■ SAMPLE DOCUMENT  /  COMPETENCY PROGRAM
COMPETENCY ASSESSMENT PROCEDURE
PREPARED FOR THE FICTIONAL NORTHGATE CONTRACTING LTD
The written procedure behind the competency records: how the company decides a worker is competent to work without supervision, who assesses, when, and what happens until they pass. Thirteen short clauses, ready to approve and sign.
	PREPARED FOR
	Northgate Contracting Ltd (fictional company)

	PREPARED BY
	On-Track Safety Solutions, Red Deer, Alberta

	ASSESSOR
	The Site Supervisor, or a worker the company names for that task

	FORMAT
	Word document, 2 pages, ready to edit


WHAT THIS SAMPLE SHOWS
	NO.
	SECTION
	WHAT IT SHOWS THE AUDITOR

	01
	Purpose, scope and meaning
	What the procedure is for, who it covers, and what competent means

	02
	When and how workers are assessed
	The five triggers for an assessment, what is checked first, who assesses and how it is done on the job

	03
	The result
	Competent or not yet, and direct supervision until the worker passes

	04
	Changes, records and review
	Reassessment when a hazard assessment changes, where records are kept, who is responsible, and the approval line



	▲  SAMPLE ONLY  /  FICTIONAL COMPANY

	Northgate Contracting Ltd is a fictional company. Every name and role in this sample is an example. Replace them with your own, and make sure the document matches what your company actually does before an auditor sees it.



	

	NEXT STEP
WANT THIS BUILT FOR YOUR COMPANY?
We build the full competency program around your positions, tasks and hazard assessments, ready for your COR audit.
	VISIT
on-tracksafety.com
/services/competency-program
CALL
1-800-440-6650
EMAIL
info@on-tracksafety.com
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	COMPETENCY PROGRAM
Competency Assessment Procedure
Northgate Contracting Ltd  ·  How workers are found competent to work without supervision



 1   Purpose
This procedure explains how Northgate Contracting Ltd confirms that each worker is competent to do the tasks their position requires before they do those tasks without supervision.
 2   Who it covers
Every position listed on the training and competency matrix, including supervisors. Workers of other companies working under Northgate Contracting Ltd's direction are covered for the tasks Northgate Contracting Ltd assigns them.
 3   What competent means
Competent means qualified, trained and experienced enough to do the task safely without supervision. A worker is found competent on a task by passing its competency record.
 4   When a worker is assessed
1. When they are hired, before doing a task on the matrix without supervision.
1. When they are given a new task.
1. When the task, its equipment or its hazard assessment change.
1. After an incident involving the task.
1. At the reassessment interval shown on the training and competency matrix.
 5   Before the assessment
The assessor confirms the worker holds the training the matrix requires for the task and has reviewed the task's hazard assessment and company rules with them. This is recorded in Part A of the competency record.
 6   Who assesses
The Site Supervisor, or a worker Northgate Contracting Ltd has named as able to assess that task. The assessor must be competent in the task themselves.
 7   How the assessment is done
The assessor watches the worker do the task on the job, using the task's competency record, and marks each line Competent or Not yet. Lines marked ◆ must all be Competent to pass. The worker also explains why the key steps matter and what to do in an emergency.
 8   The result
Competent: the worker may do the task without supervision. The worker and assessor sign the record and the reassessment date is set.
Not yet competent: the worker does the task only under direct supervision. The assessor records the coaching needed and a follow-up date.
 9   Until a worker is competent
A new or re-assigned worker does a task on the matrix only under the direct supervision of a worker who is competent in it.
 10   When a hazard assessment changes
When a revision to a formal hazard assessment changes a line a worker must pass, the competency record is revised and workers assessed on the earlier record are assessed again.
 11   Records
Signed competency records are kept with the worker's training record. The worker register shows who is competent on which task and when each is due again. Records are kept for at least as long as the law requires.
 12   Responsibilities
1. Managers make sure assessors have the time and the records to do this.
1. Supervisors assess workers, and do not let a worker do a task unsupervised before they are competent.
1. Workers do not do a task they have not been found competent on, unless supervised, and tell their supervisor if they are unsure.
 13   Review
This procedure is reviewed when the health and safety program is reviewed.
Approved by (name, position, signature and date):
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