Employee Training Sheet (Master Template)
Employee Details
	Field
	Information

	Employee Name
	

	Job Title
	

	Department
	

	Start Date
	

	Line Manager
	

	Training Period
	




Mandatory Training Requirements
	Training Module
	Description
	Required for Role
	Completed (Y/N)
	Date Completed
	Trainer / Provider
	Certificate Ref

	Health & Safety Induction
	Company policies, emergency procedures, reporting lines
	All staff
	
	
	
	

	Manual Handling
	Safe lifting techniques
	Engineers / Warehouse
	
	
	
	

	Working at Height
	Ladder safety, fall prevention
	Engineers
	
	
	
	

	Asbestos Awareness
	Identifying and avoiding asbestos
	Engineers / Surveyors
	
	
	
	

	Fire Safety
	Fire awareness and extinguisher use
	All staff
	
	
	
	

	First Aid Awareness
	Basic first aid principles
	All staff
	
	
	
	

	GDPR & Data Handling
	Data protection responsibilities
	All staff
	
	
	
	

	COSHH Awareness
	Handling hazardous substances
	Engineers
	
	
	
	




Role-Specific Technical Training
	Training Module
	Description
	Required for Role
	Completed (Y/N)
	Date Completed
	Trainer / Provider
	Certificate Ref

	F-Gas Category II
	Refrigerant handling certification
	Engineers
	
	
	
	

	Brazing / Pipework
	Safe brazing and pipework standards
	Engineers
	
	
	
	

	AC Installation Standards
	Manufacturer-specific installation training
	Engineers
	
	
	
	

	Electrical Isolation
	Safe isolation procedures
	Engineers
	
	
	
	

	Customer Service Skills
	Communication, professionalism
	Tele-sales / Admin
	
	
	
	

	CRM / Portal Training
	Using H&S UK systems
	All staff
	
	
	
	




On-the-Job Training Log
	Date
	Task / Activity
	Skills Practised
	Supervisor
	Competency Achieved (Y/N)
	Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




Competency Sign-Off
	Competency Area
	Assessor Comments
	Competent (Y/N)
	Assessor Name
	Date

	Health & Safety
	
	
	
	

	Technical Skills
	
	
	
	

	Behaviour & Attitude
	
	
	
	

	Customer Interaction
	
	
	
	

	Documentation Quality
	
	
	
	




Employee Declaration
I confirm that I have received, understood, and completed the training listed above.

Employee Signature: __________________________
Date: __________________________
Manager Declaration
I confirm that the employee has demonstrated the required competencies for their role.

Manager Signature: __________________________
Date: __________________________
