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Introduction
1.1
Purpose and Objectives
1.1.1 PDO needs to ensure all those working for it are properly trained in the common hazards, risks and controls associated with its oil and gas exploration and production activities.  This training provides sufficient HSE knowledge and understanding, generally at an Awareness level, of the common workplace hazards, risks and controls to be found and used within its concession area, that will keep its workforce safe at work.
1.1.2 This Procedure sets out how PDO Approves and Quality Assures (QA) the training organisations and staff that are able to provide HSE Training courses and assessments to contractor staff, and/or PDO staff. 
1.2 Scope and Applicability

1.2.1
This procedure sets out the steps that need to be followed in order for an HSE Training organisation to be considered by PDO as becoming an Approved HSE Training Provider (ATP), (see PR 2010, Part I, sub-section 4.1.), and remaining so.  The steps are:
1 Establish eligibility 

2 Make an application (with non-returnable fee)  

3 Provide full documentation
4 Initial Audit at site by PDO,

5 Initial Audit decisions by PDO,

6 Issue of training and assessment materials (annual non-returnable fee),

7 Follow-up audit at site and audit close-out,

8 Quality Assurance: Ad-hoc  and annual audit, follow-up and close-out.

1.2.2 The procedure applies to both commercial HSE Training Institutes and contracting companies that wish to conduct PDO’s HSE programs and assessments in-house to their own staff.  

1.3 Review and Improvement

1.3.1 This procedure will be reviewed at least every 4 years to ensure it continues to meet company HSE training needs. 

1.3.2 Any major revisions thought necessary, will produce a review of the document as a whole, and as a consequence may lead to amendment, addendum or revision of the details in Appendices 
A – S inclusive and elsewhere in this document, at the same time.

1.3.3
Suggested improvements to the document and/or its content may be made at any time to the Document Custodian, using the template attached as Appendix O. These suggestions will be taken into account whenever the document is to be reviewed or amended.
1.4 Distribution

1.4.1 The following groups will be advised by email of any revision to this document, either directly or through their contract holder.  An electronic link to the revised document will be included in the advisory email to enable viewing or download.

· PDO Heads of Corporate MSE and Learning & Development, the HLD8 HSE Training team, 

· PDO Contract Holders

· PDO Approved HSE Training Providers (commercial) 

· Contracting companies approved to deliver PDO HSE courses in-house to their own staff.

· PDO’s HSE Training Services Contractor.

· PDO’s First Aid Training Services Contractor.

· PDO’s Defensive Driving Training Contractor.

· PDO’s Defensive Driving Assessment Contractor.
1.4.2 All other PDO staff will be advised of revisions to the document via a News List announcement using the Company’s intranet. The notice will include an electronic link to the revised document for viewing or download.
2.
Compliance Requirements 
2.1 General

2.1.1 PDO and contractor staff are required at all times to comply with the arrangements made for implementing its HSE Management System.  
2.1.2 PDO’s ATPs must comply with the same requirements, either through the specific provisions of Document C9 - HSE Specifications in any contract they may have with PDO for HSE Training Provision, or the requirements and recommendations that apply to PDO’s ATPs stated in:

· PR 2010 Part I: HSE Training Selection and Compliance Monitoring, 

· PR 2010 Part II: HSE Training Provision Approval and Quality Assurance 
· SP 1157 HSE Training Specifications, 
· GU 673 Core HSE Assessment System. 
2.1.3 Achieving compliance requires an understanding of the requirements, HSE training planning and records, and monitoring to provide evidence of compliance.  This is best achieved by the preparation of an HSE Training and Reassessment matrix for all staff involved in the team, Function, Directorate or contract.
2.1.4 Appendices A-G inclusive of PR 2010 Part I, contain course selection tables and the main points summary of all HSE course and assessment specifications in SP 1157.  Many of these courses are compulsory pre-requisites for Approval of HSE Trainers and Assessors working for an ATP.
2.1.5 The information provided will enable staff to quickly find essential and relevant details of a particular course and the page reference within SP 1157 HSE Training Specifications for obtaining further course information. 
2.2 ATP HSE Training Compliance Reports

2.2.1 All ATPs are required to submit an annual HSE Training compliance report that indicates the compliance status of each of the key staff within their organisation.

2.2.2 All ATPs shall send their HSE Training compliance report to HLD8 before the 10th of January in each calendar year, with compliance data relating to the previous calendar year.
2.2.3 HLD8 will maintain a record of ATP HSE Training compliance reports. 

2.3 Training Materials Provision - annual fee

2.3.1 All ATPs and applicants for Approval should note that the Company incurs considerable costs associated with the preparation of course specifications, high quality course and materials design, translation of materials etc.  
2.3.2 On 1st January each calendar year, the Company will invoice each of the Approved Training Providers for the provision and continued use of PDO provided training materials. This fee includes the costs associated with the Quality Assurance arrangements and provision of replacement Training materials whenever amendments or additions are made within the period. 
2.3.3 The fee invoiced each year to commercial ATPs will be OMR 2000.000. The fee is made up of three elements – course materials provision, EV audit & QA assessment costs and PDO CPD workshop attendances.  Payment of the submitted invoice shall be made within 45 days of date of invoice.
2.3.4 Non-commercial ATPs are companies contracted (not sub-contracted) to PDO that deliver one or more PDO HSE training programs to the staff directly employed by them. ATPs delivering such training to staff employed by another company in the same group of companies, will be regarded as a commercial ATP for annual fee purposes.  

2.3.5 Non-commercial ATPs will receive an invoice for a proportion of the full fee.  The reduction relates to the course materials provision element only, and will reflect the number of PDO course materials they are Approved to use.
2.3.6 Any ATP failing to pay this annual fee will have their Approval suspended until the fee is received by the Company.  Whilst an ATP has its Approval under suspension, it may not use any of the PDO course materials to conduct HSE courses or assessments for any client whatsoever.
2.3.7 If the fee is not received within 90 days of the invoice being submitted, the organisation’s Approval will be withdrawn, as will the Approvals for all staff working for it.

2.3.8 The Company will then require all previously issued Training and Assessment materials to be returned, together with a written assurance from the former ATP on its official headed stationery that they will not conduct any HSE courses or Assessments using PDO materials or any derived from them at any time in the future.

3
STEP 1:  Establishing Eligibility for ATP status
3.1
PDO is under no obligation to accept Applications from any training organisation wishing to become a PDO Approved Training Provider whether commercial or not.  The provision of advice to potential commercial applicants, and acceptance or rejection of applications, will be based entirely on PDO’s assessment of the present ATP network’s collective capacity to fully meet HSE Training demand from its own staff and its contracting companies. 
3.1.1
Commercial ATPs will be placed into one of three categories: 
A) General HSE Training and Assessment, offering all Level 1 and Level 2 General HSE courses with options to deliver First Aid, Lifting & Hoisting and Level 3 HSE courses. 
B) Medical Training & Assessment only. 
C) Lifting & Hoisting Training & Assessment only.
3.1.2
To be eligible, Category B commercial ATPs, must only be conducting medical related training at their facility, and be accredited by the American Heart Association to deliver AHAF and AHAR courses, by AHA qualified and certified trainers/assessors.  
3.1.3
To be eligible, Category C Training Providers must only be conducting Lifting & Hoisting training/assessment at their facility, although other activities related to Lifting & Hoisting may also be conducted there, e.g. testing and certification, manufacture or servicing of Lifting & Hoisting equipment and accessories.
3.2
Potential commercial ATP applicants are strongly recommended to make initial contact with PDO’s HLD8 team to establish if PDO has assessed a need to increase the present commercial ATP capacity or not.

