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INTRODUCTION

Competence has been a key feature of health and safety management for many years and is an objective within the current PABIAC strategy “Being the Difference Together”. The objective is:
Objective 5 – Competence

By 31 December 2014 all employers will have identified the necessary skills and experience for tasks in their organisation and then carried out a skills gap analysis of those tasks. They will have identified training needs and developed an action plan for implementation. They will have in place arrangements to check and monitor task performance, reassess competence in key areas and provide appropriate refresher training.

Training includes on the job training, formal qualifications, specific training.
This toolkit will help employers with the final part of the objective “ …. have in place arrangements to check and monitor task performance, reassess competence in key areas and provide appropriate refresher training.”

Prior to using this toolkit you should have carried out a skills gap analysis to identify the training employees need for jobs in your company to reach an agreed standard. You should have delivered any induction and training programmes before you complete the checklist.
At work we need certain skills if we are to function effectively and safely; in short, we need to be competent.  HSE Human Factors Briefing Note No.2 defines competence as:
“Competence is the ability to undertake responsibilities and to perform activities to a recognised standard on a regular basis. Competence is a combination of practical and thinking skills, experience and knowledge.”
The ceramics industry in conjunction with HSE have developed a competence toolkit (below) which is now adapted for PABIAC’s use. This toolkit is based on and addresses the following key principles:
1. Training/underpinning knowledge - is all about making sure that the employee has sufficient knowledge to carry out the job to the required standard.
2. Assessment - is about assessing this knowledge in an objective manner. 
3. Maintaining competency/CPD - is about ensuring that levels of competency are maintained.
4. Refresher/re-assessment - is about re assessing periodically. 

Competence is not just about training although this is an important component of establishing it. It is a process that we can never say is complete and is not a guarantee that accidents will never happen. The process of demonstrating and assessing competence will vary depending on the complexity of the job. If people are transferred from one job to another (either permanently or temporarily) competence may need to be reassessed and further training may be required.
TARGET AUDIENCE
This toolkit is intended to assist the PABIAC industries in assessing and maintaining competence of shop floor employees. The toolkit is intended to be basic and to apply to employees who require no other formal qualifications to carry out their work. For jobs that require formal qualifications e.g. electricians or forklift truck drivers it could still be used as a part of the process for these employees.
USING THE TOOLKIT
This toolkit is straightforward and easy to use. It offers a practical approach for assessing competence on the shop floor.

The toolkit is intended to identify any gaps in a persons skill or knowledge or experience (competence) and should be used once the necessary training and inductions have happened.
When you start using the checklist you will first need to record your assessment of employees in respect of principle number 1 - Training/underpinning knowledge (making sure that the employee has sufficient knowledge/training to carry out the job to the required standard). The types of things you may record are:
· An induction programme covering company policies and health and safety.

· Appropriate training to specified and recognized standards both with regard to health and safety and job skills.
· Relevant experience over a period of time (this will vary depending on degree of skill required and aptitude of the individual. This assessment may also include observations. Further advice on carrying out observations can be found in Appendix 1.

The first box on the checklist at Appendix 2 should be used to record training and underpinning knowledge.
Once you have recorded existing training and underpinning knowledge you will then need to work through Parts 1 and 2 of the checklist. These should be assessed “on the job”. 
To help you complete Parts 1 and 2 of the checklist there are some notes provided on an aide memoire in Appendix 3.
Part 1 of the checklist covers the performance of the employee at his/her workstation. The way they perform their day to day tasks should be considered. You should be looking at their compliance with organisational and statutory requirements in the way they work (e.g. are they wearing the correct PPE, are they acting responsibly, are they keeping their work area tidy, do they show consideration for the safety of others).
Part 2 of the checklist covers the knowledge and understanding of the employee. This should be assessed through discussion with the employee. Examples of areas to explore include how they know what they should comply with?, What are the company safe working procedures? What are the procedures in the event of a fire?
Once the checklist is completed if any gaps in competence are identified these should be discussed with the employee and actions identified to fill the gaps. Once completed, or if no gaps are identified the form can be signed off.

