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Objective: To set out the stages involved in establishing Health & Safety Training, from requirements 
stage through to delivery and review.  

Relevant Department HR

Health and Safety Unit draws up a 
list of training programmes for the 
upcoming semester. The schedule 
is informed by regulatory refresher 

periods, safety inspections and 
staff training requests via the online 

Health and Safety Unit Training 
Request Booking form.

As per Office of Government 
Procurement, National H&S Training, 

Consultancy & Advisory Services,   
training providers are selected, training 

dates agreed and quotations are 
submitted 

A purchase order is 
requisitioned on the 
Finance Unit 4 ERP 

system. Training rooms 
and catering, trainer 

parking as required are 
then booked for courses

Email/Outlook meeting invitation is 
sent out informing employees of 

upcoming training courses

Employees respond to 
email if they wish to attend 

the training course

Employees complete course on 
allocated days and times. Once 
course is completed, a Qualtrics 

training course evaluation survey is 
completed by attendees. 

Once course is completed, training records are updated. 
The training company sends out certs to the Health and 
Safety Unit who in turn keeps a copy and gives original 
to attendee. To note: FAR training certs are sent directly 
to the attendee.  The feedback received in the Qualtrics 
survey is discussed with the supplier and any necessary 

improvements are acted upon.

Qualtrics survey results are reviewed and 
any feedback is recorded. Based on the 
feedback the supplier is reviewed on an 

ongoing basis
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