3.3
PDO will not accept any application from a commercial HSE Training Provider  (Category A) that, at the time of application, is not able to provide staff and resources meeting its requirements for all Level 1 and Level 2 HSE Courses, excluding Defensive Driving, Lifting & Hoisting and Safety Leadership courses.  

3.3.1
To be eligible, Category B commercial ATPs, must be conducting medical related training only at their facility, and be accredited by the American Heart Association to deliver AHAF and AHAR courses, by AHA qualified and certified trainers/assessors.  

3.3.2
To be eligible, Category C Training Providers must be conducting Lifting & Hoisting training/assessment only at their facility, although other activities related to Lifting & Hoisting may also be conducted there, e.g. testing and certification, manufacture or servicing of Lifting & Hoisting equipment and accessories.
3.4
If PDO has indicated to a potential commercial applicant that there is a need to increase the capacity of the existing ATP network the  HSE Training Services (courses and assessments) Provider applicant will need to consider carefully whether they can meet all the applicable requirements PDO has set out for these activities, in full, at the time of making the application.  These are contained in:
· PR 2010 Part I – HSE Training Selection and Compliance Monitoring – nominations, confirmations, cancellations or amendments for HSE training events, records and reports.

· PR 2010 Part II: HSE Training Provision and Quality Assurance procedure – minimum staff qualifications and experience; training facilities and equipment provision; approvals procedure; quality assurance monitoring procedure.

· SP 1157 HSE Training Specifications – HSE Training Course and Assessment detailed course and reassessment specifications

· GU 673 Core HSE Assessment System – the recommended overall performance assessment scheme and the role of those within it.
4 STEP2:  Applying for PDO ATP status.
4.1
HSE Training organisations will either be a Category A, B or C commercial vocational Institute  or contracting companies wishing to deliver some or all of PDO’s HSE courses and assessments in-house to their own staff (Category D).  
4.2
Commercial Training organisations, having assessed they are eligible and received in writing or by email a confirmation from PDO that it has a need to increase ATP market capacity, may consider making an application using the pro-forma in Appendix P.  Forwarding an application, with the required fee and documentation, implies no guarantee that PDO will grant an Approval.
4.3
Contracting companies wishing to obtain Approval to deliver PDO’s training or assessments in-house, and having assessed they are eligible,  may consider making an application using the pro-forma in Appendix P.  Forwarding an application, with the application fee and documentation, implies no guarantee that PDO will grant an Approval.
4.2
The completed application should be sent signed and stamped with the company stamp, and with a non-returnable application fee of OMR 4000.00, to:

Petroleum Development Oman, 

Mina al Fahal, 

PO Box 81, 

PC 100, 

Muscat, 

Sultanate of Oman.

5 STEP 3:  Providing the documentation

5.1.1 HSE Training organisations should send an accompanying folder with their non-returnable application application fee, that contains the following documentary evidence:

	
	Applies to ATP Category
	Documentation required

	1
	A, B, C & D
	A copy of the organisation’s HSE Management System with evidence that the implementation arrangements stated are actually being practised.

	2
	A, B, C & D
	The Administration Procedures Manual that staff must follow when dealing with HSE Training Courses and Assessments.

	3
	A, B, C & D
	An ISO 9000 certificate or its equivalent.  This certification shall be maintained throughout the duration of the Approval. 

	4
	A, B, C & D
	The Quality Assurance plan for HSE Training courses and Assessments 

	5
	
	The Training organisation’s structure with respect to Training conduct and assessment, and the management of both.

	6
	A, B, C & D
	The CVs including references of each member of the Training and Assessment staff, with attested copies of qualifications certificates attached to each.

	7
	A, B, C & D
	Full documentary evidence for any claimed equivalent qualification for any member of the Training staff.

	8
	A, B, C & D
	The specific PDO HSE courses and/or assessments that the organisation wishes each individual trainer to have Approval to conduct.

	9
	A, B, C & D
	Simple line drawing layout plans for the Training facility to be used, and the site it is on.

	10
	A, B, C & D
	A location plan of the Training facility, with a GPS position referenced to Oman datum, expressed in Latitude and Longitude, with 

	11
	A, B, C & D
	A completed Teaching Location pro-forma as in Appendix F –Assessment of temporary training or assessment   locations.

	12
	A, B & C
	A confirmatory statement that the Training facility  site is within 34km straight line distance of Gate No 1 at PDO’s  Mina Al Fahal site.

	13
	A, B & C
	The same information concerning layout plans and position of any other Training Facility the organisation wishes to have considered, and how approval and use of it would benefit PDO or its contractors.

	14
	A, B, & C
	For all categories of commercial ATP, a list of equipment provided, referenced to each PDO HSE course or reassessment that approval is being requested for.

	15
	A & B
	The Institute’s Accreditation Certificate from the American Heart Association.

	16
	A
	The optional PDO Level 1 and Level 2 courses and reassessments that the organisation wishes to be approved to conduct.  

	17
	C
	The accreditation certificates held by the Institute that relate to Lifting & Hoisting training, assessment and other related activities.

	18
	D
	The specific Level 1 and Level 2 General HSE courses they are seeking Approval to deliver.

	19
	D
	The equipment in use in their own company aligned to each of the course types they are requesting approval to deliver.


5.2
On receipt of the application, folder and application fee, PDO will provide a signed and dated receipt to the applicant.
5.3
Within 10 working days of receipt,  PDO’s HSE Training and Quality Assurance Team will review all of the submitted material and communicate their initial decision to the applicant.

5.4
If the eligibility criteria have been met in full, arrangements will be made for the PDO HSE Training and Quality Assurance Team to visit the site(s) within a further 10 working days to carry out an Initial Audit. 

6 STEP4:  Initial Audit

6.1 Members of the PDO HSE Training Quality Assurance Team will attend the applicant’s site(s) and hold an initial ‘kick-off’ meeting with the organisation’s senior management team to set out the PDO team’s Scope of Work, Terms of Reference, and to deal with any issues that may need clarification.
6.2 Following the ‘kick-off’ meeting, the PDO team members will commence the audit, using the Appendix L – ATP HSE Training Services Quality Assurance Audit pro-forma.  The process will include, but not be limited to:

· Verification of the supplied application documentation
· Interviews with relevant staff to assess their awareness of relevant systems and procedures. 

