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Health and Safety Training – Task List
Plan- Evidence 
· Health and Safety Training policy / procedure; HS Training Plan
· Create a training matrix.
· Create an attendance sheet. 
· Collect training records from all staff and apply training records to matrix.
Do- Evidence
· Attach a copy of meeting minutes from JHSC /HSR meeting including Senior Management introducing the health and safety training procedure.
· Attach a copy of a completed safety talk, training all employees (office, field, and production) on the health and safety training procedure.
· List of all the training prescribed by applicable legislation by job descriptions.
· Copy of the completed training matrix.
· Copy of the assessment, evaluation (practical), observational photos, completion certificate for various trainings and workers. 
· Copy of the orientation form – with copies of all certificates for various workers. 
· Implement a system to ensure workers are trained, retrained or compliant before using, operating, or completing a task with appropriate required training.
· Demonstrate the effectiveness of “5.”. with observational behavior photos, documents, records. 
Check- Evaluate
· Complete the Check portion. Consultant is available to support completion if required. Contact your consultant if you need assistance.  
Act- Make Improvements
· Complete the Act portion. Consultant is available to support completion if required. Contact your consultant if you need assistance. 
Story  		
· Complete story using template suggestions for Plan, Do, Check, Act portions
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