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THE MATRIX
Training matrix
One row per person. Write the expiry date in each box, or the date done where a course does not expire. Mark a box amber when the date is within sixty days and red when it has passed. Training is given on recruitment and on exposure to new or increased risks, and repeated periodically where appropriate: MHSWR 1999 regulation 13. A contractor must not put a person on site unless they have, or are obtaining, the skills, knowledge, training and experience the work needs: CDM 2015 regulation 15(7).
	Name
	Role
	CSCS or CPCS card
	Site induction
	First aid at work
	Asbestos awareness
	Manual handling
	Working at height
	Abrasive wheels
	IPAF or PASMA
	Fire marshal
	Your own

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	





TRAINING RECORD
One person’s cards, courses and certificates
	Field
	Entry

	Name
	

	Role or trade
	

	Start date
	

	Line manager
	



Cards held. Most CSCS cards are valid for five years, with the health, safety and environment test passed in the two years before applying.
	Card
	Number
	Expires
	Checked

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Courses and certificates. The first aid at work certificate is valid for three years (HSE L74); the provider sets the validity of the rest.
	Course
	Provider
	Date
	Expires
	Certificate reference
	Cost

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Training needs identified, from the training needs grid, with the date each is booked.
	Course needed
	Booked for
	Done on

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





TRAINING NEEDS BY ROLE
What each role needs, so a gap shows before it matters
Tick the courses a role must hold. A new starter in that role is assigned the ticked courses on day one. A person who appoints a designer or contractor takes reasonable steps to satisfy themselves of the skills, knowledge, experience and organisational capability needed: CDM 2015 regulation 8.
	Role
	CSCS or CPCS card
	Site induction
	First aid at work
	Asbestos awareness
	Manual handling
	Working at height
	Abrasive wheels
	IPAF or PASMA
	Fire marshal
	Your own

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	



	Reviewed by
	Position
	Signature
	Date

	
	
	
	



Not legal advice. Check it against GOV.UK and your own contracts and policies.
Free editable template from unibuild.co.uk/downloads/training-matrix-template/. Not legal advice: tailor it to the job and have it approved.