· Interviews with all of Trainers, Assessors and Managers to be used to ensure:

· They are properly aware of PDO’s requirements, 
· Are evidently sector competent for their individual planned activities 
· A physical site, facility and equipment inspection 
· An assessment of the potential value to PDO’s business if the Training organisation were to be Approved.

6.3 If the audit team members identify gaps in the applicant meeting PDO’s requirements, these will be noted during the audit and discussed with the applicant’s senior management team at the conclusion, and before leaving the site.
7 STEP 5:  Initial Decisions by PDO

7.1 Initial Audit conclusion meeting

7.1.1 The findings and evidence identified by the team will be summarized to the HSE Training organisation’s senior management team, prior to the audit team leaving site.

7.1.2 Specifically, the audit team will have identified if:

· There are less than 6 minor gaps in requirements, 

· There is no more than 1 major gap in requirements,

· The Category A, B or C commercial ATP organisation has an assessed grading of no less than 6 on the Value to PDO’s business scale. Items 3 & 4 will not apply to non-commercial ATPs, and an additional 0.5  will be added to their rating to accommodate this difference. 
These represent the minimum criteria for Approval of any kind, after the initial audit has been completed.

7.1.3 If gaps within the limits of the minimum acceptable criteria have been identified, the senior management team members need to agree with PDO’s audit team:

· How the gaps are to be addressed and closed-out

· By whom specifically.

· By when specifically.

· When the close-out audit is to take place.

7.1.4 If the initial audit identifies that the minimum eligibility criteria have not been met, the team will make this known to the organisation’s senior management team. 

7.1.5 On the basis of the initial audit requirements being met, and any other relevant matters, an audit close-out action plan will be put forward.  The plan will include named Action Parties, and specific close-out dates, all of which must be within a maximum of 3 months from the date of initial audit.   If the Applicant’s senior management team agree to the action plan and its requirements and time scales, the team will award Provisional Approval of the organisation to:

· deliver specific HSE Training courses and/or reassessments to PDO contractor staff, 

· allow, on a provisional basis, named HSE Trainers and/or Assessors to conduct specific courses and/or reassessments to PDO contractor staff. 
7.1.6
Within 7 working days of completing the initial audit that led to a provisional approval being awarded, PDO will place on its HSE Training Contractors Training web pages (http://www.pdo.co.om/hseforcontractors/training/train.html) an updated matrix of Approved Training Providers. This update will include the applicant’s provisional approval status, and courses that it has been agreed the applicant may deliver during the close-out period. The same action will be taken regarding a contractor that has gained a provisional Approval to deliver PDO courses in-house, but the list of ‘Contractors Approved to deliver Training’ will be updated instead.
8 STEP6:  Issue of materials

8.1 Issuing PDO’s HSE course and assessment materials to an ATP
8.1.1 Within  7 working days of the initial audit concluding, those organisations awarded a provisional Approval will receive an invoice for the supply of all relevant training materials  from PDO (see 2.3, Training Materials Provision - annual fee).  
8.1.2 No PDO HSE Training materials will be supplied until PDO has received and acknowledged the fee invoiced.

9 STEP 7:  Follow-Up Audit and Close-Out.
9.1 Finalising the Approval
9.1.1 On the date agreed with the ATP Applicant’s senior management team at the conclusion of the initial audit, PDO’s HSE Training Quality Assurance team will attend the site(s) of the organisation , and meet with its senior management team.  
9.1.2 The Scope of Work of the follow-up audit will be discussed briefly with the senior management team.  This is to confirm that all actions agreed at the conclusion of the initial audit will be examined to establish if they have been closed out satisfactorily.  The opportunity to monitor the conduct of training and assessment and associated administration to ensure it continues to meet Company requirements will also take place, time permitting.

9.1.3 Once the team have confirmed close-out of all items, the provisional Approval will be confirmed to include any additional courses or assessments they are now Approved to deliver. The finalisation status will be communicated to the ATP Applicant within 5 working days of the close-out of the follow-up audit.

9.1.4 Within 10 working days of completing the follow-up audit that led to an Approval confirmation being awarded, PDO will place on its HSE Training Contractors Training web pages (Training Provider PDO approval status) an updated matrix of Approved Training Providers. This update will include the confirmed approval status, and courses that it has been agreed the new ATP may deliver. The same action will be taken regarding a contractor that has gained a confirmed approval to deliver PDO courses in-house, but the list of ‘Contractors Approved to deliver Training’ will be updated instead.
10 STEP 8:  Quality Assurance of ATPs
10.1 Ad-hoc Quality Assurance
10.1.1
PDO reserves the right to Quality Assure (QA) any part or parts of the HSE Training course and reassessment provision being conducted by any ATP, at any time.

10.1.2
This QA may take the form of:

· Unannounced, training and assessment conduct sampling of an ATP by a member of the Company’s HSE Training Quality Assurance Team 

· Anonymous  observation and assessment sampling of the training or reassessment conduct of an ATP,  by a Company sponsored course or assessment nominee
· Pre-arranged  training and assessment conduct sampling of an ATP by a member of the Company’s HSE Training Quality Assurance Team.
10.1.3
In any of the three cases, an observation report will be prepared within 5 working days after the event and provided to the ATP at which the observation and assessment took place.  Depending on the observations and assessment made, a meeting may be called with the ATP’s Training Manager and/or Trainer or Assessor to discuss the content of the report, and any subsequent action(s) that may be deemed necessary.
10.2 Annual Quality Assurance
10.2.1 At least once in each calendar year, ATPs will receive a pre-arranged HSE Training Provision External Verification Quality Assurance (EV QA) audit from the Company’s HSE Training Quality Assurance Team.
10.2.2 The conduct, arrangements and reporting for EV QA audits will be on the same basis as those used for initial Approval audits, together with any subsequent follow-up audit and close-out.

10.2.3 The annual EV QA audit is a thorough examination of the compliance by the ATP against PDO’s requirements for HSE Training Services Provision.  The audit team will use this as an opportunity to seek evidence to confirm compliance by the ATP, not to find things wrong.  ATPs should regard such EV QA audits as opportunities to receive endorsement of the high quality conduct of training courses and reassessments they should be conducting on behalf of PDO. 
10.2.4 All PDO’s ATP’s become a ‘shop window’ for its clients to see PDO’s HSE standards in action.  It should be noted that the ATP’s own HSE performance and conduct will form part of the annual audit Scope of Work and Terms of Reference. 
11 Approval Conditions 
11.1
Compliance with Specifications and Procedures

11.1.1
Paragraph 2.1.2 of this document sets out the compliance obligations of PDO’s ATPs, whether contracted to PDO or not.  Evidence that an ATP or a member of its staff, is consistently falling short of the example of safe behaviours PDO expects of those representing its HSE standards to impressionable delegates, will be of significant concern to the Company.
11.1.2
This information may be acquired by PDO directly or indirectly.  In every case, the supplied evidence will be discussed initially with the ATP’s Training Manager, with a view to an internal investigation being commenced and completed  by the ATP within 5 working days.  The findings and recommendations from that investigation will be made known to the PDO HSE Training Quality Assurance Team, together with the ATP’s proposed close-out plan.

