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The full content of this template is available for download to your shopping cart. 

Example content: 

Instruction, Information, Demonstration and Supervision provided to: 
 
Name:__________________ _______________________________________________ 
 
TASK or Job Trained _____ _____________________________________ 
 
1. Employee provided with appropriate PPE and shown how to use it. 

• Safety footwear 
• etc 

2. Employee provided with safe work instructions for machinery and safe work 
method statements for process.  Employee signs SWMS and agrees to follow 
SWMS.   

• SWI  
3. Employee given instruction as to on/off switching & control functions of 

…….equipment. 
• Normal operation 
• Emergency stop buttons 

4. Employee instructed in set up, use and close down procedures for ……. 
equipment.  

5. Employee shown demonstration of use of  …….equipment & techniques of 
application. 

6. Employee supervised in use of …….equipment by competent operator until 
capable of unattended operation. 

• (supervision completed date)
7.   Employee instructed in carrying out required maintenance of ………machine. 

• Clean air filters 
• etc 

8.   Employee supervised in carrying out required maintenance by competent 
operator until capable of unattended maintenance.  

• (supervision completed date)
9. Employee has read and understood the ……….Operation and Maintenance 

Manual 
• (Date Completed)

10. Employee is competent to train others             yes / no 
• Must have minimum 6 months experience under management 

supervision. 
 
Signed by Employee :  __________________________________Date:________________ 


