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WELCOME TO AXA

Introducing AXA

One of the worlds largest insurers

With more than 50 million customers across the globe, AXA is one of the world’s
largest financial services providers. We have a presence in over 50 countries,
yet we pride ourselves on having a real understanding of local issues.

Care, advice & support — when you need it

As one of the world leaders in financial protection and wealth management, we
offer a wide range of insurance and financial products to meet your business
and personal needs. Our commitment is to deliver our products with consistent
care, advice and support as and when you need it.

We employ 117,000 people worldwide, and are also one of the thirty largest
companies of any kind (Fortune magazine’s Global 500 for 2003)

AXA provides products that help people to get the best out of life. Our products
and services include: Business Insurance, Home and Motor Insurance,
Investments, Life Assurance, Retirement Planning, Long Term Care, Asset
Management, Medical Insurance and Dental Payment Plans.

AXA Insurance UK plc is authorised and regulated by the Financial Services
Authority. This can be checked on the FSA's website at www.fsa.gov.uk/register
or by contacting them on 0845 606 1234.
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The information contained within this document is intended as a general guide only and is not
necessarily comprehensive. You should seek appropriate professional advice when devising
any risk assessment or management programme. AXA Insurance will not be liable for loss or
damages arising, in contract, tort or otherwise, directly or indirectly from the use of or reliance
upon any information contained in this document.




INTRODUCTION Job-Specific Training

Introduction

All your employees need to be informed of the dangers associated
with their job and trained in the precautions to be taken.
Systematic training enables them to quickly acquire the habits of
working and thinking which will enable them to carry out quality
work efficiently and safely.

Maintenance staff are particularly at risk as more than 20% of all fatal accidents
occur during maintenance. They will need a wide range of competences relating
to permit to work systems, safe use of equipment, safe troubleshooting etc, and
they are likely to be ranked high on any list of priorities for training.



Job-Specific Training JOB ANALYSIS

Job analysis

The first stage in job specific training is to undertake a job analysis
exercise. This process breaks the job down into its constituent
stages. The ‘key points’ that everyone should follow in order to
perform the task to the necessary standard are identified against
each stage. This means that the breakdown should clarify both
general and particular safety points to which attention must be
paid — these are the ‘key points’ to be covered by training.

This kind of job breakdown should be prepared by department heads or
supervisors in charge of the work, assisted by the person in your company who
is responsible for training and/or a safety adviser as necessary.

The object is to help employees to become more aware of the hazards they
should guard against, and to provide the necessary background for any specific
instructions that may have to be given.

Procedures

You will need to draw up a number of statements of what needs to be done,
and how well it needs to be done. These statements must be closely related to
the equipment and substances used and the work methods adopted. Everyone
must be clear about the legal and company standards of protection they should
adopt. The statements should include procedures for dealing with both general
and exceptional hazards.



TRAINING PROGRAMMES Job-Specific Training

Training Programmes

The outcome of your job analysis should be job-specific training
sheets, built into a manual that defines the content of the training
programme and highlights the safety points that should be brought
out by the trainers.

For example, managers’ competences should include:

ability to implement a company health and safety policy
ability to assess the company’s health and safety performance
knowledge of legal requirements

knowledge of the scope of relevant safety or health standards
knowledge of the causes of accidents and their costs

ability to lead by personal example

recognition of the training needs of their employees.

Directors, senior managers, and department heads also need broad
competences, for example in the following areas:

the hierarchy of risk controls, e.g. elimination of risk, substitution of risk (of the
hazardous for the less hazardous), enclosure of risk, control of risk, systems of
work, personal protective equipment

risk assessment within your company and its premises

accidents: investigation, typical causes; importance of near misses;
reporting procedure

legal requirements

monitoring of standards

encouragement by personal example
operation of the safety committee
training

sources of further information and advice.



Job-Specific Training RETRAINING

Retraining

Employees should be re-trained on a regular basis to reinforce
particular safety issues, and additionally whenever there are
changes in work activities, processes, equipment or the law.

You should also review training needs when staff and employees are moved to
different jobs or when accidents, near misses or workplace inspections indicate
that standards are inadequate.
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