11.1.3
Repetitions of poor Safety Leadership and role modelling, and/or observed non-compliance  with PDO’s specifications and Procedures  may lead to suspension or withdrawal of an Approval from either Trainer, Assessor or the ATP as a whole.
11.2
Nominations, Confirmations, Amendments and Cancellations system.

11.2.1
All ATPs are advised to refer to PR 2010 Part I, section 3.6 to ensure they thoroughly understand the administration arrangements  expected of them related to, and associated with, the conduct of HSE training courses and reassessments, i.e training event  nominations, confirmations, cancellations, and  amendments. 

11.2.2
Sub-sections 3.6.3 – 3.6.6 inclusive of PR 2010 Part I, will only apply to ATPs that have a formal contract with PDO to conduct  with PDO staff, any or all categories of event within PDO’s HSE Training course and reassessment portfolio on an exclusive basis.  The different event categories are indicated by the index titles of Appendices A – G in SP 1157 HSE Training Specifications.
11.2.3
PR 2010 Part I, Sub-sections 3.6.7 – 3.6.9, 3.7.1  and 3.7.4 inclusive apply to all ATPs.

11.3
Attendance and HSE Performance (assessment) Records

11.3.1
Section 3.7.1 of PR 2010 Part I requires ATPs to maintain and report records of attendance and assessments outcomes to the HLD8 HSE Training and Competence Quality Assurance team on a monthly basis.

11.3.2
These records are to be submitted no later than the 10th of each calendar month for training events conducted in the previous calendar month, using a standard reporting template supplied by PDO. (Appendix M).  Repeated late submissions of data will lead to a suspension of the ATP’s Approval until all outstanding data has been submitted correctly.
11.3.3
The format of columns, format of data entries, and course codes used must be exactly as exampled in the electronic file version of the template.  Any data submitted that does not conform will be returned with a polite request to resubmit using the approved format.
11.4
HSE Passport, Permit and Certificate records

11.4.1
All ATPs are required to submit a monthly list of the HSE passports, permits and certificates issued to PDO contractor staff for every calendar month.  Data should be submitted using the template PDO has provided.  (Appendix Q).  The submission date is the 10th of each calendar month.
11.5
Continuous Professional Development (CPD) of ATP staff
11.5.1
All key staff associated with an ATPs activities, will be required to participate in the ATP’s CPD scheme.  Each ATP should maintain a running CPD record of its staff, a copy of which may be requested at any time by PDO.
11.5.1
In addition to any internal arrangements within ATP organisations, PDO will host and co-ordinate a minimum of four 1 day CPD workshops throughout each calendar year, running on Thursdays.  Attendance fees for ATP Trainers, Assessors, their Managers and their HSE Adviser on these events, which include refreshments for delegates, are included in the annual ATP Training Materials fee.

11.5.2
All key ATP staff (see Appendix A) must attend a minimum of 75% of the CPD events hosted and co-ordinated by PDO in any one calendar year.  Key staff within a specialist medical training ATP may attend on a voluntary basis.
11.5.3
ATP Training Managers will have the planned dates of CPD workshops made known to them during December of each calendar year by PDO’s HLD8 team .  

11.5.4
Nominations for attendance on CPD workshops will be accepted by the HLD8 HSE Training Quality Assurance Team when made on a standard nomination form provided to Training Managers by PDO. (Appendix R)  

11.5.6
All nominations from HSE Training Managers for PDO Approved HSE Training Managers, HSE Training Assessment Managers,  HSE Trainers, HSE Training Assessors, and Coastal HSE Training Administrators will be accepted until the published closing date for each event.  

11.5.7
Nominations made or received  after the published closing date will be rejected, and the HSE Training Manager advised by return e-mail.

11.5.8
Within 7 working days of the CPD workshop ending, PDO will issue electronic CPD workshop attendance certificates for each delegate, sent to the appropriate Training Manager.

11.6
Training Managers’ Forum (TMF)
11.6.1
Meetings to discuss and resolve common issues related to the Provision of HSE Training Services to the pan-PDO community will be scheduled approximately bi-monthly within each calendar year and hosted by ATPs on a rotational basis.  

11.6.2
The dates of these forum meetings will be made known to all ATP Training Managers  by PDO during December of each calendar year.  HLD8 will chair the TMFs.  The meeting will normally scheduled to run between 0800 and 1200 on each of the scheduled dates.

11.6.3
ATP Managers may raise any matter related to HSE Training Provision for discussion by registering the item with PDO’s HLD8 HSE Training Quality Assurance Team at least 3 working days before the scheduled date of the meeting.   The HLD8 team will add the item to the meeting by placing it on the agenda. 

11.6.4
PDO’s HLD8 HSE Training Quality Assurance Team will produce and circulate a meeting agenda to all ATP Training Managers at least 3 working days before the TMF is scheduled to be held.

11.6.5
PDO’s HLD8 HSE Training Quality Assurance Team will produce and circulate meeting minutes to all ATP Training Managers within 7 working days of each meeting being held.  The minutes will include:

· a summary of the discussions held, 

· a conclusion for each item, 

· an action statement, 

· the responsible action party(s); 

· and target dates for close-out of each item.

11.6.6
Action item close-out status will be a standard item on each TMF Agenda.

11.6.7
The HLD8 Team will maintain a record of all TMF meeting agendas and minutes.

11.6.8
All ATPs are required to attend 100% of the scheduled Training Manager’ Forum meetings organised by PDO in each calendar year.   ATP Training Assessment Managers may attend in-lieu of the Training Manager when he/she is not available.
Appendix A – ATP Staff Qualifications & Experience

1 Introduction

The philosophy of ATP staff competence assurance is largely reliant upon external, third party certification supported by appropriate periods of sector experience.  The requirements here should be seen as a minimum and individuals may alternatively or additionally be required to demonstrate competence to the satisfaction of the Company.

2 Qualifications of staff required 

Details relating to the specific qualifications required of key staff in an ATP’s organisation are provided in Appendix A – ATP Staff Qualifications & Experience and Appendix B - Key ATP staff Qualifications/certifications
3 Equivalent Qualifications comparison

Questions of comparability of qualifications will often occur and definitive information on what compares with the required qualifications is difficult.  Each case will be considered on its merits.

Whenever Company agreement is sought to recognise a particular professional qualification, the following criteria should be considered and any support documentation must demonstrate that majority comparability with the example qualifications listed in Appendix C - Summary of primary trainer and assessor qualifications for equivalent comparative purposes. exists.

Comprehensive and detailed documentation should be provided by the applicant to establish the necessary comparability.  Where certificates are referred to, copies of the originals shall be provided. Copy certificates must be annotated and signed by the ATP’s Training Manager confirming that the original document has been inspected.  

The Company may require sight of the original documentation to support any claim at any time.  

