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Introduction

1. Employers are legally required
 to give such information, instruction, supervision and training as is necessary to enable safe working. This duty is comprehensive and includes training in all aspects of safety and health at the workplace. The extent of training will vary according to the existing knowledge of the individual carrying out the task and the potential risks associated with the activities/processes in which they will be involved.

Duties

Commanding Officers

2. Commanding Officers are to ensure their unit has adequate arrangements and resources for the provision of H&S training for their employees. The arrangements are to be regularly monitored and reviewed as necessary.

Line managers 

3. Line managers are to ensure that appropriate H&S training is provided to their staff taking into consideration the level of risk and the extent of knowledge required by each individual.   

Guidance for Line Managers

4. Garrison SHEF FPs are to identify H&S training needs through a training need analysis. Training, where reasonably practicable, is to be provided by the line manager, USA or GHSWE. 

5. In accordance with References C and D employees are to be provided with adequate H&S training:

a. Upon recruitment.

b. Before being exposed to new or increased risks.

c. Upon transference or change in responsibilities.

d. Upon the introduction of new work equipment and practices or changes to them.

6. The type and extent of training given must take into account the trainee's individual learning capability, but should be repeated periodically where appropriate and be given during working hours.

7. Some regulations require specific information, instruction and training to be given prior to carrying out the activity or process. For example, the Health & Safety (Display Screen Equipment) Regulations 1992 and the Control of Substances Hazardous to Health Regulations 2002 as amended. 

8. There are several forms of training, which can be given to employees.  These range from short, informal in-house training sessions to formal external tuition at an educational establishment that can lead to a recognised qualification.

9. In-house training is most suitable and cost effective where several employees require training in a particular subject.  These courses can be tailored to meet the specific needs of the garrison/unit. External courses are more suitable where only one or two persons require training.  
Induction Training

10. Induction training, which must happen as soon as possible upon commencement of employment, should include:

a. Mentoring arrangements. It is best practise to allocate each new arrival, irrespective of rank, a mentor, normally of equivalent rank, to assist with induction and familiarisation. 

b. Mandatory military training (e.g. DI Trg(A): Workplace Induction Programme).

c. Arrangements for first aid and accident reporting.

d. Fire safety drills and any other emergency procedures.

e. Location(s) of evacuation route(s) and assembly point(s).

f. Names and identities of persons appointed to assist with H&S.

g. A briefing on the Commanders SHEF Statement and the units SHEF Management System.

h. An outline of employer and employee responsibilities.

i. Arrangements for undertaking risk assessments and briefs on any that apply to the new arrival.

j. How to report perceived shortcomings in safety arrangements. This will be through the line manager as well as at quarterly mandatory safety meetings at the workplace.

k. Arrangements for safety committees.

l. Details of relevant systems of work or local procedures for provision and use of equipment.

m. Occupational health facilities (where relevant).

n. The COs discipline and recognition and reward policy for good or poor H&S performance.

o. The COs Stress Management Policy.

p. The prevention of non freezing cold Injuries and the prevention of heat injuries.

q. Road safety, to include in bks, out of bks both on and off duty.

r. Sustainable Development, including energy savings measures, spillage response, environmental protection and waste management to include recycling. 

11. It must be recognised that a trainee (especially a young person) is more likely to be at risk due to inexperience/immaturity/unfamiliarity with the hazards and risks in a workplace. In these circumstances, special consideration must be given to protect their H&S at all times.

12. As it is possible that the amount of information which a new arrival, especially a young person, may have to assimilate, it is best practice to issue them with a personal pamphlet or aide memoir, which may need to be updated from time to time.

Training programmes and courses held in Germany

13. Specialist training, identified by legislation or risk assessment, may be provided by external sources. To ensure that training programmes meet organisational objectives bids for MOD and private sector courses are to be directed in the first instance through the garrison SHEF FP to HQ BFG SHEF Branch.
14. HQ BFG will provide a range of courses to meet the H&S training needs of BFG. Details will be published throughout the training year on the BFG SHEF Website. Further information is given in this manual at Part 1 Chapter 5.
DEL Training

15. The Garrison HSWE are responsible for ensuring that the following mandatory H&S training is provided for the garrison’s DEL employees:

a. Safety Monitor Training.

b. Manual Handling Training.

c. Refresher Safety Monitor Training.
16. Further details for DEL training is given in Part 1 Chapter 4 of this Manual.

Further H&S Training for Military, DEP and UKBC Staff

17. Attention is drawn to Part 1 Chapter 5 of this Manual.

Training records

18. All H&S training is to be recorded using the prescribed methodology as at Reference A.  All training records must be retained for a period of 5 years. As a minimum, the following should be recorded:

a. Name(s) of employee(s).

b. Time, date and venue of training.

c. Course details and results.

d. Name of trainer (qualifications, etc if from an external source).

e. Validation of training.

f. Review date.
� Reference C Section 2(2) c





	Revision date 03 Mar 12
	Part 2 – Leaflet 11
	Page 1 of 4 



