Work Health and Safety Information and Training Procedure Template

The South Australian Mining and Quarrying Occupational Health and Safety Committee

Promoting Work Health and Safety in the Workplace
This workplace industry safety resource is developed and fully funded by the Mining and Quarrying Occupational Health and Safety Committee (MAQOHSC). 

Disclaimer

IMPORTANT: The information in this guide is of a general nature, and should not be relied upon as individual professional advice. If necessary, legal advice should be obtained from a legal practitioner with expertise in the field of Work Health and Safety law (SA).

Although every effort has been made to ensure that the information in this guide is complete, current and accurate, the Mining and Quarrying Occupational Health and Safety Committee, any agent, author, contributor or the South Australian Government, does not guarantee that it is so, and the Committee accepts no responsibility for any loss, damage or personal injury that may result from the use of any material which is not complete, current and accurate.

Users should always verify historical material by making and relying upon their own separate inquiries prior to making any important decisions or taking any action on the basis of this information.
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Forward

A Person Conducting a Business or Undertaking (PCBU)/Mine Operator has a legal responsibility under Section 19 of the Work Health and Safety Act 2012 (SA), to ensure the provision of any information, training, instruction that is necessary to protect all persons from risks to their health and safety arising from work carried out as part of the conduct of the business or undertaking. 

This work health and safety information and training procedure template has been developed to provide a PCBU/Mine Operator with practical guidance on implementing an effective Work Health and Safety Information and Training process. 

The procedure details what should be included in a Mine Operators safety management system in relation to training, and the training and assessment methodology.

Instructions

It is important that you completely review this tool prior to use and ensure that where required changes in terminology, titles, etc. are made to ensure that this document will accurately reflect your organisation’s structure.

1. Remove all “(insert company name)” sections and replace with registered business name

2. Remove all “(insert name of quarry/mine)” sections and replace with quarry/mine pit name
3. Remove all “(insert senior management position e.g. site manager)” and replace with relevant position

4. Remove all “(insert location)” sections and replace with identified site location

5. Delete cover page, back page, forward and instruction section above once document is completed

6. Delete all MAQOHSC wording on headers and footers and replace with own business name

7. Delete all “Note” sections from document

8. Ensure that the page numbers in the footer align with the correct page in the document.

Work Health and Safety Information and Training Procedure Template
(Insert Company Name and Company Logo or Site Photo)
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1. AIM

The aim of this Guidance Material is to provide Persons Conducting a Business or Undertaking (PCBUs) with practical guidance on how to develop and implement an effective Work Health and Safety Information and Training process.

2. Purpose
The purpose of the (insert company name) Work Health and Safety Information and Training Procedure is to provide details of the training management system requirements, and the training and assessment methodology for (insert company name) personnel and contracting partners at the (insert name of quarry/mine) operations.
3. Scope

This procedure applies to all (insert company name) workers, contractors and visitors when involved in (insert company name) controlled activities.

4. Definitions

	Individual Training File
	Individual files where all personal training records are held (electronic or paper based).

	Qualification
	The qualification received upon completion of a training event (e.g. attending a course, on-the-job training, competency assessment undertaken, attending an information session).

	Role Requirements
	The competencies required to perform a specific role.

	Training and Qualifications Register
	An electronic register of all personnel’s (inclusive of contractors) training records.

	Training Record
	Evidence of training completion (e.g. assessment instruments / attendance sheets / certificates of completion / copies of licences).

	Verification of Competency (VoC)
	A person has answered underpinning knowledge questions to display knowledge, comprehension and understanding of the task requirements and has practically demonstrated the required skills of the task.