To establish the required majority comparability, the qualification being considered should be investigated by the applicant to establish that it possesses the following characteristics:

· Comparable learning methods

· Comparable contact / learning and private study hours

· Comparable assessment methods

· Comparable trainer qualification requirements

Recognised reciprocity by significant International organisations, e.g. The Health & Safety Executive, Institute of Occupational Safety & Health, National Qualifications Framework and the Qualifications & Credit Framework in the UK, will be regarded favourably by the Company.

4 HSE Training Manager & HSE Training Assessment Manager

The HSE Training and HSE Training Assessment Managers shall possess the following:

	Minimum - HSE Qualifications/Experience
	Minimum - Training/Assessment Qualifications/Experience

	1     International NEBOSH Diploma  or Level 5 NVQ Diploma in Occupational Safety & Health (See Appendix B), and   3 years experience as a full-time HSE Adviser or HSE Manager in the Oil & Gas industry, and attendance certificates or records for all Level 1 and Level 2 Approved PDO HSE courses (see SP 1157 Appendices A – G inclusive).

 
	1     Level 4 Diploma in Learning & Development (see Appendix B), and  2 years experience in training, assessment and its management, 
or
2    Level 3 Certificate in Learning & Development, and registered and working towards Level 4 Diploma in Learning & Development(see Appendix B), and
 3 years relevant experience in training, assessment and its management.


5 HSE Adviser / Manager

The HSE Adviser / Manager shall possess the following:
	Minimum - HSE Qualifications/Experience
	Minimum - Training/Assessment Qualifications/Experience

	1     International NEBOSH Diploma  or Level 5 NVQ Diploma in Occupational Safety & Health (see Appendix B), and  3 years experience as a full-time HSE Adviser or HSE Manager in the Oil & Gas industry, and    attendance certificates or records for the following PDO Approved courses (see SP 1157 Appendices A – G inclusive):

· HSE Induction

· Initial Fire Response

· HSE Tools & Skills

· Coaching, Mentoring & Competence Assessment

· Safety Leadership for Supervisors
	1     Level 3 Award in Learning & Development (see Appendix B), and  2 years relevant experience in HSE training and assessment. 
 


6 Coastal HSE Training Administrator

The Coastal HSE Training Administrator shall possess the following:
	Minimum - HSE Qualifications/Experience
	Minimum - Training/Assessment Qualifications/Experience

	1    Attendance certificates or records for the following PDO Approved courses (see SP 1157 Appendix G):

· HSE Induction

· Initial Fire Response

· Dealing with Hazards & Risks


	1     Fluent in English (IELTS Band 6 in all categories, if a 2nd language) and preferably Arabic (ALPTS Band 6 in listening and speaking, if a 2nd language)– [see Appendix B - LANGUAGE FLUENCY Certification] and  Computer literate and competent in the use of all IT, office equipment and  computer software used on the Contract, with 3 years experience as a senior administrator.


7 Level 1 HSE Trainers

To be approved to deliver any Level 1 HSE training course or assessments, a trainer shall possess the following:

	Minimum - HSE Qualifications/Experience
	Minimum - Training/Assessment Qualifications/Experience

	 1    NEBOSH international Certificate  or UK NVQ Level 3 in Occupational Safety & Health (see Appendix B -HSE Qualifications), and   1 year experience in an HSE Adviser or Manager role within the oil and gas industry,

OR

2      IOSH Managing Safely , and working towards NEBOSH International Certificate  or NVQ Level 3 in Occupational Safety & Health (to be obtained within 12 months)(See Appendix B - HSE Qualifications), and   3 years experience in an HSE Adviser or Manager role, or its demonstrated equivalent.
	Level 3 Certificate in Learning & Development (including  the assessor qualification) (Appendix B - TRAINING Qualifications), and attendance certificates or records for the following PDO Approved courses:

· HSE Induction

· Initial Fire Response

· HSE Tools & Skills

· Coaching, Mentoring & Competence Assessment

· Safety Leadership for Supervisors, and 1 years experience in HSE training and assessment, and  be Approved as STOP materials trainer by PDO, and  be Approved as sector competent by PDO for the specific course(s) to be delivered.


8 Level 1 Lifting & Hoisting Trainers

	Minimum HSE Qualifications & Experience
	Minimum Training & Assessment Qualifications & Experience

	As for Level 1 HSE Trainers
	As for Level 1 HSE Trainers, and must have
1. The technical knowledge relating to the operation and management of the particular equipment relating to the course or assessment.

2. 5 years or more experience as a trainer and assessor with the particular equipment relating to the course or assessment.

3. Given training for the particular equipment involved at least once during the previous 12 months.

4. Have a current, valid qualification to operate the particular equipment for which training is being provided/assessments being conducted, e.g. National Plant Operators Registration Scheme (NPORS), Construction Industries Trainign Board/Construction Plant Comp[etence Scheme (CITB/CPCS), accredited National Commission for the Certification of Crane Operators (NCCCO) examiner, or Internationally recognised equivalent.

5. Wherever practicable, hold a current, valid ROP Plant Operator’s Licence for the equipment involved.


9 Level 2 HSE Trainers
To be approved to deliver any Level 2 HSE courses or assessments a trainer shall possess the following:

	Minimum - HSE Qualifications/Experience
	Minimum - Training/Assessment Qualifications/Experience

	1    NEBOSH Level 6 International Diploma or NVQ Level 5 Diploma in Occupational Safety & Health (see Appendix B - HSE Qualifications), and   3 years experience in an HSE Adviser or Manager role.
	1     Level 4 Diploma in Learning & Development (see Appendix B - TRAINING Qualifications), and  2 years experience in training, assessment and its management,

OR

2      Level 3 Certificate in Learning & Development and working towards Level 4 Diploma in Learning & Development (see Appendix B- TRAINING Qualifications) to be obtained within 12 months, and  3 years relevant experience in training, assessment and its management 

PLUS, in either case

Be Approved as a STOP materials Trainer and

sector competent by PDO for the specific course(s) to be delivered.


10 Level 3 Trainers 

 To be approved to deliver any of the Level 3 HSE courses or assessments a trainer shall possess the following:

	Minimum - HSE Qualifications/Experience
	Minimum - Training/Assessment Qualifications/Experience

	1    NEBOSH Level 6 International Diploma or NVQ Level 5 Diploma in Occupational Safety & Health (see Appendix B- HSE Qualifications), and  2 years experience in an HSE Adviser or Manager role.


	1     Level 4 Diploma in Learning & Development (see Appendix B - TRAINING Qualifications), and 5 years relevant experience in HSE training and assessment, 

OR

2       Level 3 Certificate in Learning & Development and  Registered and working towards Level 4 Diploma in Learning & Development (see Appendix B - TRAINING Qualifications ) to be obtained within 12 months, and 3 years relevant experience in HSE training, and assessment, 

PLUS, in either case

sector competence for the topic area being taught, and accreditation or approval by the appropriate awarding body to conduct the specific course being delivered.


