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7. COMPETENCE, TRAINING AND AWARENESS
Purpose: 

The purpose of this procedure is to outline the company’s intent and mechanisms for the training and development of its employees and others contributing to its services and controls how training needs are identified, set and monitored and how competence to deliver the job is ensured.
Responsibility:

The Director is overall responsible for outlining any training requirements to ensure that all employees receive relevant training and to ensure that up-to-date records of staff training are documented and retained. The Director will also ensure that relevant information is made available at points of use so that health, safety, quality and environmental issues are being adequately addressed and staff are aware of their responsibilities. The training matrix is monitored and maintained by the Management System Manager.
Procedure:

This procedure sets out the mechanisms in place for the training and awareness of the company’s workforce and others associated with its activities, and identifies responsibilities where appropriate.

7.1 Training for employees shall be considered at supervisors and management meetings where any business development requirements, changes in legislation or shortfalls in competence are examined. Training will be planned accordingly and highlighted on the training matrix.  
7.2 The training matrix will identify any training in need of upgrading, renewal or over due. This will be monitored and kept up to date by the Management System Manager and details of the training shall be reported to the Director to plan training for the coming months to make arrangements for the release of the individuals to undertake the training.  
7.3 Training needs will be monitored periodically to ensure that all employees have undergone the necessary training in order to perform their roles to a suitable level. 
7.4 Training needs will be reviewed periodically to ascertain whether existing measures are working and to identify new training needs, which may become apparent if the company’s processes or activities change. 
7.5 Toolbox talks shall be carried out as considered appropriate and shall be used to raise awareness of environmental and health and safety requirements as well as acting as a refresher when non-conformities in specific areas have been identified. Specific toolbox talk subjects may be requested by any member of the management team following direction from others or findings during inspections, audits, tours, etc.

7.6 Following completion of a toolbox talk the information provided will be made available at the head office on the notice board.

7.7 The company shall arrange ‘in-house’ training such as induction training by competent and experienced personnel as necessary for the delivery of a good quality and safe service.
7.8 All external training providers shall be qualified and competent to deliver the required training. In addition, quotes shall be obtained and any funding possibilities identified and secured.

7.9 Records of external training along with the associated receipt and invoice documentation shall be filed with finance. The training matrix shall be updated as required once training has been received.
7.10 Staff shall be made aware of new legislation, policies and work practices via briefings or toolbox talks. Relevant information will be made available to staff on the notice board. 

7.11 General health, safety and environmental awareness training shall be carried out for all employees and where appropriate, those working on the company’s behalf.

7.12 The awareness training shall be in the form of toolbox talks and handouts/notices. More specific training in the management system and the implementation shall be carried out as appropriate for individuals.

7.13 Awareness training shall include information on the health and safety risks, environmental aspects and impacts associated with the company’s activities, operational control mechanisms as they apply to the activities undertaken and company policy, procedures and objectives and targets.

7.14 All new employees will receive general environmental awareness, quality management and health and safety requirements as part of their induction.

7.15 All records of training shall be held at the main office in personal files and references, completion dates, renewal dates, etc shall be noted on the training matrix. 

7.16 Any member of staff can request training by either completing the training request form or by notifying the Director or Management System Manager. 

7.17 Following training feedback will be obtained to ensure that the course was suitable and to ensure that the staff who attended fully understand the skills they have learnt and that these are being demonstrated. Feedback can include one-to-one meetings, appraisals, observing daily works, audits and written feedback.  
7.18 Training undertake, competency of staff and training requests will be reviewed at management review. 
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