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BMS Health and Safety Training Checklist
Office based Staff and Students


	Name

	

	Job Title

	

	Start Date

	

	Line manager/ Supervisor

	

	Institute

	



Introduction

Training is an essential step to developing competency and reducing risk. Even in office based jobs, risks exist. For example, Musculoskeletal disorders (MSDs) are common in the office and are the most common occupational illness in Great Britain. Training can help reduce the risk from MSDs (see the healthy working training below).

It is mandatory for all BMS staff and students to keep a record of training to demonstrate competency. Training will be audited and a failure to produce training evidence may result in work being suspended and/or retraining.

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

This training checklist contains two sections:

Section 1 contains mandatory training for all office staff

Section 2 contains additional training which is available to staff. Line managers should identify if this training is relevant for their staff.













Section 1. 
Mandatory training
	Training material
(Click to follow direct links)
	Date read/completed and employee signature
	Line manager and/or trainer counter signature

	Introduction to H&S at the UoE
	
	

	CDBS H&S Induction
	
	

	BMS H&S Policy
	
	

	Fire safety [Cardinus] (Staff, PGR students only)

	
	

	Healthy working [Cardinus] (Staff, PGR students only)

	
	

	Home working [Cardinus]
	
	




Section 2. 
Additional training
	Training Courses
	Supervisor ()
	Date Completed

	H&S Awareness for Supervisors
Mandatory for those managing staff
	
	

	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 
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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