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COMPANY Ltd
Competence Management Procedure

Scope:

This procedure shall apply to all staff and ensure that all personnel have received suitable and sufficient training to perform safely and efficiently in their job roles. The procedure shall ensure that all managers and supervisors have an effective system to check that all staff have been subject to up to date and appropriate training.

Training could be internal such as induction training or appropriate training from a competent person or, sourced from an external provider.

Assessment and skills cards shall be carried by operators when on site.

The company competence matrix shall be formatted to satisfy the requirements of SSIP Accreditations.

Objectives:

· To ensure that all staff have been trained to standards of industrial best practice
· To ensure that all operatives are trained to the required standard before being deployed to site.
· To ensure that where available, all staff have been assessed as being competent in their job roles
· To ensure that the company is following all current legislation regarding the competence of workers
· To ensure all staff are aware of their individual responsibilities to the protection and enhancement of the environment
· To ensure that the company continues to provide a high standard of work to all clients
· To ensure continuous improvement in the collective competence and knowledge asset of the company

Process Owner:
NAME - ROLE


Legislative & Best Practice Framework:

This procedure has regard to the following legislation and guidance. This list reflects the law known to be current at the time this procedure was last reviewed and is not exhaustive:

· Health and Safety at Work etc. Act 1974, section 2(2)(c) – duty to provide such information, instruction, training and supervision as is necessary to ensure employees' health and safety
· Management of Health and Safety at Work Regulations 1999, Regulation 13 – capabilities and training
· Provision and Use of Work Equipment Regulations 1998 (PUWER) – training for those using work equipment, including chainsaws and chippers
· Work at Height Regulations 2005 – competence for those planning, supervising or carrying out work at height
· Lifting Operations and Lifting Equipment Regulations 1998 (LOLER) – competence for those planning or carrying out lifting operations, including aerial rigging
· Relevant NPTC/City & Guilds/Lantra units, or equivalent industry-recognised qualifications, for chainsaw operation, climbing, aerial rescue, MEWP operation and chipper use
· Arboriculture and Forestry Advisory Group (AFAG) guidance on safe use of equipment
· Equality Act 2010 – ensuring training and assessment is applied fairly and without discrimination
· SSIP Core Criteria and the Arboricultural Association Approved Contractor (ArbAC) standard – both require evidence of staff competence, qualifications and up-to-date training records

See below for the flowchart.

Process:



[image: ]
Process Summary:

The process is illustrated in the flowchart above and summarised as follows:

1. A training need is identified – through the induction process, a change in the competence matrix, client or contract requirements, a new assessment requirement, or as a preventive action following an incident or near miss.

2. A decision is made as to whether the training can be delivered internally by a competent person, or needs to be sourced from an external provider.

3. Where delivered internally, training is planned, materials are prepared, and a training checklist and draft certificate are developed.

4. Where sourced externally, course details are obtained, the relevant Manager provides authority, staff availability is checked, and joining instructions are received from the training provider and passed to the candidate.

5. The candidate attends the training course or assessment.

6. Where the candidate passes, the Competence Matrix is updated and the certificate of competence, or other evidence of training, is placed on the candidate's staff file.

7. Where the candidate does not pass, a decision is made as to whether and when the candidate re-takes the course or assessment.

Authorisation & Responsibility:

The Process Owner is responsible for maintaining the Competence Matrix and identifying training needs. The relevant Manager authorises attendance on training courses and confirms an individual's competence before they are deployed to work unsupervised in a given role. A Director is responsible for ensuring adequate resources are made available to meet identified training needs.

Records:

Certificates of competence, training records, assessment results and the Competence Matrix are retained on each individual's staff file in line with the Documents, Data and Records Procedure. Operatives carry their assessment and skills cards when on site, and these are checked as part of routine site supervision.

Review:

The Competence Matrix is reviewed at least annually, and training needs are reassessed following any relevant change in legislation, equipment, client or contract requirements, or as a preventive action following an incident or near miss. This procedure itself is reviewed at least annually, or sooner following any of the above, to confirm that training and competence arrangements remain effective.

Document Control:

This procedure is communicated to relevant staff, reviewed at least annually or sooner following legislative change, incidents or significant operational changes, and approved by a Director.
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