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	1.  Introduction 
	Training is part of hazard management not a substitute for hazard control

	2.  Purpose 


	Employee training is a legal and practical requirement for an effective OHS program.  The necessary training covers legislative requirements, safe work practices and communication skills as well as specific OHS training.

	3.  Scope  


	This document is not only to facilitate compliance with legal responsibilities but also to ensure that all people whose decisions and actions affect OHS within BBC are equipped with the appropriate knowledge and expertise.

	4.  Definitions  
	Refer to definitions section of OHS Manual OHS – 10.1.2


	5.  Procedure / Application Step
	Facility / Service Managers in Consultation with OHS Representatives
	Employees

	5.1  Workplace Training Needs Analysis
	Conduct a training needs analysis annually inclusive of:

· The training requirements detailed under each procedure in the OHS Program.

· Any proposed changes to work organisation, roles or responsibilities

· Any other risks or requirements that may be identified in consultation with managers and employees
	· Consult with OHS Representative / Management on recognized training needs.



	5.2  OHS Training Program
	· Identify Training Providers & applicable / suitable training programs available.

· The training plan shall consider one-off training as well as refresher training.

· Development of the training programs and selection of the training provider(s) shall take into account the needs of any employees with Non-English Speaking Backgrounds.
	· Consult with OHS Representative / Management on recognized training programs as applicable to workplace duties.

	5.3  Training Budget
	· A budgetary allowance shall be made to enable achievement of training targets
	· NA

	5.4  Training Schedule
	· Develop Training schedule in line with training needs analysis outcomes.
	· Attend training as per Workplace schedule.



	5.5  Training Records
	· Training records shall be kept to demonstrate legislative compliance and enable monitoring of the training plan on both the organisation and an individual employee basis.  

The records shall cover:

· Who has attended training

· When the training course took place 

· Who provided the training

· A brief outline of the objectives, duration, content and evaluation.
	· Ensure attendance to all BBC mandatory training sessions on an annual basis or as designated within current Job Description / Workplace contract.

	5.6  Evaluation
	· The OHS committee shall review the effectiveness of the training program annually.

· The BBC OHS Forum will review the effectiveness of overall OHS training throughout the organization on an annual basis through the OHS Self Assessment Process.
	· Complete training evaluation forms following all training sessions.

	5.7  OHS Representative Training
	· All employee representatives shall be entitled to paid time off work to attend a state government approved OHS training course.

· The OH&S representatives shall attend the approved training course as soon as possible after election.

· OH&S representatives should have the opportunity to keep up to date with standards and developments in OHS, and therefore should be offered refresher and update training.


	6.  Accountabilities
	Management 
	Employees and OHS Representative(s)

	
	Executive: 

· To ensure that training procedures are developed and appropriate resources allocated, and appoint a person to coordinate the training program.

Facility / Service Manager: 

· To ensure a training needs analysis is conducted and identify relevant training courses and providers.

· Ensure the maintenance of OHS training records.

Site Managers: 

· To ensure employees’ availability for training programs. 

Quality & Continuous Improvement Executive: 

· To oversee the effectiveness of the OHS training program.
	OH&S Representatives: 

· To facilitate employee consultation in the training needs analysis, development of the training plan and annual training schedule.

Employees: 

· In addition to the responsibilities specified in the individual documents, all employees will support the requirements of this procedure.


	7.  Performance

Indicators & Audit records
	· % of staff trained

· % staff competency reviews


· Completed training records
· Annual Training Needs Analysis Report
· OHS Program Schedule
· OHS Program syllabus
· Training notification flyers / registers of attendance


	9.  Related

Forms &

Templates
	BBC Training record template & Training evaluation

	10.  Record Keeping
	All records must be kept for a period of 7 years

	11.  Legislation References:
	

	Victoria
	Occupational Health and Safety Act 2004

OHS Regulations 2007

	NSW
	Occupational Health and Safety Act 2000 & OHS Regulation 2001 

	Queensland
	Workplace Health & Safety Act 1995

Workplace Health & Safety Regulations 1997

	South Australia
	Occupational Health & Safety Welfare Act 1986

Occupational Health & Safety Welfare Regulations 1999

	Western Australia
	Occupational Health & Safety Act 1984

Health Act 1911

Occupational Health & Safety Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & Safety Regulations 1991

	Commonwealth
	Aged Care Act 1997 

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002

Section 2.6 employee participation.
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