When the process is complete there will still be a need for periodic review and reassessment along with ongoing training where appropriate. Additional training may be required to:
· Reinforce standards previously set
· Retrain if the job changes

· Retrain if people are moved to different jobs

· Update on health and safety requirements
Appendix 1
Advice on Observations
Managers/Assessors should:
1. Have sufficient relevant up to date industry experience, knowledge and understanding of the work and process at or above the level being assessed. If this has been gained outside your company then it could be verified by records of continuing professional development (CPD).
2. Have sufficient depth of experience to be effective and reliable when judging employees competence.  This experience, knowledge and understanding could be verified by a combination of:-

· curriculum vitae and employer endorsement

· references

· possession of a relevant QCF/ NVQ/SVQ, or vocationally related qualification certification

· time served at the relevant level of operation ( Minimum 5 years)
3. Only assess in their area of expertise.
4. Maintain appropriate evidence of development activities to ensure their skills and occupational understanding are current (CPD).

5. Have sufficient competence to make accurate judgements of the assessment criteria.

6. Have the ability to identify areas where further training may be necessary.

Appendix 2

PABIAC Health and Safety Competence Checklist 

	Name: 


	Date: 

	Job Role:



	Assessed by:


	Job Role:


Training and Underpinning knowledge 

	From your training records and documentation, state how the employee has achieved the level of competency needed for the job role they undertake:-




Demonstrate Understanding and Compliance with Company Regulations and Statutory Health and Safety Requirements

	Learning outcomes


	Assessment Method:

Through observation And questioning within the workplace

	Have they met the standard and any notes?
YES / NO

	PART 1 : PERFORMANCE MEASUREMENT

	1
	Job Specific Performance
	The employee should be able to demonstrate:

	
	
	1.1
	Safety checks on equipment, tools and components are carried out and recorded, including:-

· pre-use machine checks

· identification and reporting of hazardous and faulty equipment

· maintenance regimes

	

	
	
	1.2
	How to correctly identify and operate controls on tools, equipment and machinery.


	

	
	
	1.3


	How to bring the tools, equipment and machinery to a safe stop.


	

	
	
	1.4

	A clear understanding of safe working practices and procedures for tasks they are involved in e.g. normal operation, intervention, isolation, permits to work and any safe systems of work related to their job.
	

	
	
	1.5
	Safe handling and storage procedures.


	

	
	
	1.6
	Knowledge of company procedures and statutory health and safety requirements.

Knowledge of company procedures and a broad understanding of statutory health and safety requirements, relevant to their job


	

	2
	Compliance with company regulations.
	2.1
	A clear understanding of company accident and emergency procedures

	

	
	
	2.2
	A clear understanding of the hazards within the workplace
	

	
	
	2.3
	A clear understanding of the correct techniques and procedures when lifting and carrying

	

	3
	Ability to comply with statutory workplace health and safety requirements.
	3.1
	An understanding of individual responsibilities under the Health and Safety at Work etc Act 1974.
	

	
	
	3.2
	An ability to fulfil responsibilities and requirements of the Health and Safety At Work etc. Act 1974.
	

	PART 2 : KNOWLEDGE AND UNDERSTANDING

	Learning outcomes
	Assessment Method – Through Questioning/ Discussion
	Have they met the standard and any notes?

YES / NO

	1
	Company Regulations
	The employee should have/know:

	
	
	1.1
	A clear understanding of the relevant safe working practices and procedures required to undertake all duties.
	

	
	
	1.2
	Knowledge of where to go for help in relation to health and safety (e.g. safety reps, site safety committee, line manager etc.) and where to find relevant company health and safety information (e.g. safety notice boards, safety office etc.).
	

	
	
	1.3
	An understanding of risk assessments for their work and the control measures they need to follow to protect themselves and others.
	

	2
	Company Procedures
	2.1
	A knowledge of who the first aiders are they would need to contact and what action is required in the event of an accident.
	

