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1. Purpose, scope and users

The purpose of this procedure is to define the need, planning, methods for training, competence and
awareness, and assessment of training results in order to prove the competence of employees,
}subcontractors, suppliers, and visitors Mhose actions influence occupational health and safety.

This procedure is applied to all processes and/or areas (parts of organization) within the |OH&SMS
(Occupational Health and Safety Management System).

The user of this document is [lmanagement representative\] of [organization name].

2. Reference documents

. IISO 45001:2018 standard, clause 7.2, 7.3
e OH&S Manual

e OH&S Policy

e Hazard Evaluation Record

e Procedure for Operational Control]

3. Planning and conducting training

3.1. Defining needed competence

rThe [IHR Department, together with department heads\] define needed competence of employees for

data.
3.2. Defining need for training, kompetence and awareness raising

3.2.1. Employees

activity and for defining the need for training according to:

. \OH&S Policy and objectives
L)
L]
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Commented [45A6]: If you already have ISO 9001, just insert
this part into existing procedure for human resources.

]

Commented [45A7]: If you already have ISO 9001 and/or ISO
14001, just insert this part into existing procedure for human
resources.

{

Commented [45A8]: This can also be CEO, Head of HR
department, etc.

—_—

Commented [45A9]: If you already have ISO 9001 and/or ISO
14001, just insert this part into existing procedure for human
resources.

Commented [45A10]: Adapt to organization’s practice.

Commented [45A11]: Adapt this sentence to OH&SMS.

(
(
(

Commented [45A12]:

Commented [45A13]: This can be “Working Place

—————— | TEE) R T TS

Commented [45A14]: If you already have ISO 9001 and/or ISO
14001, just insert this part into existing procedure for human
resources.

Commented [45A15]: This can be HR Manager, Process owner,
CEO, or member of the board.
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e Arrangements providing workers with the ability to remove themselves from work situations

e Assessment of organization about competence of employees to perform specific work tasks

e Legal and regulatory requirements

e Emphasizing possible consequences in case of noncompliance with defined OH&S procedures\
3.2.2. ﬁubcontractors and supplier#

According to the Procedure for Operation Control, [job title] defines needed competence and

3.2.3. \Customer#

According to the Procedure for Operation Control, [job title] defines needed instruction for usage of

3.3. Competence and awareness raising, training, and planning

doesn’t need to be conducted for all employees at the same time, but all employees must attend the
training annually.

trainees, motivation and capability of trainees, availability of trainers, and limitations regarding other
resources.

3.4. Defining objectives and organizing training
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Commented [45A16]: If you already have ISO 9001 and/or ISO
14001, just insert this part into existing procedure for human
resources.

Commented [45A17]: If records show that previous trainings
didn’t have expected results.

Commented [45A18]: This should be deleted if organization
doesn’t have such employees.

Commented [45A19]: If you already have ISO 9001 and/or 1SO
14001, just insert this part into existing procedure for human
resources.

Commented [45A20]: These elements are mandatory; you can
add some other elements if considered necessary.

Commented [45A21]: If you already have ISO 9001 and/or 1SO
14001, just insert this part into existing procedure for human
resources.

Commented [45A22]: If you already have ISO 9001 and/or 1SO
14001, just insert this part into existing procedure for human
resources.

{Commented [45A23]: This can be HR Manager, Process owner,
or CEO.

[Commented [45A24]: This is usually CEO. J

[ Commented [45A25]: Adapt to organization’s practice.
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e Expertise and competence of employees, education, need for additional training, and
specific knowledge and experience

3.5. Conducting training

Trainings defined in the Training Plan can include taking courses outside the organization and in-

[Commented [45A26]: Adapt to organization’s practice. J
- [ Commented [45A27]: Adapt to organization’s practice. ]
[ Commented [45A28]: Adapt to organization’s practice. ]

After completion of each training, [job title] creates a Record of Attendance and enters the training

Commented [45A29]: Delete if the local legislation doesn’t
prescribe such form.

3.6. Assessing training effectiveness

lAccording to the nature of the training, [job title] defines the frequency of evaluation to evaluate

Commented [45A30]: If you already have ISO 9001 and/or 1SO
14001, just insert this part into existing procedure for human
resources.

r'l'raining effectiveness is the ratio between realized and planned activities during training. Commented [45A31]: Other criteria can be, e.g., ratio of

4. Managing records kept on the basis of this document

Storage
Record name Code RETanton ' Responsibility
X Location
time
. |[office of [job o
Training Plan PR.05.1 2 years - [job title]
title]] Commented [45A32]: If the record is in electronic form, write
the name of the folder on [job title]’s computer.
L |[office of [job o
Training Record PR.05.2 2 years - [job title]
title]] Commented [45A33]: If the record is in electronic form, write
the name of the folder on [job title]’s computer.
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office of [job
Record of Attendance PR.05.3 2 years l[, U [job title]
title]] Commented [45A34]: If the record is in electronic form, write
the name of the folder on [job title]’s computer.

5. Appendices

e Appendix 1 —Training Program

e Appendix 2 — Training Record

e Appendix 3 — Record of Attendance
Competence, Training and Awareness ver. [version] from [date] Page 6 of 6

Procedure

©2020 This template may be used by clients of Advisera Expert Solutions Ltd. www.advisera.com in accordance with the License
Agreement.



	05_Competence_Training_and_Awareness_Procedure_EN_001.pdf (p.1)
	05_Competence_Training_and_Awareness_Procedure_EN_002.pdf (p.2)
	05_Competence_Training_and_Awareness_Procedure_EN_003.pdf (p.3)
	05_Competence_Training_and_Awareness_Procedure_EN_004.pdf (p.4)
	05_Competence_Training_and_Awareness_Procedure_EN_005.pdf (p.5)
	05_Competence_Training_and_Awareness_Procedure_EN_006.pdf (p.6)

