respiratory protection, lab coats, overalls and gloves.
Appendix 2

Foundation Health and Safety Training
After induction, further in-depth training relevant to the role should be provided to ensure competence. Training should be refreshed every three years. 
Foundation Health and Safety training may include:

· Risk Assessment;
· Fire Safety;
· Workplace Safety;
· Working with Computers;
· Manual Handling and Lifting;
· Electrical Safety;
· Work Equipment;
· Management of Health and Safety for Heads of School and Directors;
· Management of Health and Safety for Managers and Supervisors;
· Office Safety.
Appendix 3

Specialist Health and Safety Training
Additional training for specialist roles may include:

Risk Assessment

Health and Safety Co-ordinators

First Aid at Work Certificate

Appointed Persons for First Aid at Work

Manual Handling Assessment
Premises Fire Officers

Fire Evacuation Controllers/Wardens

Use of Fire Extinguishers

Workstation Risk Assessors
Hazardous Substances/Control of Substances Hazardous to Health (COSHH)
COSHH Supervisors

Biological Safety Officers

Radiation Protection Supervisors

Laser Safety Supervisors
Safe use of Lasers

Work at Height

Forklift Truck training

Construction Skills Register Cards

Appendix 4

Health and Safety Training Plan and Record
	Name
	
	Staff Number
	

	Dept
	
	Start Date
	


	
	Training Event
	Date 

Planned
	Date Received
	Employee’s

Signature

	1.
	Health and Safety Induction
	
	
	

	2.
	Risk Assessment
	
	
	

	3.
	Working with Computers
	
	
	

	4.
	Office Safety
	
	
	

	5.
	Office Equipment
	
	
	

	6.
	Manual Handling
	
	
	

	7.
	Fire Safety 
	
	
	

	8.
	Fire Evacuation Drill
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