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Guidance Note, GN013  

PROVIDING TRAINING AND KEEPING RECORDS 
 

KEY POINTS 
 The health and safety training needs of all members of staff and students 

should be identified and appropriate training provided. 
 Records of training should be kept and these should contain an explicit 

acknowledgement from trainees that training has been received and 
understood. 

 Records should also be kept in which trainees acknowledge the receipt of 
items of personal protective equipment and of the instruction which has 
been received in their use. 

 
INTRODUCTION 
Section C.7 of the University Health and Safety Policy covers training. The Policy 
requires that: 

(a) Each School/Support Service's risk assessments must identify the health and 
safety training needs of its staff and students. 

(b) The School/Support Service must then ensure that relevant training is provided. 
 
The University’s arrangements for providing and recording health and safety training 
were reviewed recently by our insurers. They have made several recommendations 
for improvements to bring us into line with good practice. By following this guidance, 
Schools and Support Services will be satisfying the recommendations. Schools and 
Support Services who wish to adopt a different approach are asked to discuss this 
first with the University Safety Adviser. 
 
WHAT IS TRAINING? 
Training means helping people to learn how to do something, telling people what 
they should or should not do, or simply giving them information. Training isn’t just 
about formal “classroom” courses.  Very often training will be delivered “one-on-
one”. 
 

Training for a particular task might need to be delivered in different ways for 
different groups of staff. For example, for some groups of staff it might be sufficient 
to give individuals a copy of the relevant part of the local health and safety policy and 
ask them to read it while for other groups it might be better to explain face to face 
how the tasks should be undertaken. 
 
WHO NEEDS HEALTH AND SAFETY TRAINING? 
All new members of staff should be provided with an induction to their 
School/Support Service. The induction should include essential health and safety 
training. Other training may also be required depending on the tasks which the 
individual will be undertaking. 
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Students will also require health and safety training. Training for undergraduates will 
usually form part of their course of study. As with members of staff, training for 
postgraduate students will depend on the tasks which the individual will be 
undertaking and it will usually be necessary to identify the training needs of each 
individual. 
 

HOW TO IDENTIFY WHAT HEALTH AND SAFETY TRAINING IS REQUIRED 
Induction training 
All Schools and Support Services should develop induction training checklists. These 
should list the essential training which is provided on commencement of 
employment. They should be based on the local health and safety policy. An example 
of an induction training checklist for an office environment is appended to this 
guidance. Induction training will normally be carried out during the first few days of 
employment. 
 
Other training 
Other health and safety training needs should be assessed by an individual’s 
supervisor and a training plan developed. For example, training might be needed 
before operating a particular piece of equipment or carrying out a particular 
laboratory process. An example of a training plan for someone who will be working 
in a laboratory is appended. It is likely that such training will be carried out over a 
period of weeks or months. 
 
RECORDS OF TRAINING 
A simple record keeping system is required to demonstrate that all the required 
training has been provided. Experience in the University has shown that, unless 
records are maintained, very often training is either not provided or it is provided in a 
somewhat ad hoc manner. Usual practice will be for the training checklist to be used 
to record the training which has been delivered. 

 
Both supervisors and members of staff/students should be involved in maintaining 
training records. Supervisors should sign the records to confirm that appropriate 
training has been provided. In addition, those receiving training should sign the 
records to provide an acknowledgement that training has been received and 
understood. The keeping of records should not be viewed as a bureaucratic 
requirement but rather as one which will help ensure that training is provided in a 
systematic manner and that it is appropriate for and has been understood by the 
individuals concerned. Asking a trainee to acknowledge explicitly that training has 
been received and understood is intended to promote discussion with the trainee to 
find out if this is indeed the case. 
 
PERSONAL PROTECTIVE EQUIPMENT 
When items of personal protective equipment (PPE) are issued to individuals for their 
personal use, records should be kept of issue. It is also important that individuals are 
advised how the PPE should be used. With many items of PPE it is possible to 
wear/use them in a way that will provide little or no protection. For example, face 
masks might not provide a good seal to the face, gloves might be used in a way in 
which the inside of the glove becomes contaminated and ear plugs might be inserted 
into the ear in an incorrect manner. 
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Training records should record that members of staff/students have been told about 
the availability of PPE and that they have been instructed how to use it correctly. 

Nigel Corby 
University Safety Adviser 
February 2007 
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HEALTH AND SAFETY INDUCTION 

(example – office environment) 

 
Name:  

Date started work:   

 

Topic (see health and safety policy for details) Date completed 

Copy of safety policy provided  

Organisational structure for health and safety explained  

Introduction to local Safety Adviser  

What to do in event of fire  

First aid arrangements  

Accident reporting  

Whom to contact with health and safety concerns  

Access to heights  

Building defects  

Computer workstations  

Electricity  

Housekeeping  

Manual Handling  

  

  

  

 

The induction training programme has now been completed 
 

Date:  Supervisor’s signature:  
 

I have received and understood the health and safety training provided as part of 
the induction programme 

 

Date:  Employee’ signature:  
 
 
 

Example/N Corby/February 2007 
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HEALTH AND SAFETY TRAINING PLAN 
(example – laboratory) 

Name:  Date started work in lab:  
 

All sections should be discussed with referral to the safety 
manual 

Supervisor’s 
signature and 
date 

Training 
received/ 
understood 
- Trainee’s 
signature 

Health & Safety Manual 
 Copy in each lab, also on web: 
 Whom to contact with H+S issues 
 Accident and near miss reporting 

  

Risk Assessment 
 Written procedure designed to reduce any significant 

risk to an acceptable level, includes precautions, actions 
in case of accident, spillage and disposal procedures. 

 Where to find in lab and signing of forms 

  

Personal & protective equipment 
 Lab coat provided – keep in lab and laundry arrangements 
 Safety glasses provided - when they should be used 
 Gloves available - nitrile preferred; allergies; when and how 

to use 
 Goggles & face masks available – when and how to use; 
 Ear protection – when and how to use 

  

Out of hours/lone working   
First Aiders 
Identify name and location of first aiders + first aid boxes 

  

Biological safety 
Description of Hazard Groups and explanation of 
containment level; requirements and use of cabinets 

  

Chemical Safety 
Chemical hazard symbols; MSDS; correct storage and 
labelling of solutions; poisons & carcinogens; use of fume 
hood; chemical spillage and disposal 

  

Genetic modification 
Work must not commence until the Genetic modification 
safety committee approves project and that specific rules 
governing GM work are adhered to. 

  

Waste Disposal 
general-black; lab waste-orange; biological-clear 
autoclavable; human tissue-yellow; radioactive-blue, green, 
purple; Sharps, cytotoxic bins; glass; solvent/liquid waste 

  

Radioisotope use 
This is strictly controlled - refer to specific rules 

  

Good Laboratory Practices 
see list in safety manual and keep work areas clean and 
uncluttered, clean up when finished. 
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Procedures for specific hazards - A selection of hazards 
common to most labs (refer to the safety manual for a 
comprehensive list) 

  

Autoclaves - authorised user only   
Centrifuges - Need to balance load symmetrically; lids on 
buckets 

  

Compressed gas cylinders - storage; transport; usage   
Liquid Nitrogen - storage; transport; usage   
Glassware - usage & washing   
Microwave ovens - No screw top bottles; superheating of 
liquids 

  

Fridges, Freezers and cold room - No storage of HFLs; electrical 
equipment; storage 

  

UV lamps  - eye protection; disposal   
Other - insert   
Other - insert   

Example/N Corby/February 2007 