11 Level 1 (HSE) First Aid Trainers
To be approved to deliver any of the Company approved 1st Aid training courses, a 1st Aid trainer shall possess the following:

	Minimum - 1st Aid Qualifications/Experience
	Minimum - Training/Assessment Qualifications/Experience

	1    Current American Heart Association    ‘Heart-saver’ First Aid, CPR & AED  trainer qualification. 
(No equivalent qualification is acceptable)
	1     2 years experience in 1st Aid training and assessment, and   Level 3 Award in Facilitating Learning & Development (including  Unit 16 [assessment] of the Level 3 Certificate in Learning & Development – see Appendix B - TRAINING Qualifications) , or
2    Registered for  Level 3 Award in Facilitating Learning & Development (including  Unit 16 [assessment] of the Level 3 Certificate in Learning & development – see Appendix B - TRAINING Qualifications)  which must be  obtained within 12 months of PDO Approval as a 1st Aid trainer.


Levels of HSE Training Courses

HSE Training courses and assessments are grouped into three categories, Levels 1, 2 and 3 each requiring specific trainer qualifications and experience.

	
	Level 1
	
	Level 2
	
	Level 3

	Code
	General HSE
	Code
	General HSE
	Code
	HSE Qualifications

	IND
	HSE Induction
	SLS
	Safety Leadership for Supervisors
	NEBOSH
	Level 2 NEBOSH Award in H&S at Work

	INDP
	HSE Induction site-specific (online & at site) 
	SLM
	Safety Leadership for Managers
	IOSHM
	IOSH Managing Safely

	H2S
	H2S Awareness & Escape
	SLE
	Safety Leadership for Executives
	NEBHW
	Level 3 NEBOSH Certificate in Management of Health & well-being at Work

	SCBA
	SCBA & Confined Space Rescue
	AGT
	Authorised Gas Tester
	NEBCCS
	Level 3 NEBOSH International Certificate in Construction H&S

	IFR
	Initial Fire Response
	IAI
	Incident & Accident Investigation
	NEBTOGS
	Level 3 NEBOSH International Technical Certificate in Oil & Gas Operational Safety

	CHA
	Chemical Handling Awareness
	HTS
	HSE Tools & Skills
	NEBHSC
	Level 3 NEBOSH International Certificate in Occupational Safety & Health

	DHR
	Dealing with Hazards and Risks
	PTWH
	PTW (Holder)
	NVQ3OSH
	NVQ Level 3 Occupational Safety & Health

	FW
	Fire Warden
	PTWS
	PTW (Signatory)
	NEBEMC
	Level 3 NEBOSH National Certificate in Environmental Management

	NORMA
	NORM Awareness
	PTWA
	PTW Auditors
	NEBHSD
	Level 6 NEBOSH International Diploma in Occupational Safety & Health

	EA
	Environmental Awareness Introduction
	NORMS
	NORM for Supervisors
	NVQ5OSH
	NVQ Level 5 in Occupational Safety & Health

	HRA
	Health Risk Assessment
	CMC
	Coaching, Mentoring & Performance  Assessment
	NEBEMD
	Level 5 NEBOSH Diploma in Environmental Management

	
	
	PSO
	Process Safety orientation
	TPB
	Tripod Beta Practitioner


	
	Level 1
	
	Level 2
	
	Level 3

	Code
	General HSE
	Code
	General HSE
	Code
	HSE Qualifications

	
	1st Aid
	
	Lifting & Hoisting
	
	Learning & Development Qualifications

	AHAF
	AHA 1st Aid, CPR & AED Foundation
	SLOT
	Supervisor Lifting Operations
	NVQ3LDA
	NVQ Level 3 Award in Learning & Development

	AHAR
	AHA 1st Aid, CPR & AED Re-certification
	SCAP
	Scaffold Appreciation
	NVQ3LDC
	NVQ Level 3 Certificate in Learning & Development

	
	Lifting & Hoisting
	SCIN
	Scaffold Inspector
	NVQ4LDD
	NVQ Level 4 Diploma in Learning & Development

	FLOP
	Fork Lift Truck Operator
	
	
	
	

	MEWP
	Mobile Elevating Platform Operator
	
	
	
	

	HIAB
	Self-Loader (HIAB) Crane Operator
	
	
	
	Assessor Qualifications

	OTCO
	Overhead Travelling Crane Operator
	
	
	NVQ3VAA
	NVQ Level 3 Vocational Assessor Award

	RNB
	Riggers and Banksman
	
	
	NVQ4VAC
	NVQ Level 4 Vocational Assessor Award

	
	Riggers and Slingers
	
	
	
	

	SBTO
	Side Boom Tractor Operator
	
	
	
	

	MCOP
	Mobile Crane Operator
	
	
	
	


Appendix B - Key ATP staff Qualifications/certifications 

	HSE Qualifications 

	Primary Qualifications cited
	Alternative Qualification cited
	Known acceptable equivalent to primary qualification
	Applicable to:

	NEBOSH International General Certificate in OSH


	IOSH Managing Safely

AND

Working towards NEBOSH International General Certificate  or UK NVQ 3 in OSH (12 months only)
	NEBOSH National General Certificate 

UK NVQ 3 in OSH

Industrial Safety Diploma (India)
	Level 1 HSE Trainers;

Interior Contractor Reps

	UK NVQ Level 3 in Occupational Safety & Health
	NEBOSH International Certificate in OSH


	NEBOSH National Certificate in OSH

Industrial Safety Diploma (India)
	

	IOSH Managing Safely

AND

Working towards NEBOSH international Certificate  
	IOSH Managing Safely

AND

Working towards NEBOSH international Certificate  
	
	Level 1 HSE Trainers

	NEBOSH Level 6 International Diploma
	UK NVQ Level 4/5 in Occupational Safety & Health
	Post-graduate Industrial Safety Diploma (India)

AND

Minimum BSc or BEng degree
	Level 2 HSE Trainers; 

HSE Training Manager; 

HSE Training Assessment Manager; 

HSE Adviser / Manager


	TRAINING Qualifications

	Primary Qualifications cited
	Alternative Qualification cited
	Known acceptable equivalent qualifications
	Applicable to:

	Level 3 Award in Facilitating Learning & Development AND Unit 16 of Level 3 Certificate.
	
	EMTA International Trainer Certificate AND D32/D33: A1/A2

EAL International Trainer Certificate AND D32/D33: A1/A2
	1st Aid Trainers

	Level 3 Certificate in Learning & Development (including the assessor qualification)
	
	City & Guilds 1106 International Trainer Award AND UK NVQ A1/A2 or D32/D33 Assessor qualification.

EAL Certificate in Training Skills Level 1

EMTA International Trainers Certificate Level 2
	Level 1 HSE Trainers; 

1st Aid Trainers

	Level 4 Diploma in Learning & Development (UK Qualifications and Credit Framework [QCF])
	Level 3 Certificate in Learning & Development (including the assessor qualification) 

AND

 working towards Level 4 Diploma (12 months only)
	City & Guilds 1106 International Trainer Diploma IVQ2 AND UK NVQ A1/A2 or D32/D33 Assessor qualification.

