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POLICY AND GUIDANCE

SAFETY, HEALTH AND ENVIRONMENTAL TRAINING
1.
Introduction:

Cardiff University is a major international university committed to maintaining and developing standards of excellence in its research, teaching and administrative practice.  In support of its strategic aims and objectives, the University aspires to the highest standards of safety, health and environmental management.  Staff training and development at all levels is a key contributor to successful safety, health and environmental management.

Providing appropriate information, instruction and training will assist Cardiff University to:

· Ensure staff and students are capable of undertaking their duties in an effective and efficient manner in accordance with safety, health and environmental legislation;

· Develop a positive working environment, where safe and healthy working environments and working procedures contribute towards effective and efficient operational processes;

· Achieve the strategic aim of becoming a world class institution;

· Reduce the risk of staff, students and visitors etc. being injured or made ill as a result of University activities; and

· Meet the University’s legal duty of care to protect the health and safety of our staff, students, visitors and anyone else who may be affected by the University’s activities. 

There is no legal definition of the term “information, instruction and training”.  The three terms are linked and in practice:

· Information means providing factual material which tells people about potential hazards and risks, and appropriate health and safety measures;

· Instruction means telling people what they should do; and

· Training means helping people to learn how to do something, telling people what they should (or should not do), or simply giving people instruction.  Training should not be seen as limited to a classroom.  Training within the workplace is equally valid.

2.
Duties under the Law:

The Health and Safety at Work Act 1974 places a legal duty on the University to ensure that staff at all levels are “competent” to undertake their duties.  Competency is usually assessed through the provision of adequate information, instruction, training and supervision, plus relevant experience. It should be noted that competency cannot be achieved by experience alone.  A programme of information, instruction and training is therefore essential to ensure competency. 

This legal duty is expanded on by the Management of Health and Safety at Work Regulations 1999, which identifies situations where health and safety training is particularly important e.g. when people start work – Induction Training.  Information, instruction and training would also be an important consideration when:

· a person is transferred or promoted to a new post;

· there may be significant changes to the working environment;

· there may be significant changes to the work activity, or the work equipment;

· the technology changes;

· people may be exposed to new or increased risks; and

· existing knowledge and skills may need updating.

3.
Responsibilities

Ultimate responsibility for this policy rests with Council as the employer.  However, Council will require the Vice-Chancellor to ensure that the policy is effectively applied.  As with all matters relating to health and safety, Heads of Schools and Administrative Directors have devolved responsibility for the application of the policy.

3.1
Responsibilities of Heads of School/Administrative Directors

Ensuring staff are competent to undertake their duties will be the responsibility of each Head of School and Directorate.  This includes ensuring that supervisors and managers understand their legal responsibility when allocating work to staff to ensure they have taken into account employee’s capabilities and relevant training as regards health and safety.

Specific responsibilities will include ensuring that:

· mandatory training requirements for each staff member (and where applicable students) are identified and agreed 

· local training requirements in line with risk assessment are identified and agreed

· staff and students attend and are up to date with mandatory training and enabled to undertake  training as required.

· where specified refresher training is undertaken within designated timeframes

· all staff receive local induction which as a minimum includes the details in appendix A (HR induction checklist).

· staff are encouraged to attend recommended training where appropriate

· all safety, health and environment training is recorded and reported for monitoring purposes
3.2
Responsibility of Director of Human Resources, Safety, Health and Environment (HRSHE)

The Director of HRSHE is responsible for providing support and advice to Heads of School/Directorate to assist them in meeting their responsibilities in relation to this policy.

HRSHE also maintain an annual staff development program which includes core health and safety training and this is reviewed on an annual basis.

The directorate will also routinely monitor and audit the operation of this policy.

4.
Deciding who needs Health and Safety Training

Competent Managers and Supervisors are a key factor with regard to the effective management of health and safety issues.  Managers and Supervisors need to know what their health and safety responsibilities are, what is expected of them and how the University expects them to deliver the health and safety message.  They need a clear understanding of the University’s Safety, Health and Environment Policy and where they fit into the safety, health and environment management structure.

