Working in partnership to deliver a valued and effective experience of I.T. 


Monthly Review
Name:





Line Manager:  


Date: 
	
	Solutions:

	Objective


	RAG Status


	Notes


	Actions
	Owner
	By when

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Personal Development Plan
	
	Solutions:

	Objective


	RAG Status
	Notes


	Actions
	Owner
	By when

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


MANDATORY TRAINING/FORM COMPLETION
(PLEASE NOTE FOR contract staff: *1 month and over, ** 3 months and over)
	TITLE
	TYPE OF STAFF
	DATE
	COMPLETION DATE
	RENEWAL DATE (3 YRS)
	COMMENTS OR ISSUES?

	Fire familiarisation form

	All staff
	
	
	none
	Form only needs to be re-done If 
person moves buildings/floors



	DSE training (on line)*

	                    All staff
(contractors checklist only)
	
	
	
	Contractors are required to complete a checklist exercise only (link below) 


	Fire Safety (on line)*

	All staff
(short term contractors – no need)
	
	
	2 years
	Contractors employed for one month or less do not need to do this but must have completed a fire familiarisation form


	Anti-Bribery (online)*

	All staff
	
	
	
	Please note this is on hold for now


	Cyber Security Awareness
	All Staff
	
	
	none
	

	Health & Safety for Managers 

(4 day IOSH managing safely course)

1 day course working safely course)
	Managers/Team Leaders/Safety co-ordinators

Managers (primarily if unable to attend 4 day)
	
	
	       
	

	Fire Marshal


	Fire Marshals
	
	
	       (2 years)
	

	First Aider 
	First Aiders
	
	
	       
	

	Risk Management**(on line)


	Project/Programme/Portfolio

managers and above
	
	
	
	

	Major incident (on line)
	Heads of Service and above
	
	
	        ( Yearly)


	

	Lab Induction


	Non research staff entering Labs
	
	
	
	Check with Lab Tech/ Lab Manager


H&S links http://hsd.qmul.ac.uk/Training/index.html 
Contractors under 1 month (DSE checklist) go to appendix 1 http://www.hsd.qmul.ac.uk/media/hsd/documents/standards-and-guidance/QMUL_HS_101_DSE-Policy-Arrangements-Guidance.docx
Fire Training http://qmplus.qmul.ac.uk/
Fire familiarisation form download (All staff/contractors under 1month) http://www.hsd.qmul.ac.uk/media/hsd/documents/forms/QMUL_HS_055_October-2013_Induction-Form.docx
Customer Service Handbook- Familiarise yourself with the handbook https://wiki.its.qmul.ac.uk/_media/service-management/it_customer_service_management_handbook_final_v1.0.docx
Risk management –log in to QMPlus first via http://qmplus.qmul.ac.uk/   then click on the following to get direct access to module which is under ‘IT Governance’ http://qmplus.qmul.ac.uk/course/view.php?id=2636
Cyber Security Awareness - https://qmplus.qmul.ac.uk/course/view.php?id=8305
RECOMMENDED TRAINING

	TITLE
	TYPE OF STAFF
	DATE
	COMPLETION DATE
	RENEWAL DATE
(3 yrs)
	           COMMENTS

	Working safely (1 day course)
	IT/AV technicians
	
	
	N/A
	Discuss If appropriate

	Laboratory Safety for Non-Research staff
	IT/AV technicians
	
	
	
	Discuss If appropriate

	Manual Handling
	IT/AV technicians
	
	
	
	Discuss If appropriate


Please note: line managers can use the guidance notes and forms during 1.2.1s
http://www.arcs.qmul.ac.uk/media/arcs/policyzone/mandatory_health_and_safety_training_guidance_notes.pdf
FOR LINE MANAGERS ONLY (Please note the date of the last four 1-2-1’s with your team members)

	Team Members Name
	Date 1
	Date 2
	Date 3
	Date 4

	Fred Bloggs
	10/4/14
	16/04/14
	05/05/14
	10/06/14


Additional areas of discussion AND ANY HEALTH & SAFETY ISSUES/RISKS
	TOPIC
	SOLUTIONS

	
	Actions
	Owner
	By when

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Annual leave  
	SICKNESS since last review

	Entitlement
	
	Days taken
	
	Days booked
	
	Balance
	
	Days taken
	


Next steps: Please complete the review and email to your manager within 1 week.  
1