	
	
	2.2
	An understanding of what is a ‘near miss’ and how to report them.
	

	
	
	2.3
	Knowledge of how to sound the alarm in the case of an emergency and the procedures to be followed in an evacuation.
	

	
	
	2.4
	An understanding of how to minimise the risk of fire and company procedures for dealing with them.
	

	
	
	2.5
	Knowledge of the correct ways of lifting and transporting loads and the manual and mechanical aids that are available
	

	
	
	2.6
	Knowledge of how intervene in machinery safely e.g. removing blockages, broke etc.
	

	3
	Statutory Health & Safety
	3.1
	Knowledge of the relevant “Company” statutory responsibilities and obligations.
	

	
	
	3.2
	An understanding of how to store, handle and use chemicals in the workplace and the control measures needed in line with the company’s COSHH assessments.
	

	
	
	3.3
	An understanding of PPE and equipment needed for their work activities.
	

	
	
	3.4
	Can explain how and why to store tools, equipment, materials and products safely.
	

	
	
	3.5
	An understanding of how noise can affect the individual and what they need to do to prevent exposure for themselves and others.
	

	4
	Personal Responsibilities 
	4.1
	A knowledge of “good housekeeping” and why it is important in the workplace (e.g. minimise slips/trips etc.).
	

	5
	Risk Management
	5.1
	An understanding of the differences between “hazard” and “risk”.
	

	
	
	5.2
	An understanding of risk assessment processes and their role in completing and following them.
	

	Actions arising from assessment /observation

	

	Competent/ Further training needed/ Frequency of repeat assessments?  Add comments from observer/ assessor

	


	
	Signed and agreed:

	Employee
	

	Assessor
	

	Date of Next Review
	


Appendix 3 – Aide Memoire to Checklist
	Learning outcomes
	Assessment Method:

Through observation And questioning within the workplace
	Have they met the standard and any notes?

YES / NO

	PART 1 : PERFORMANCE MEASUREMENT

	1
	Job Specific Performance
	The employee should be able to demonstrate:

	
	
	1.1
	Safety checks on equipment, tools and components are carried out and recorded, including:-

· pre-use machine checks

· identification and reporting of hazardous and faulty equipment

· maintenance regimes


	This should be evidenced by observation of the employee doing their job, Notes on observations can be found in appendix 1.

	
	
	1.2
	How to correctly identify and operate controls on tools, equipment and machinery.


	You should observe and ask questions to evidence this.

	
	
	1.3


	How to bring the tools, equipment and machinery to a safe stop.


	You should observe and ask questions to evidence this.

	
	
	1.4

	A clear understanding of safe working practices and procedures for tasks they are involved in e.g. normal operation, intervention, isolation, permits to work and any safe systems of work related to their job.
	You should observe and ask questions to evidence this.

	
	
	1.5
	Safe handling and storage procedures.


	You should observe and ask questions to evidence this.

	
	
	1.6
	Knowledge of company procedures and statutory health and safety requirements.

Knowledge of company procedures and a broad understanding of statutory health and safety requirements, relevant to their job


	You should ask questions to evidence that the individual understands different company procedures and requirements made under legal provisions such as using guarding etc. under PUWER.

	2
	Compliance with company regulations.
	2.1
	A clear understanding of company accident and emergency procedures

	This will vary from site to site and should be covered on induction and periodically refreshed through training.

	
	
	2.2
	A clear understanding of the hazards within the workplace
	This will vary for each role being assessed and can be evidenced by questioning and observation.

	
	
	2.3
	A clear understanding of the correct techniques and procedures when lifting and carrying

	Training provided and manual handling assessments should act as the benchmark for this. You should observe the individual and observe how they are moving objects and compare with assessments.

	3
	Ability to comply with statutory workplace health and safety requirements.
	3.1
	An understanding of individual responsibilities under the Health and Safety at Work etc Act 1974.
	All employees must take reasonable care for the health and safety of themselves and of other persons who may be affected by what they do or fail to do at work. This means taking positive steps to understand the hazards in the workplace and complying with safety rules and procedures.

	
	
	3.2
	An ability to fulfil responsibilities and requirements of the Health and Safety At Work etc. Act 1974.
	This may be answered by means of examples of what the employee has done in the last two weeks.

