WHS011 WHS Staff Training and Induction 

References: 
· WHS Act 2011 pt.2 div.2 s.19 (training)
· WHS Act 2011 pt.5 div.3 sub div.6 s.72 (training of the Health and Safety representatives) 

Purpose
To maintain a safe workplace where all WHS training needs for staff, management and relevant contractors are identified, training is delivered and records maintained. Job specific training is identified, developed, delivered and recorded 

Scope
This procedure covers the WHS training of all management, staff, relevant contractors and volunteers at the workplace.

Responsibilities
Management have the responsibility to:

· Provide the necessary funds to further the training and WHS Skills of Management and staff as appropriate
· Identify and organise WHS training for staff as appropriate
· Be responsible for the recording of that training 

Staff have the responsibility to:
· Produce copies of all relevant qualifications / certificates relevant to WHS and their role
· Attend all WHS related training as directed by Management 
· Apply that training to the workplace


Procedure
· All new members of staff will receive induction training 
· The induction program includes general WHS knowledge and information on individual responsibilities
· [bookmark: _GoBack]Where relevant contractors will receive inductions using information on the Contractor Management Chapter on GELSafe
· All records of staff and contractors inductions will be maintained 
· Job specific training to workers will be carried out dependent on the job role and activities
· All records of staff job specific training will be maintained 
· Copies of training material / certificates will be kept individual staff files 
· Copies of attendance records for training sessions will be kept 
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