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[bookmark: _Toc263078249][bookmark: _Toc418325123]
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 whose actions influence occupational health and safety.	Comment by 18001Academy: If you already have ISO 9001, just insert this part into existing procedure for human resources.
This procedure is applied to all processes and/or areas (parts of organization) within the OH&SMS (Occupational Health and Safety Management System).	Comment by 18001Academy: If you already have ISO 9001 and/or ISO 14001, just insert this part into existing procedure for human resources.
A user of this document is [management representative] of [organization name].	Comment by 18001Academy: This can also be CEO, Head of HR department, etc.

[bookmark: _Toc263078250][bookmark: _Toc418325124]Reference documents
· OHSAS 18001:2007 standard, clause 4.4.2	Comment by 18001Academy: If you already have ISO 9001 and/or ISO 14001, just insert this part into existing procedure for human resources.
· OH&S Manual
· OH&S Policy
· Hazard Evaluation Record
· Procedure for Operational Control

[bookmark: _Toc418325125]Planning and conducting training
[bookmark: _Toc418325126]Defining needed competence
The [HR Department, together with department heads] define needed competence of employees for performing activities related to significant environmental aspects.	Comment by 18001Academy: Adapt to organization’s practice.	Comment by 18001Academy: If you already have ISO 9001 and/or ISO 14001, just insert this part into existing procedure for human resources.
The [HR Department] forms a document [name of document] that contains the above-mentioned data.	Comment by 18001Academy: Adapt to organization’s practice.	Comment by 18001Academy: This can be “Working Place Systematization,” “Job Description and Competence Requirements,” or other document in which organization defined requirements for competence.
[bookmark: _Toc418325127]Defining need for training, competence and awareness raising	Comment by 18001Academy: If you already have ISO 9001 and/or ISO 14001, just insert this part into existing procedure for human resources.
[bookmark: _Toc418325128]Employees
The purpose of this activity is to define the gap between existing and required competence of employees, and necessary training to overcome this gap. [Job title] is responsible for conducting this activity and for defining the need for training according to:	Comment by 18001Academy: This can be HR Manager, Process owner, CEO, or member of the board.
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