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Training & Competency Procedure
Purpose
This procedure ensures all workers, contractors, and volunteers at [Business Name] are trained and assessed as competent to perform their roles safely. It ensures compliance with Queensland WHS legislation and ensures everyone understands and applies workplace policies, procedures, and SOPs.

Scope
The procedure applies to all sites operated by [Business Name] including stables, breeding farms, training centres, racetracks, and event venues. It covers all workplace health and safety documents, ensuring training and competency requirements apply to:
· Policies (e.g. WHS Policy, Fitness for Work)
· Stand-alone procedures (e.g. Risk Management, Emergency Management)
· SOPs (e.g. Safe Horse Handling, Mobile Plant Operation)
· Forms and registers (e.g. Incident Reports, Risk Assessments)

Responsibilities
Person in Control (PCBU/Business Owner/Manager): ensures training plans, budgets, and competency frameworks are in place and that all training activities are recorded.
Responsible Person (e.g. supervisor, foreperson, or delegated competent person): arranges training sessions, delivers inductions, schedules refresher training, and ensures VOC assessments occur for high-risk tasks.
Workers/Handlers/volunteers: must participate in required training, follow safe work procedures, and report any gaps in knowledge or skills.

Equipment and Materials Required
Supporting documents include:
· Training Matrix template mapping roles to training requirements.
· Training Register template for compliance records
· VOC checklist for horse handling, plant operation, and emergency response tasks.


Procedure
1. Training Requirements
Induction training provides a foundation for all workers before they begin work. It ensures everyone understands key workplace safety expectations and covers:
· WHS responsibilities and hazard reporting
· Emergency response procedures and first aid arrangements
· Horse handling safety and animal welfare basics
· PPE requirements and safe use of tools and equipment
· Biosecurity awareness and zoonotic disease controls
· Psychosocial hazards: Training must cover risks such as fatigue, bullying, harassment, occupational violence, and exposure to traumatic events. Workers should learn how to recognise early signs, access support services, and report issues promptly.
· Supervisors and managers should receive extra training on prevention, early intervention, and responding to psychosocial incidents in line with the Managing the Risk of Psychosocial Hazards at Work Code of Practice 2022 (Qld).

2. Competency Assessment
All workers must demonstrate competency through:
· Verification of Competency (VOC) for high-risk tasks such as horse handling, plant operation, or emergency response activities.
· Consideration of Prior Experience: Workers’ previous roles, career history, and on-the-job learning may be considered when determining training needs, but must always be confirmed by supervisor observation or a VOC.
· Probationary reviews within 3-6 months for new workers to ensure competency is achieved and maintained.
· Supervisor observation during routine work to confirm safe and correct practices.
When verifying competency or during refresher training, workers and supervisors should demonstrate:
· Knowledge of psychosocial hazard reporting procedures.
· Understanding of available support services such as EAP, counselling, or workplace mental health resources.
· Awareness of fatigue management strategies and early warning signs of mental health strain.

3. Record Keeping
[Business Name] maintains a Training and Competency Register recording:
· Training dates, topics, and attendees
· VOC results and licence expiry dates
· Refresher training requirements and completion dates
Records must be kept for a minimum of seven years and updated after each training session or assessment.

4. Continuous Improvement
[Business Name] is committed to improving training and competency management over time. Improvements focus on training content, delivery methods, and assessment processes.
· The Training Matrix and this procedure are reviewed at least annually, or sooner if: 
· Legislation or codes of practice change.
· New hazards, equipment, or processes are introduced.
· Incident investigations or audits identify gaps.
· Feedback Loop: Worker and supervisor feedback is collected through toolbox talks, debriefs after incidents, and periodic surveys to improve training content and accessibility.
· Monitoring Effectiveness: Training outcomes and incident data are analysed to confirm training is revised and re-delivered.
· Record Management: The Training Register is maintained as a current record of training status. Its purpose is to provide accurate evidence of compliance.
· Psychosocial hazard reports or trends should be reviewed, and if workplace stress, fatigue, or bullying issues are identified, training content must be updated and targeted refresher sessions arranged.

Safety Considerations
· Training must match horse temperament and task risk.
· High-risk or unpredictable horses must only be handled by trained, competent staff.
· Workers must not work alone with horses unless approved and a check-in system is in place.

Troubleshooting / Notes
· If a worker is unable to complete a task safely e.g. catching, leading, loading a horse). Stop the activity and review competency before reassigning.
· Any repeated issues with horse handling or worker performance must be recorded and addressed through refresher training or mentoring.
 
References 
Training and assessment under this procedure align with:
· Work Health and Safety Act (QLD) 2011  
· Work Health and Safety Regulation (QLD) 2011
· Biosecurity Act 2014 (Qld)
· Relevant Codes of Practice including Risk Management, First Aid, Hazardous Manual Tasks



Version Control: 
· Version: 1.0 
· Effective Date: [Insert Date] 
· Review Date: [Insert Date] 
· Approved by: [Name & Title] 
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