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1.0 PURPOSE 

The purpose of this procedure is to:

a) 	determine the necessary competence of person(s) doing work under its control that affects the performance and effectiveness of the OHS management system;
b) 	ensure that these persons are competent on the basis of appropriate education, training, or experience;
c) 	where applicable, take actions to acquire the necessary competence, and evaluate the effectiveness of the actions taken;
d) 	retain appropriate documented information as evidence of competence.
e)	ensure that persons doing work under the organization’s control are aware of:
1. the OHS policy;
1. relevant OHS objectives;
1. their contribution to the effectiveness of the OHS management system, including the benefits of improved performance;
1. the implications of not conforming with the OHS management system requirements; 
f) 	determine the knowledge necessary for the operation of its processes and to achieve conformity of products and services;



2.0 SCOPE

This procedure applies to all training activities carried out and staff in the organization. 


3.0 	REFERENCE

3.1	ISO 45001:2018 Clause 7.2 Competence
3.2	ISO 45001:2018 Clause 7.3 Awareness





















4.0	PROCEDURE

	Person In-Charge
	Flowchart / Description
	Documented Information

	


Management/ HOD







HOD/
HR





HOD/
HR





HR






HOD/ 
Trainer






HR

	
Determine the necessary competency of person(s) doing work under the organization’s control that affects the performance and effectiveness of the OHSMS
Provide induction training for new employee and evaluate its effectiveness
Prepare/ Update the Annual Training Plan 

Conduct the training and evaluate its effectiveness (within 3 months after training)
Identify additional training needs at least once per year
Update Employee Training Record

	


XXX-OSHM Appendix IV - Roles, Responsibilities & Authorities





Induction Training Checklist (HRA-F01)





Training Needs Analysis (HRA-F02)





Annual Training Plan (HRA-F03)




Training Attendance & Evaluation (HRA-F04)






Employee Training Record (HRA-F05)