UK Certificate in Post-compulsory Education

UK Post-graduate Certificate in post-compulsory Education 
	Level 2 HSE Trainers

HSE Training Manager

HSE Training Assessment Manager


	ASSESSOR Qualifications

	Primary Qualifications cited
	Alternative Qualification cited
	Known acceptable equivalent qualifications
	Applicable to:

	Level 3 Certificate in Learning & Development (including the assessor qualification)
	
	UK NVQ A1/A2 Assessor awards

UK NVQ D32/D33 Assessor Awards

TEFL Assessor Awards
	Level 1 HSE Trainers

1st Aid Trainers

	Level 4 Diploma in Learning & Development (UK Qualifications and Credit Framework [QCF])
	
	UK NVQ A1/A2 Assessor awards

UK NVQ D32/D33 Assessor Awards

TEFL Assessor Awards
	Level 2 HSE Trainers

	Level 4 Diploma in Learning & Development (UK Qualifications and Credit Framework [QCF])
	
	UK NVQ V1

UK NVQ Internal or External Verifier Award (V1 / V2)
	HSE Training Manager

HSE Training Assessment Manager


	LANGUAGE FLUENCY Certification

	Primary Qualifications cited
	Alternative Qualification cited
	Known acceptable equivalent qualifications
	Applicable to:

	Arabic Language Proficiency Test Band 6
	
	
	HSE Trainers, delivering in Arabic as a 2nd language;

Coastal HSE Training Administrator if Arabic is NOT 1st language);

Interior Contractor Representatives

	International English Language Testing System Band 6
	
	
	HSE Trainers delivering in English as a 2nd language.
Coastal HSE Administrator (if English is NOT 1st language).


	Other Certifications

	Primary Certifications cited
	Alternative certification cited
	Known acceptable equivalent certifications
	Applicable to:

	PDO STOP materials Trainer
	Dupont STOP Trainer
	Dupont STOP Trainer
	Level 1 HSE Trainers; 

Level 2 HSE Trainers

	Safety Leadership Facilitation
	None
	None
	TM & Company selected Level 2 HSE Trainers.

	PDO HSE Induction
	None
	None
	All Trainers

	H2S Awareness & Escape
	None
	None
	All H2S and SCBA trainers

	Dealing with Hazards & Risks
	None
	None
	All Level 1 & 1st Aid trainers

	Basic Gas Testing
	None
	None
	All SCBA, H2S and Gas Testing Trainers

	SCBA and Confined Space Rescue
	None
	None
	All H2S and Gas Testing Trainers

	NORM Awareness
	None
	None
	All NORM trainers

	Chemical Handling Awareness
	None
	None
	All Chemical Handling Awareness Trainers

	Risk Assessment
	None
	None
	All Risk Assessment Trainers

	HSE Tools & Skills
	None
	None
	All HSE Trainers

	Coaching, Mentoring & Competence Assessment
	None
	None
	All HSE Trainers

	Safety Leadership for Supervisors
	None
	None
	All HSE Trainers

	Safety Leadership for Managers
	None
	None
	HSE Training Manager, HSE Training Assessment Manager, HSE Adviser/Manager

	Safety Leadership for Executives
	None
	None
	Contract Manager

	Incident Investigation
	None
	None
	HSE Training Manager, HSE Assessment Manager, Contract Manager, HSE Adviser/Manager, Incident Investigation Trainers

	Permit to Work Holder
	None
	None
	All PTW Trainers

	Permit to Work Signatory
	None
	None
	All PTW Trainers

	Permit to Work Auditor
	None
	None
	All PTW Trainers

	Chemical Handling for Supervisors
	None
	None
	All Chemical Handling for Supervisors Trainers

	NORM for Supervisors
	None
	None
	All NORM Trainers

	NORM Technicians
	None
	None
	All NORM Trainers

	Process Safety Orientation
	None
	None
	All PSO Trainers

	AHA Heartsaver 1st Aid, CPR & AED Trainer
	None
	None
	All AHA 1st Aid trainers.

	AHA Heartsaver 1st Aid, CPR & AED  certificate holder
	None
	None
	All HSE Trainers


Appendix C - Summary of primary trainer and assessor qualifications for equivalent comparative purposes.
Level 3 Award  in facilitating  learning and development 

To achieve this qualification, learners must achieve a minimum of 12 credits. 

· 6 credits from the 2 optional units 008 or 009 

· 6 credits from the mandatory unit 001. 

	Unit No
	Credit value
	Mandatory or Optional
	Title of Unit

	001
	6
	M
	Understand the principles and practices of learning & development

	008
	6
	O
	Facilitate learning & development in groups

	009
	6
	O
	Facilitate learning & development in individuals

	016
	6
	O
	Assess vocational skills, knowledge and understanding

	Method of Assessment

	All Units
	Different forms of evidence that meet the NVQ system requirements are built into a personal portfolio.    Assessors and Mentors should work with you to find the best approach for your NVQ portfolio compilation.  Assessors must come to your workplace to observe you. They should assist you with your portfolio build on a one-to-one basis, if you need personal assistance.  The evidence in the portfolio is internally verified by the training organisation.  It is then externally verified by an independent 3rd party external verifier to ensure all the evidence submitted against each unit’s requirements is current, appropriate, relevant and sufficient [CARS] to meet the NVQ requirements of the Awarding Body.


1st Aid Trainers Approved by PDO to deliver 1st Aid training, are strongly recommended to also obtain Unit 16 as a mandatory requirement.

Credits gained from units in this qualification have the same credit values and unit numbers in the Level 3 Certificate in Learning & Development.  A student wishing to upgrade the qualification to Certificate level, carries these credits forward.

Level 3 Certificate in facilitating learning and development 
To achieve this qualification, learners must achieve a minimum of 30 credits. 

· credits from the 2 mandatory units (001 and 012), 

· A minimum of 6 credits from (008, 009) 

· Remaining 12 minimum credits can come from (004, 006-009, 011, 013 - 016, 019 - 021).

	Unit No
	Credit value
	Mandatory or Optional
	Title of Unit

	001
	6
	M
	Understand the principles and practices of learning & development

	004
	3
	O
	Identify individual learning & development needs

	006
	6
	O
	Plan and prepare specific learning & development opportunities

	007
	6
	O
	Develop and prepare resources for learning & development

	008
	6
	O
	Facilitate learning & development in groups

	009
	6
	O
	Facilitate learning & development in individuals

	011
	6
	O
	Engage learners in the learning & development process

	012
	6
	M
	Reflect on and improve own practice in learning & development

	013
	6
	O
	Evaluate and improve learning & development provision

	014
	3
	O
	Understanding the principles and practices of assessment

	015
	6
	O
	Assess occupational competence in the work environment

	016
	6
	O
	Assess vocational skills, knowledge and understanding

	019
	3
	O
	Provide information and advice to learners and employers

	020
	6
	O
	Engage with employers to develop and support learning provision

	021
	3
	O
	Understanding the employing organisation

	Method of Assessment

	All Units
	Different forms of evidence that meet the NVQ system requirements are built into a personal portfolio.    Assessors and Mentors should work with you to find the best approach for your NVQ portfolio compilation.  Assessors must come to your workplace to observe you. They should assist you with your portfolio build on a one-to-one basis, if you need personal assistance.  The evidence in the portfolio is internally verified by the training organisation.  It is then externally verified by an independent 3rd party external verifier to ensure all the evidence submitted against each unit’s requirements is current, authentic, relevant and sufficient [CARS] to meet the NVQ requirements of the Awarding Body.


