Job Description

Hygiene Team Leader Training
Responsible to:  Area Manager (Pete, Chris)
Accountable to:  Hygiene Manager (Alex)
Support:  Training Department (Kate, Stacey, Angie, Katharine)
Summary of Job Role

The Team Leader Training has responsibility for monitoring and co-ordinating departmental training and acting as a support to the existing role of the Team Leader of the department and shift.

Reporting directly into the Hygiene Area Managers, there will also be a dotted line into the Area Manager Training.  Working closely with other trainers to ensure that best practise in delivering, ensuring sign offs and keeping records is adhered to.

Main Duties & Responsibilities

Agency Training

Supporting the training of agency staff and ensuring that training records are correctly documented and filed.
Day One Introduction Pack

Supporting the shift Team Leader where appropriate to ensure these have been signed and returned to personnel.

Induction Training

Check that all new starters have been assigned to either Angie, John or Katharine to receive their induction training.  Check that all sign offs are correctly filed for H&S, Manual Handling, WRULDs and GMP.  Check that Stacey has received notification that the inductions have taken place.  
Department Matrices

Use existing matrices to identify gaps for training.  Support the Area Managers in keeping matrices updated as training takes place.

Strip Down Procedures – Bolt On

Check that training has taken place for all Team Leaders and Semi-Skilled Engineers with updated bolt on procedures.  Ensure you are trained and understand the systems so that you can verify that correct procedures and sign offs are taking place.  Deliver training on this for all shifts where appropriate.
New Cleaning Instruction Cards (CIC)
As new CIC’s are put into place ensure that all staff are trained and signed off against them.  Ensure schedule frequencies are adhered to.  Deliver this to all shifts where appropriate.

Cleaning Instruction Cards (CIC) – New Starters

Ensure that all new starters (all shifts) are trained and signed off.  Ensure schedule frequencies are understood and adhered to.  Deliver this where appropriate.

Chemical Handling Training

Keep updated records and ensure these are logged on the department matrices and that the sign offs are logged in the training files and kept as evidence.  Liaise with Area Managers directly to arrange for training to take place and arrange attendance through liaison with the Team Leaders.  Take responsibility to drive for 100% attainment of this training for the department.
Level 2 Food Safety

Information on those who hold this qualification and when refresher training is due is available from Stacey and the department matrices.  Liaise with Angie and Katharine regarding dates for training and arrange attendance of hygiene operatives through liaison with the Team Leaders.  Take responsibility to drive for 100% attainment of this qualification.

Miscellaneous

Other responsibilities include;

Arranging for fork lift training to take place with the on-site trainer.  

Ensure that all domestic hygiene operatives are trained in the use of all equipment and signed off against this.

Liaise with the Area Managers to agree frequency of all refresher training and work with the Team Leaders to release staff for off the job training or ensure that on the job training happens for each shift.

Training Records
Ensure that all training evidence is correctly recorded and sign off sheets are filed in the main training files.  Inform Stacey of all individuals who have received training on a weekly basis so that the personnel system may be updated.

Report all training both on and off the job to Kate on a monthly basis for the monthly training stats.

The duties and responsibilities in this job description are non exhaustive and subject to periodic review.
