
Training Course Checklist

Training Scheme Delegate Booklet 3 5 Training Course Record 3 5

Pass / Fail completed and mark entered Delegate name printed and signature completed

Signed by Instructor Training Room facilities checked and marked with a 3

Delegate certificate number entered Practical Area facilities checked and marked with a 3

Delegate information completed Equipment Check completed incl. component no. & condition

Employer information competed Instruction Manual checked

Training Centre information completed Manufacturer and equipment description completed

Training matrix completed Comments marked and signed by Instructor

Records of Inspection completed Theory Test Paper Matrix 3 5

Instructor marking clearly indicated by a tick or cross Delegate name entered

Changes or alterations to answers initialled by delegate Incorrect answers marked with 5 and Pass Mark Entered

Training course evaluation completed Instructor comments entered

Delegate signature – acknowledge receipt of documents 5 marked in any column, please detail corrective action taken

Practical Test Marking Sheet 3 5

Practical checklist completed (max 12 delegates per sheet)

Practical checklist signed by instructor and mark entered

This checklist may be useful for training centre administrators to ensure that all documentation is complete

TRAINING FACILITIES CRITERIA
Training Room / Classroom Required Standard

Room dimensions / capacity Sufficient for 12 delegates

Tables and Seating Sufficient for 12 delegates

Environment – noise / disturbance / dust Should be free from environmental disturbance

Temperature control (heating, air conditioning systems or Should be able to maintain comfortable ambient temperature

shaded location)

Toilets and wash facilities Should be adequate and within reasonable distance

Fire arrangements and escapes Fire arrangements and fire escape routes should be clearly signed

Refreshments / eating arrangements Demonstrate sufficient for up to 12 delegates

Presentation equipment Projector, screen and PC, or other means of input, (e.g. laptop, PDA,

memory stick)

Shading, (where necessary) Demonstrate that windows do not allow sunlight to enter and cause

distraction

EQUIPMENT [dependant on categories to be trained]

4m Mobile Access Tower [minimum] BS EN 1004:2004

Low Level Access Units BS 1139, Pt. 6:2014, PAS 250:2012

Advanced Module Units BS EN 1004:2004, BS 1139 Pt.6:2014

PRACTICAL TRAINING AREA

Indoor Minimum Height 6.0m

Outdoor Weather Dependant

Sufficient Area To position and work from equipment

Area cordoned for exclusive use Demonstrate exclusive use during training

Risk Assessment for training Activities Evidence of completed Risk Assessment

Rescue Plan Written rescue plan in event of emergency

First Aid Provision Qualified first aider and first aid box

All Training Centres must demonstrate they have access to the following reference documents. Health and Safety at Work (etc.) Act 1974 (HASWA),

Work at Height Regulations 2005 (as amended 2007) (WAHR), CIS 10, BS EN 1298:1996, BS 1139 Pt. 6:2014, PAS 250:2012,  Current Manufacturer’s Instruction Manual.




