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IntroductionIntroduction
• A research project by the University of Oxford found:p j y y

– 22% of employers say that the skills of their workforce are not of the standard 
required. (2003 National Employers Skills Survey) 

– The lack of basic skills costs a typical business, of 50 employees, £165,000 per yp p y p
year (Ernst and Young) 

– UK productivity is 13% below that of other major economies (Office of National 
Statistics)

• In Britain £4.5b is spent on training each year by employers, but this may not be used 
effectively. In 2001 the spend on training in the USA was estimated to be $56.8b and 
50% of this training had not been used one year later and was unlikely to ever be 
used!used! 

• A carefully designed Training Needs Analysis can prevent skills shortages and 
the wasting of finance on inappropriate or unnecessary training.



Statutory requirementsStatutory requirements
• There is a reference to training in most H&S 

legislation.
• Management of H&S at Work Regs 1999g g

– Reg 13 – Capabilities and training
• (2) Every employer shall ensure that his employees are 

provided with adequate health & safety training
• (3) The training…..shall-

– (a) be repeated periodically where appropriate(a) be repeated periodically where appropriate
– (b) be adapted to take account of any new or changed risks to the 

health and safety of the employees
– (c) take place during working hours(c) take place during working hours

• Prescriptive and non prescriptive



First Aid at WorkFirst Aid at Work
• Health & Safety (First Aid) Regs 1981

– Reg 3 2 “such number of suitable persons as is 
adequate”

– Suitable Reg 3 2(a) “such training and has such 
qualifications as the HSE may approve”

• Clarification of the regs is given in the HSE 
Guidance L74 – First Aid at Work
– Defined qualifications
– Training levels
– Training frequency





Display Screen EquipmentDisplay Screen Equipment
• Health & Safety (Display Screen Equipment) 

Regs 1992 as amended
– Reg 6 – the employer shall ensure that all users are 

provided with adequate H&S training in the use of any 
workstation that they might use
R 7 i i f i f ti– Reg 7 – provision of information

• Clarification of the regs is given in the HSE 
Guidance L26 – Work with display screen 
equipment
– Training in referred to 68 times within the guidance



Inform instruct and trainInform, instruct and train

• Important to recognise the difference in theseImportant to recognise the difference in these 
three terms
– Inform – the provision of information to employeesInform the provision of information to employees
– Instruct – tell employees to do something without 

necessarily explaining whyy p g y
– Train – learning process that involves the acquisition 

of knowledge



Specific statutesSpecific statutes
• Control of Asbestos at Work Regs 2006g

– Awareness
– BIOH P402, 403 etc,

• Provision and Use of Work Equipment 1998
– Provide “adequate” training– Provide adequate  training
– Driver training, Chainsaw operators, etc

• Lifting Operations and Lifting Equipment Regs• Lifting Operations and Lifting Equipment Regs
1998

C t t f th h i ti d– Competent person for thorough examination and 
inspection



Training Needs Analysis TNATraining Needs Analysis - TNA

• The benefits of a well conducted training needs analysis g y
are:
– Learning can be directly related to organizational objectives
– Learning can be targeted at specific requirements.
– Learning needs can be identified and prioritised
– The time of trainers can be spent on more productive activities.p p
– The time of participants can be spent on programmes which are 

appropriate for them.
– Training of limited value can be avoidedTraining of limited value can be avoided.
– Financial resources can be allocated more effectively and efficiently.
– Learning can be carefully tailored to requirements



Training Needs Analysis TNATraining Needs Analysis - TNA
• Since 6 April 2010, most employees in businesses with 250 or more 

employees in England, Scotland and Wales have the right to request time to 
train. 

• They can request time to complete any training (accredited or unaccredited) 
that they believe will improve their working performance and the 
performance of your business.

• The right to time to train will be extended to all businesses in April 2011.
• It is crucial to assess skills gaps at all levels of the business. 
• Seeking employee input can be particularly revealing as they are more likely 

to experience the day-to-day problems that arise when there is a skills gap.to experience the day to day problems that arise when there is a skills gap. 
• This makes them well placed to identify the skills and training they require in 

order to improve their performance.



Approach to a TNAApproach to a TNA
• To carry out a TNA, you need to:

analyse your business goals and the skills required to meet these goals– analyse your business goals and the skills required to meet these goals
– determine whether you are changing your products or business 

processes and what information or training employees will need to be 
ff ti i th i j beffective in their job

– evaluate who you want to train and how best to reach them
– establish how employees will best accept and integrate training and 

their preferred learning method.
– evaluate the training in place and decide what your company can and 

can't provide in the way of in-house training, funding and timey g g
– assess which consultants or training providers can fill in these gaps
– take a decision on which type of training fits your needs best 
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Training methods to fit your business
• Weigh up the pros and cons for each type of training before deciding which

type, or types, to provide for your employees.
• Consider the cost, space, and time needed, as well as the return on

investment, for each type of training.

Training Type Learning Method
External courses Listening/questioning/testingExternal courses Listening/questioning/testing
Internal courses Listening/questioning/testing
Coaching Doing
E-learning Using initiative
Workshop Using initiative/testing
Induction Listening/questioningInduction Listening/questioning
Job shadowing Observation/questioning
Mentoring Exploring
Networking/seminars Listening/questioning
Open learning Using initiative/exploring
Project work Exploring doingoject o p o g do g



Training methodsTraining methods
• In-house delivery
• Pros

– cheaper than equivalent external courses 
tailored to your specific business' needs– tailored to your specific business  needs 

– scheduled for a time that suits your business 
– time effective - employees do not spend additional time or money 

t llitravelling 

• Cons
– employees might not take the training seriouslyemployees might not take the training seriously 
– you might not have a suitable trainer or the necessary resources in-

house 
you risk passing on existing inefficiencies or poor business practices– you risk passing on existing inefficiencies or poor business practices 



Training methodsTraining methods
• External delivery
• Pros

– they are specialists
– they can bring you up to speed on current best practice and new ideasthey can bring you up to speed on current best practice and new ideas
– employees may interact with counterparts in other companies
– employees may learn better away from their usual work environment

C• Cons
– it is difficult to know the ability and subject knowledge of the trainer
– putting an entire team through training at the same time can disrupt yourputting an entire team through training at the same time can disrupt your 

business
– they are more costly than delivering internally

the training may not be specific to your particular business– the training may not be specific to your particular business



Training methodsTraining methods
• Distance learning
• E-learning, correspondence courses, study books, CD Roms, DVD’s 

plus tutorials and seminars
• ProsPros

– allow employees to complete training while remaining in employment 
– can be completed at a time to suit the business and employees 

h th t ll id d– are cheaper than externally provided courses 
– are available for a wide range of topics 
– offer recognised qualifications from entry level diplomas and certificates g y

to post-graduate degrees 

• Cons
Requires self motivation from the employees– Requires self motivation from the employees

– Learning management system (LMS) may be required
– Little opportunity to learn from each other collaboratively











Training MethodsTraining Methods

• For the vast majority of 
organisations blended 
learning is by far the bestlearning is by far the best 
option.

• A TNA should cover theA TNA should cover the 
best methods of training 
for each subject or 
individual
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In summaryIn summary

• You have a duty to provide H&S training to all ofYou have a duty to provide H&S training to all of 
your staff commensurate with their activities

• A TNA will set out the training requirements• A TNA will set out the training requirements 
together with the methods of training
Once again the TNA must be risk based• Once again the TNA must be risk based

• Undertaking a proper TNA is invariably self 
funding


