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The following key is to be used to identify responsibility levels within the process map if required.
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	Parent Policy(s): 
	Occupational Health & Safety and Injury Management Policy


1 PURPOSE

To ensure all employees and contractors have the appropriate skills, knowledge and competencies to implement their Occupational Health & Safety (OHS) responsibilities.

2 SCOPE

This procedure covers training of all employees and contractors working for GWMWater in the OHS responsibilities relevant to their position.

This procedure covers assessment of staff competency and performance in relation to their OHS responsibilities.

3 RESPONSIBILITIES

People and Culture will ensure that all employees complete the GWMWater employee induction including OHS awareness.

The responsible Project Manager will ensure that all contractors complete the GWMWater Contractor Induction.

Employees acquired skills will be assessed against those aligned to the position to identify any gaps. This training needs analysis will be undertaken by the Divisional Manager.
The Divisional Manager will review this procedure for accuracy and adequacy on an annual basis.
4 METHOD

Training programs will be delivered using internal and/or external resources where appropriate. 

Employees will undertake OHS training relevant to their work area and as identified within the Position Description (PD), Individual Performance Plan (IPP) and entered onto the OHS Training Matrix.

4.1 Induction

The relevant Divisional Manager will ensure all employees will undertake induction into GWMWater’s OHS responsibilities, programs and systems on commencement of their employment.

All contractors are required to sign they will comply with the conditions and guidelines of the Contractor Worksite Induction Manual.
4.2 Performance Review

Employee performances will be assessed in general environmental awareness as part of their annual performance review process.

Specific employee performance relating to the implementation of OHS management will be assessed against position descriptions in accordance with People and Culture policy.

5 DOCUMENTATION

OHS training certificates and skills records to be maintained in TRIM personnel files for all employees.

5.1 References 

a) OHS Policy
b) Contractor Worksite Induction Manual
c) Work instructions and procedures

d) Employee Position descriptions

e) People and Culture Policies

5.2 Records

a) Employee Induction Form
b) Contractor Registration List

c) Individual Performance Plans
d) Training attendance sheets

e) Training certificates
6 DEFINITIONS

The reader is directed to the corporation’s standard definitions. 

Key





General





Start





/





Finish





MD





EM





DM








	Responsible Person:  Snr OHS Officer
	Uncontrolled when printed
	Page 1 of 3

	Authorised By:  Manager People & Culture
	
	Print Date: 13 July 2017

	The controlled copy of this document is available on the intranet. Printed copies are only current as of the print date.



[image: image3.jpg][image: image4.jpg]79

ater
V.

WV

W

G