5. References

Work Health and Safety Act 2012 (SA)
Work Health and Safety Regulations 2012 (SA)
(insert company name) Training Needs Analysis

(insert company name) Training and Qualifications Register

(insert company name) Verification of Competencies
6. Information, Training and Instruction System Requirements
No Person shall operate plant / equipment or undertake a nominated task unless they have been assessed and deemed competent to do so by an authorised person from (insert company name). 
(insert company name) Management, Supervisors and Contractors are responsible for ensuring:

· All workers (inclusive of contractors) have completed (insert name of quarry/mine) inductions;

· All workers (inclusive of contractors) have been provided with information, training and instruction appropriate to the role;

· All workers (inclusive of contractors) have been assessed and deemed competent prior to operating any plant and equipment or undertaking nominated tasks;

· Where applicable workers qualified to the applicable state or nationally legislated standard, by holding the appropriate:

· Trade certificate

· High Risk Work Licence issued by a SafeWork SA approved provider (see appendix A)
· Mobile equipment / vehicle licence

· Certificate, Diploma or Degree as required by the role; and
· Accurate records of all training records are maintained. 

7. Procedure
7.1. Training Needs Analysis (TNA)
The Training Needs Analysis (TNA) shall detail the required qualifications for each role. To understand the requirements of the role, the processes and tasks performed shall to be mapped and understood to ensure the appropriate skills are identified.

The Training Needs Analysis shall also take into account the acquisition and maintenance of:
· Safe operating procedures and work instructions for the task, role and area;

· Other specific legislative, operational and licence training;

· Identification of on-the-job specific training;
· Identification of operational training required to support on-the-job specific training (e.g. relevant area inductions, safety training, licensing, etc.).
Note: See the MAQOHSC Training Needs Analysis Template.
7.2. Role Requirements
All operational roles shall have the training requirements identified and documented through the training needs analysis, and reviewed as a minimum on a (insert timeframe e.g. 2 yearly) basis to ensure their accuracy. Position descriptions shall detail the required knowledge, skills and experience for the role and include on-the-job and off-the-job training requirements.

7.3. Training Compliance Reporting
It is the responsibility of contracting companies to ensure a system is in place to record training completions of personnel and report as required on training compliance to role requirements.
7.4. Information, Training and Assessment Elements
7.4.1.  Identify the required competencies
The required competencies for each role are identified by the minimum competencies for a worker, as provided with site inductions.

Role competencies are further identified by position descriptions and the procedures for nominated tasks.
7.4.2.  Theory assessments
All significant tasks on site shall be accompanied by (insert type of document e.g. Safe work procedures or safe work instructions).
Based on the complexity and risk associated with the task, a sign off of acknowledgement shall be required, more complex tasks will require a theory assessment to test comprehension of the procedure. A theory assessment shall be completed before the use of any plant or equipment on site.
7.4.3. Information and training

On the successful completion of a theory assessment, practical training in the activity can commence with the worker. This shall include familiarisation with the equipment and task, supervised usage of equipment and undertaking a task with the assistance of a competent operator.
7.4.4. Verification of Competency (VoC)
After a period of training and supervision while undertaking activities, the worker may elect to undergo a competency assessment or be recommended to undergo a competency assessment by their supervisor.

Training at (insert company name) is a competency based system. (insert timeframe e.g. 40 Hours) hours of machinery operation is used as a guide for competency assessments; however, is not a minimum or maximum requirement.
Competency assessments are to be completed by a competent person.

Where a worker is deemed “not yet competent” then the assessor will advise the workers direct supervisor that further training is required before a reassessment of competency can be conducted. Feedback shall be given to the worker in the areas in which improvement is required.

7.4.5.  Completion of Competency 

Any plant or equipment competency achieved by a worker, shall be documented and forwarded to the (insert senior management position e.g. site manager) for the authorisation of unrestricted use of the plant or equipment.

The final assessment as competent and / or authorisation to use the plant or equipment shall then be entered into the site training records by the (insert company position e.g. site administrator).

7.4.6.  Review of Competency 

A workers competencies shall be reviewed at differing intervals depending on the task complexity, frequency of the task being performed and at the discretion of supervisors or management. The competency may require a complete reassessment or may utilise a “bump” test where key items in the competency are assessed.

