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ADVICE SHEET 4

TRAINING AND SUPERVISION

WHY IS TRAINING AND SUPERVISION IMPORTANT?

...because workers need to know how to do their jobs safely and they need to be aware of issues that affect their
health and safety.

Having skilled workers makes better business sense, as they are generally capable of producing more output

and often require less stringent supervision. Informal “on-the-job” training can be provided by anyone at the
workplace who has the skills, knowledge and experience to be competent in the topic being trained. For example,
a certificated forklift operator, who has extensive experience with your forklift could show or train a new worker
how to operate it.

The law requires employers to provide their workers with any information, instruction, training and supervision

necessary to ensure their health and safety at work.

Training will ensure that your workers know about issues that will affect their health and safety. It will provide
your workers with information about potential risks associated with their work, the safety policies and procedures

you have in place, how to work safely, and how to deal with emergencies.

Supervision will ensure that your policies and procedures are being followed, that non-compliances are addressed
and rectified, and provide a direct link from the employer to the worker. Good supervisors are essential for

improving productivity and maintaining safe practices.

WHERE YOU
TICKED IN THE
RED ZONE...

Establish a safety induction

process




Establish a safety induction

process

Review training periodically

Provide task-specific training

Provide adequate

supervision

Assess worker competence

Enforce procedures

Keep training records




WHERE YOU
TICKED IN
THE ORANGE
ZONE...

Identify gaps in your training

and supervision

WHERE YOU
TICKED IN THE
GREEN ZONE...

Continually improve training




EXAMPLE RECORD OF TRAINING

SUBJECT / TRAINER DURATION TRAINEES SIGNATURE
DESCRIPTION /

TOPICS COVERED

10/03/09 Safe work procedure Bill Yates 30 minutes Chris Jones C. Jones
for using grinder

17/03/09 Safe work procedure Bill Yates 30 minutes Chris Jones C. Jones
for decreasing metal
pipes—topics covered
were content of the
MSDS and the risk
assessment

SAMPLE INDUCTION CHECKLIST

Induction should cover at least these basic items:

e Job description — what is the role, who to report to, tasks to be done, hours of work, pay rates, etc.

e  Workplace layout/tour — location of facilities, first aid, emergency equipment, or

e Health and safety provisions — including any safety representatives, consultation process, requirement to
report incidents/injuries/damaged equipment, etc.

e Specific task based training for individual jobs/tasks

e  Policies — any specific policies such as reporting requirements, workplace harassment, discrimination, safety
related issues, etc.

e Any specific safety “rules” for the workplace e.g. hazardous substances not to be used without reading
material safety data sheet and risk assessment, PPE requirements or

e Workers’ compensation — insurance cover for workers, return to work program, etc.

DISCLAIMER:

The materials presented in this publication are distributed by the Queensland Government as an information source only.

The information and data in this publication are subject to change without notice. The Queensland Government makes no statements, representations, or warranties about
the accuracy or completeness of, and you should not rely on, any information contained in this publication. This document is guidance material only and must be read in
conjunction with the Workplace Health and Safety Act 1995, relevant Regulation and Codes of Practice.

The Queensland Government disclaims all responsibility and all liability (including without limitation liability in negligence) for all expenses, losses, damages and costs you
might incur as a result of the information being inaccurate or incomplete in any way, and for any reason.
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