In addition to general safety, health and environment management training, they may also need detailed training relating to specific hazards and their associated control measures.  

Every employee of the University will require a degree of safety, health and environment training.  They will need to know how to work safely and without risk to themselves or others who may be affected by the work activity.  They will require knowledge of the University’s Safety, Health and Environment Policy, safety, health and environment arrangements within their School / Directorate, and what is expected from them with regard to safety, health and environment.

4.1
Training Needs Assessment:

A training needs assessment is designed to identify the skills and knowledge required to carry out duties effectively and in a manner which takes account of safety, health and environmental issues.  Persons leading a “training needs assessment” are also required to be competent to ensure that the training needs identified covers all appropriate safety, health and environment issues.

Methods of completing a training needs assessment may include:

· Identify the skills and knowledge needed for people to work in a safe, healthy and environmentally friendly way.  Compare the findings against people’s current skills and knowledge to identify any possible gaps.

· A review of risk assessments to see where information, instruction and/or training have been identified as key risk control factors;

· Consulting with employees or their representatives for their views; and

· A review of accident / incident reports where a lack of information, instruction and/or training has been recorded as a possible causation factor.

4.2
Safety, Health and Environment Training Needs

Mandatory Training:

Mandatory training includes training that the University has a duty to provide by law and also training that the University considers essential for staff or students to undertake to ensure safe, healthy and environmentally friendly working practices in order to comply with governance arrangements or external standards of assessment.  

Examples of Mandatory training will include:-

I) Corporate and Local Inductions

II) Fire Awareness 

In addition certain training is specifically referred to in legislation such as Fire Safety, First Aid, Manual Handling, and management training. The following should also be considered mandatory for designated persons:-

1. Essential health and safety principles for Heads of School and Directorates

2. Practical Leadership in Health and Safety, for Deputy Heads of School and Directorates.

3. Managing Safety in Higher Education for all staff with line management responsibilities (where line managers are responsible for small numbers of staff working in low risk office based environments a shorter version of this program is available).

4. Training identified as a requirement of achieving competence in a particular role, for example, to act as a Departmental Safety Officer, Display Screen Assessor, Fire Warden. 

5. Training identified through risk assessment*

*It is essential that Schools and Directorates carry out a risk assessment to identify the health and safety training needs of staff, and where health and safety training is identified by such risk assessment it should be regarded as a mandatory training requirement, together with any ongoing refresher training that is required.  

OSHEU will provide assistance to Schools and Directorates with regard to the development of the identification of health and safety training requirements, and in particular an online training matrix will be available from the OSHEU website. Due to the diverse nature of activities carried out across the University the training matrix cannot identify all training needs, and should be regarded as a tool to assist Schools and Departments who will need to develop the matrix to meet their specific needs.

Refresher training will be required for staff undertaking mandatory training.  The OSHEU training matrix will highlight the frequency and duration of training courses that are available, and staff will be required to attend this training in order to maintain competency.

OSHEU will work to ensure that a programme of health and safety training courses is available to staff and is also committed to exploring the possibilities for the delivery of health and safety training and this will include, the provision of concise yet comprehensive training and where possible, e-learning initiatives.

Recommended training:

This is training that whilst not statutory or designated as mandatory by the University is highly recommended as good practice.  As a minimum it is recommended that all staff attend the Working Safely at Cardiff University course.
5.
Training Records:

It is important that adequate training records are maintained within each School and Directorate.  

6.
Review and Monitoring:

Each School and Directorate will be responsible for monitoring the appropriateness and effectiveness of the training provided to its staff and students.  The University Safety, Health and Environment Committee and HRSHE will review annually the central provision of safety, health and environmental training, and will routinely monitor and audit the operation of this policy at School/Directorate level and provide support and advice where required.

Further Information:

Cardiff University Guidance:

1. Staff Development Programme.

2. OSHEU Safety, Health and Environment training programme.

Health and Safety Executive Guidance:

1. Health and Safety Training – What You Need to Know  (INDG 345)
ISBN 0 7176 2137 5 http://www.hse.gov.uk/pubns/indg345.pdf
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