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Student Supervisor Training Record

Health and Safety

COSHH Checklist for all chemicals used within the Venue Department

	Sprint multi-purpose surface cleaner
	 

	Gold Auto glass washer detergent
	 

	Gold Rinse glass washer rinsing agent
	 

	Mr Muscle glass cleaner
	 


RISK ASSESSMENT Checklist for risks apparent to Venue Staff

	Bar staff while carrying out all general duties throughout the Union Building
	 

	Breakdown in effective communication
	 

	Clearing and the removal broken glass
	 

	Use of cardboard compacter
	 

	Chair store Auditorium
	 

	Handling and changing of barrels, and gas cylinders
	 

	Crowd surges and crushes in Union and outside building
	 

	Excessive alcohol consumption
	 

	Exposed to bodily fluids
	 

	First-Aider’s dealing with incidents in public areas both within the building and outside.
	 

	Use of fork lift truck
	 

	Manual handling within and between bars
	 

	Movement of money around the building
	 

	Removal and emptying of bottle bins and disposal of general rubbish
	 

	Security staff while carrying out general duties throughout the union building
	 

	Injury caused by weapons in the union
	 

	Evacuation of the building
	 


Customer Service
	  Greeting a customer  (smile, eye contact)
	 

	  Serve customers promptly and in order
	 

	  Make sure you look smart
	 

	  Be friendly towards ALL customers
	 

	  Need to be helpful and friendly
	 

	  Transactions need to be efficient 
	 


Supervisor Training

	  Serving a customer
	 

	  Cellar Training 
	 

	  Floats and Tills
	 

	  Till Operation
	 

	  Supervisor Till Training
	 

	  Refunds and Returns
	 

	  Licensing Law
	 

	  Dealing With a customer
	 

	  Dealing with complaints
	 

	  Allocating Staff Breaks
	 

	  Motivation and teamwork 
	 

	  Assessing Staff 
	 

	  Training and Coaching Staff
	 

	  Customer service quality audits
	 

	  Preparing the bar for the night
	 

	  Tidy working during the night
	

	  End of the night procedures
	

	  Cloakroom set up
	

	  Front door till set up 
	

	  Radio Training
	

	  Evacuation procedure bars
	

	  Evacuation procedure tills
	

	  Evacuation procedure cloakroom
	

	  Personal safety
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