On the completion of a reassessment of the workers competency, the relevant evidence of assessment will be forwarded to the (insert company position e.g. site administrator) to update the site training records.
FURTHER ASSISTANCE 

MAQOHSC Work Health and Safety Specialists are available to provide further advice and assistance on all Work Health and Safety matters.

MAQOHSC Work Health and Safety Specialists are able to be contacted via our website at www.maqohsc.sa.gov.au or email maqohsc@sa.gov.au.

ADDITIONAL INFORMATION 

Work Health and Safety Legislation, Codes of Practice, fact sheets, Health and Safety Representatives (HSR) information and guides can be found at the following websites: 
SafeWork SA – www.safework.sa.gov.au or call 1300 365 255

Safe Work Australia – www.safeworkaustralia.gov.au or call 1300 551 832

Appendix A: High Risk Work Licence Classifications
	Licence Class
	Code
	VET accredited course

	Basic Scaffolding
	SB
	Licence to erect, alter and dismantle scaffolding basic level

	Intermediate Scaffolding
	SI
	Licence to erect, alter and dismantle scaffolding basic and intermediate level

	Advanced Scaffolding
	SA
	Licence to erect, alter and dismantle scaffolding basic and intermediate and advanced level

	Dogging
	DG
	Licence to perform dogging

	Basic Rigging
	RB
	Licence to perform dogging and rigging basic level

	Intermediate Rigging  
	RI
	Licence to perform dogging, rigging basic and intermediate level

	Advanced Rigging
	RA
	Licence to perform dogging, rigging basic, rigging intermediate and rigging advanced level

	Tower Crane
	CT
	Licence to operate a tower crane

	Self-Erecting Tower Crane
	CS
	Licence to operate a self-erecting crane

	Derrick Crane
	CD
	Licence to operate a derrick crane

	Portal Boom Crane
	CP
	Licence to operate a portal boom crane

	Bridge and Gantry Crane
	CB
	Licence to operate a bridge and gantry crane

	Vehicle Loading Crane
	CV
	Licence to operate a vehicle loading crane (capacity 10 metre tonnes and above)

	Non-Slewing Mobile Crane
	CN
	Licence to operate a non-slewing mobile crane (greater than 3 tonnes capacity)

	Slewing Mobile Crane – Up to 20 tonnes capacity
	C2
	Licence to operate a slewing mobile crane (up to 20 tonnes)

	Slewing Mobile Crane – Up to 60 tonnes capacity
	C6
	Licence to operate a slewing mobile crane (up to 60 tonnes)

	Slewing Mobile Crane – Up to 100 tonnes capacity
	C1
	Licence to operate a slewing mobile crane (up to 100 tonnes)

	Slewing Mobile Crane – with capacity over 100 tonnes
	C0
	Licence to operate a slewing mobile crane (over 100 tonnes)

	Materials Hoist
	HM
	Licence to operate a materials hoist

	Personnel and Materials Hoist
	HP
	Licence to operate a personnel and materials hoist

	Boom-Type Elevating Work Platform
	WP
	Licence to operate a boom-type elevating work platform (boom length 11 metres or more)

	Concrete Placing Boom
	PB
	Licence to conduct concrete boom delivery operations

	Reach Stacker
	RS
	Licence to operate a reach stacker of greater than 3 tonne capacity

	Forklift Truck
	LF
	Licence to operate a forklift truck

	Order-Picking Forklift Truck
	LO
	Licence to operate an order picking forklift truck

	Standard Boiler Operation
	BS
	Licence to operate a standard boiler

	Advanced Boiler Operation
	BA
	Licence to operate a standard boiler and an advanced boiler

	Steam Turbine Operation
	TO
	Licence to operate a steam turbine

	Reciprocating Steam Engine Operation
	ES
	Licence to operate a reciprocating steam engine


The above table is an extract from the SafeWork SA, Guide for Applicants for Accreditation of Assessors for High Risk Work Licences.
8. Revision
This Procedure will be revised as required and at no later than two years from the date of last major revision
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	(insert senior management position e.g. site manager)
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