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General

1. The Management of Health and Safety at Work Regulations 1999 require employers, when allocating work to employees, to ensure that the demands of the job do not exceed the employees’ ability to carry out the work without risk to themselves or others.
2. Employers should take account of their employees’ capabilities and the level of their training, knowledge and experience. Employers (and managers) should review their employees’ capabilities to carry out their work, as necessary. If additional training, including refresher training, is needed, it should be provided.
3. Managers should be aware of relevant legislation and should be competent to manage health and safety effectively.
4. Employees must be provided with adequate health and safety training:
4.1. On being recruited (induction); and
4.2. On being exposed to new or increased risks because of:
4.2.1. Being transferred or given new responsibilities;
4.2.2. Introduction of new/changed work equipment;
4.2.3. Introduction of new technology; or
4.2.4. Introduction of a new/changed system of work;
5. The health and safety training given, should:
5.1. Be repeated periodically where appropriate;
5.2. Be adapted to take account of any new or changed health and safety risks;
5.3. Take place during working hours if it is necessary for the training to be outside of employee’s normal hours, this should be treated as an extension of time at work;
5.4. Be free to the employee – employers are prohibited from charging employees for anything they have to do or are required to do in respect of carrying out specific requirements of the relevant statutory provisions;
Competence
6. Competence is the ability to do the work required to the necessary standard, based on knowledge, experience, training and other qualities related to the job they are required to do.

Training Needs Analysis
7. In order to determine what health and safety training needs to take place in the school and which staff members should be trained; a Training Needs Analysis (TNA) should be carried out. This analysis should include consideration of:

Risk Assessment

8. Risk assessments and subsequent reviews will help determine the level of training and competence needed for each type of work. All employees, including senior management, should receive relevant training. This may need to include basic skills training, specific on-the-job training and training in health and safety or emergency procedures.

Legislation
9. There may be a need for further training, e.g. about specific risks, required by other legislation, such as:
9.1. First aid at Work Regulations 1981;
9.2. The Regulatory Reform (Fire Safety) Order 2005;
9.3. Provision and Use of Work Equipment Regulations 1998;
9.4. Manual Handling Operations Regulations 1992 (as amended);
9.5. Health and Safety (Display Screen Equipment) Regulations 1992 (as amended);
9.6. The Personal Protective Equipment at Work Regulations 1992;
9.7. Control of Substances Hazardous to Health Regulations 2002;
9.8. Noise at Work Regulations 2005;
9.9. Control of Vibration at Work Regulations 2005;
9.10. Electricity at Work Regulations 1989;
9.11. The Work at Height Regulations 2005;
9.12. Food Safety Act 1999;
9.13. Control of Asbestos Regulations 2012;
Job Descriptions

10. Job Descriptions (JD) contain important information about a post – overall purpose of job, work location, main responsibilities and any specific health and safety responsibilities.
11. The main health and safety responsibilities of a post can be determined by use of the risk assessment process (noting that the degree of risk assessment should be proportionate to the degree of risk associated with the work activities undertaken). The competence requirements then can be determined and specified in the JD.
12. By documenting these competence requirements, the post holder will have a clear understanding and, when recruiting or managing organisational change, these factors will be readily identified.

Appraisal
13. Periodically, such as at the time that Appraisals are undertaken, the safety element of a JD should also be reviewed and any changes discussed, agreed and recorded.
14. The health and safety requirements of a post may also be reviewed as a consequence of:
14.1. An accident or incident. Consequential changes to a JD and provision of training would be a legitimate recommendation and follow-up from an accident if the circumstances so demanded;

14.2. Changes in the workplace (new equipment, changes in responsibilities, reorganisation, altered techniques etc);
Records
15. A list of recommended health and safety training for different groups of 
staff is available in SWP Health and Safety Training
16. References
16.1. Southampton City Council SWP – Health and Safety Training. 

16.2. 
HSE Leaflet – Health & Safety Training (INDG345).
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