	PART 2 : KNOWLEDGE AND UNDERSTANDING

	Learning outcomes


	Assessment Method – Through Questioning/ Discussion


	Have they met the standard and any notes?

YES / NO

	1
	Company Regulations
	The employee should have/know:

	
	
	1.1
	A clear understanding of the relevant safe working practices and procedures required to undertake all duties.
	This can be assessed through observations and questioning to find out if the person follows these when carrying out tasks.

	
	
	1.2
	Knowledge of where to go for help in relation to health and safety (e.g. safety reps, site safety committee, line manager etc.) and where to find relevant company health and safety information (e.g. safety notice boards, safety office etc.).
	E.g. health and safety officer, managers, trade union representatives, occupational health nurse etc

	
	
	1.3
	An understanding of risk assessments for their work and the control measures they need to follow to protect themselves and others.
	This can be done through observation to see if they follow control measures in the risk assessments and through questioning.

	2
	Company Procedures
	2.1
	A knowledge of who the first aiders are they would need to contact and what action is required in the event of an accident.
	This should be covered during the induction training and by the company policy. It can be evidenced through questioning.

	
	
	2.2
	An understanding of what is a ‘near miss’ and how to report them.
	Most companies have a near miss reporting system to capture information on incidents, accidents or emergencies that did not result in an injury. The individuals knowledge can be evidenced through questioning.

	
	
	2.3
	Knowledge of how to sound the alarm in the case of an emergency and the procedures to be followed in an evacuation.
	This will require knowledge of company policies and procedures.

	
	
	2.4
	An understanding of how to minimise the risk of fire and company procedures for dealing with them.
	This will require knowledge of company policies, risk assessments and procedures.

	
	
	2.5
	Knowledge of the correct ways of lifting and transporting loads and the manual and mechanical aids that are available
	Training provided and manual handling assessments should act as the benchmark for this. You should observe the individual and observe how they are moving objects and compare with assessments.

	
	
	2.6
	Knowledge of how intervene in machinery safely e.g. removing blockages, broke etc.
	This can be done through questioning and observation to see if the company’s safe system of work is being followed including looking at machine isolation, intervention procedures, manual handling communication etc.

	3
	Statutory Health & Safety
	3.1
	Knowledge of the relevant “Company” statutory responsibilities and obligations.
	The general duty imposed on all employers is to ensure, so far as is reasonably practicable, the health and safety and welfare at work of all their employees even if they are working off site. We would expect this to be covered during induction and basic training.

	
	
	3.2
	An understanding of how to store, handle and use chemicals in the workplace and the control measures needed in line with the company’s COSHH assessments.
	COSHH requires employers to control substances that are hazardous to health. COSHH assessments establish how the company will manage the risks. Questions relating to the following can be used to assess competence:
- What are the health hazards of substances being handled
- How do you prevent harm.

- What control measures should be followed
- What monitoring & health surveillance do they have to go through and why

- what are the emergency plans

	
	
	3.3
	An understanding of PPE and equipment needed for their work activities.
	This can be assessed through observation

	
	
	3.4
	Can explain how and why to store tools, equipment, materials and products safely.
	This should be covered by induction and subsequent training.

	
	
	3.5
	An understanding of how noise can affect the individual and what they need to do to prevent exposure for themselves and others.
	This should covered at induction training and assessed through observation of use of hearing protection (HP) e.g. knowledge of how to select and use the correct HP, when to wear it, when to change it.

	4
	Personal Responsibilities 
	4.1
	A knowledge of “good housekeeping” and why it is important in the workplace (e.g. minimise slips/trips etc.)
	Good housekeeping is ensuring that items are put away and people clean up to prevent obstructions and trip hazards. This can be assessed through observing work practices.

	5
	Risk Management
	5.1
	An ability to explain what is meant by the term “hazard” and “risk”.
	“hazard “is the potential to cause harm.

“Risk” is the likelihood of harm arising from the hazard.

	
	
	5.2
	An understanding of the process and purpose of risk assessment.
	A risk assessment covers what in your work could cause harm to people. Staff should be aware of how the risk assessment process works in your workplace. They should also understand what they need to do to protect themselves and why it is important to know what’s in the risk assessments.
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