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	Question
	Response/Answer
	 Y/N

	 Is there a training record for every individual
Employees =              Training records=
[    ][    ][    ][    ][    ][    ][    ][    ] [    ][    ][    ] [    ][    ][    ][    ][    ][    ][    ][    ] [    ][    ]

[    ][    ][    ][    ][    ][    ][    ][    ] [    ][    ][    ] [    ][    ][    ][    ][    ][    ][    ][    ] [    ][   ]
	

	Are arrangements for training personnel satisfactory
Check courses over last year
	

	Are training record sheets properly completed signed  off and up to date
Check each employee

[    ][    ][    ][    ][    ][    ][    ][    ] [    ][    ][    ] [    ][    ][    ][    ][    ][    ][    ][    ] [    ][    ]

[    ][    ][    ][    ][    ][    ][    ][    ] [    ][    ][    ] [    ][    ][    ][    ][    ][    ][    ][    ] [    ][   ]
	

	Did new employees undergo Induction
	

	Verify that both parties endorse the checklist
	

	Has Training record been signed by employee to ensure all new training has been added
	

	Are training records regularly reviewed
	

	Are all employees trained to sufficient level
	

	Are training records file appropriately in the Training File & Personnel File
	

	Verify the required competence level for individual functions is defined
	

	Check that supervisory personnel identify training needs and that it is recorded.
	

	Where these needs are identified, check that responsible personnel act upon it.
	

	Verify that training records show the level of training personnel achieve.
	

	Check that training records are regularly reviewed.
	

	Is this period adequate?
	

	Check that personnel record any in-house training undertaken.
	

	Check that this training is entered onto training record.
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