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BMS Health and Safety Training Checklist
Line Managers/Supervisors

	Name

	

	Start Date

	

	Institute

	



Introduction

As a line manager in the University of Edinburgh (UoE) you are accountable for: 
· All your work activities
· The Health, Safety and Welfare of your employees (Staff, Students and Visitors). 

Training is an essential step to developing competency as a line manager. It is also essential for your employees.

This training checklist relates to Health and Safety Training and is aimed at line managers who are NOT principal investigators. A separate training checklist is available for principal investigators and should be used instead.

This checklist is split into two parts:

Section 1. Lists mandatory Health and Safety training for Line Managers

Section 2. Details non-compulsory training line managers may want to consider.


Your employees (Staff, Students and Visitors)

Your employees must be provided with information, instruction and training to perform their role safely. 

The mandatory and task specific training your employees require depends on what work you, and they, will be performing. Each employee should have their own training record.

All training must be recorded. Enforcing organisations (e.g. the Health and Safety Executive) request information regularly from the University of Edinburgh. The BMS Health and Safety team will also perform regular audits of training.

It is recommended that all training is repeated on a three-year cycle to prevent skill fade, or following a significant accident/incident.


Section 1. 
Mandatory training
	Training material
(Click to follow direct links)
	Date Completed 

	Introduction to H&S at the UoE
	

	CDBS H&S Induction
	

	BMS H&S Policy
	

	H&S Awareness for Supervisors
	

	Fire Safety (Cardinus) 
	

	Healthy Working (Cardinus) 
	

	Home Working [Cardinus]
	

	Risk Assessments and Standard Operating Procedures (SOP) for all tasks to be undertaken.

Note: Supervisors are unlikely to require risk assessments or SOPs for office-based tasks. However, higher risk activities will require risk assessments (e.g. Travel, Events, Visitors, Manual Handling etc), and such assessments should be completed in advance of work activities and shared with staff.

Further information: 
Risk Assessments | The University of Edinburgh

	






















Section 2. 
Task specific training

Additional training requirements are role and/or work specific and depend on the nature of the work. As work changes, new training requirements may be identified. It is therefore essential to keep records up to date.

Information on when training may be required is provided below in red. If you are unsure of the need to undertake specific training courses, please contact the Health and Safety team.

	Training Courses
	Supervisor ()
	Date Completed

	Risk Assessment
Recommended if staff will be risk assessing work, e.g. events or public engagement activities
	
	

	Manual Handling 
Recommended for individuals that may be moving loads
	
	

	First Aid at Work (including Defibrillator training)
Recommended for all first aiders
	
	

	Fire Stewards
Recommended for all fire stewards
	
	

	Fire Co-ordinators
Recommended for all fire co-ordinators
	
	

	IOSH Managing Safely
Recommended for staff line managing others
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