Credits gained from units in this qualification have the same credit values and unit numbers in the Level 3 Diploma in facilitating  Learning & Development.  A student wishing to upgrade the qualification to Diploma level, carries these credits forward.

Level 4 Diploma in facilitating learning and development 
To achieve this qualification, learners must achieve a minimum of 45 credits. Unit credits achieved as part of the Level 3 certificate in learning and development, may be counted towards the credits required to achieve the Level 4 Diploma.  

12 credits from the 2 mandatory units (001 and 012), 

A minimum of 33 credits from (003 - 011, 013 – 17, 019 – 020, 022 - 031) 

To be awarded a management endorsement, the learner must achieve a minimum of 18 credits from units 023 – 31.
	Unit No
	Credit value
	Mandatory or Optional
	Title of Unit

	002
	6
	M
	Understand the principles and practices of learning & development

	003
	6
	O
	Identify the learning needs of organisations

	004
	3
	O
	Identify individual learning & development needs

	005
	6
	O
	Develop learning and development programmes

	006
	6
	O
	Plan and prepare specific learning & development opportunities

	007
	6
	O
	Develop and prepare resources for learning & development

	008
	6
	O
	Facilitate learning & development in groups

	009
	6
	O
	Facilitate learning & development in individuals

	010
	6
	O
	Manage learning & development in groups

	011
	6
	O
	Engage learners in the learning & development process

	012
	6
	M
	Reflect on and improve own practice in learning & development

	013
	6
	O
	Evaluate and improve learning & development provision

	014
	3
	O
	Understanding the principles and practices of assessment

	015
	6
	O
	Assess occupational competence in the work environment


	Unit No
	Credit value
	Mandatory or Optional
	Title of Unit

	016
	6
	O
	Assess vocational skills, knowledge and understanding

	017
	6
	O
	Understanding the principles & practices of assuring the quality of assessment

	018
	6
	O
	Internally assure the quality of assessment

	019
	3
	O
	Provide information and advice to learners and employers

	022
	6
	O
	Engage with employers to facilitate workforce development

	023
	6
	O
	Develop and operate operational plans for own area of responsibility

	24
	5
	O
	Provide leadership and direction for own area of responsibility

	25
	4
	O
	Manage or support equality of opportunity, diversity, and inclusion in own area of responsibility

	26
	6
	O
	Work productively with colleagues and stakeholders

	27
	5
	O
	Plan, allocate and monitor work in own area of responsibility

	28
	5
	O
	Set objectives and provide support for team members

	29
	5
	O
	Developing collaborative relationships with other organisations

	30
	7
	O
	Manage a budget of own activity or area of work

	31
	5
	O
	Managing the achievement of customer satisfaction

	Method of Assessment

	All Units
	Different forms of evidence that meet the NVQ system requirements are built into a personal portfolio.    Assessors and Mentors should work with you to find the best approach for your NVQ portfolio compilation.  Assessors must come to your workplace to observe you. They should assist you with your portfolio build on a one-to-one basis, if you need personal assistance.  The evidence in the portfolio is internally verified by the training organisation.  It is then externally verified by an independent 3rd party external verifier to ensure all the evidence submitted against each unit’s requirements is current, authentic, relevant and sufficient [CARS] to meet the NVQ requirements of the Awarding Body.


NEBOSH International  General Certificate in Occupational Safety & Health (Level 3)

	Unit
	Element
	Recc. Tuition hrs
	Private study (hrs)
	

	IGC1
	Management of International Health & Safety

	
	1
	6
	
	Foundations in Health & Safety

	
	2
	3
	
	Policy

	
	3
	3
	
	Organising for health & safety

	
	4
	4
	
	Promoting a positive health & safety culture

	
	5
	6
	
	Risk assessment

	
	6
	5
	
	Principles of control

	
	7
	6
	
	Monitoring, review and audit

	
	8
	4
	
	Occupational incident and accident investigation, recording and reporting.

	
	
	37
	23
	

	IGC2
	Control of international workplace hazards

	IGC2
	1
	4
	
	Movement of people and vehicles – hazards and control

	
	2
	5
	
	 Manual and mechanical handling – hazards and control

	
	3
	6
	
	Working equipment hazards and control

	
	4
	3
	
	Electrical hazards and control

	
	5
	6
	
	Fire hazards and control

	
	6
	7
	
	Chemical and biological health hazards & risk control

	
	7
	6
	
	Physical and physiological health hazards & risk control

	
	8
	6
	
	Construction activities – hazards and control

	
	
	43
	26
	

	IGC3
	International Health & Safety practical application

	
	1
	2
	4
	International Health & Safety practical application

	
	
	82
	53
	Total recommended minimum tuition / private study hours

	Method of Assessment

	IGC1
	Written Examination
	2 hrs
	Examinations in English. 10 short answer and 1 long answer questions. All questions are compulsory.

	IGC2
	Written Examination
	2 hrs
	

	IGC3
	Practical examination
	2 hrs
	Course provider sets date (must be within 14 days of course). Course provider assesses, externally moderated by NEBOSH.


NVQ Level 3 in Occupational Health & Safety

	Unit
	Mandatory Units

	HSS1
	Make sure your own actions reduce risks to health and safety

	HSS2
	Develop procedures to safely control work operations

	HSS3
	Monitor procedures to safely control work operations

	HSS4
	Promote a health and safety culture in the workplace

	HSS5
	Conduct a health and safety risk assessment of a workplace

	HSS6
	Investigate and evaluate health and safety incidents and complaints in the workplace

	Unit
	Optional units

	HSS5
	Investigate and evaluate health and safety incidents and complaints in the workplace

	HSS7
	Make sure your own actions within the workplace aim to protect the environment

	HSS8
	Review health and safety procedures in workplaces

	HSS9
	Supervise the health, safety and welfare of a learner in the workplace

	The Level 3 NVQ holds the same status and respect as the NEBOSH (International) General Certificate.  Candidates should ideally hold the IOSH Managing Safely Certificate and be undertaking a supporting H&S role in their organisation.


NEBOSH International Diploma in Occupational Safety & Health (Level 6)

	Unit
	Element
	Recc. Tuition hrs
	Private study (hrs)
	

	
	Core Skills (preparatory content)

	
	1
	7
	
	Communication skills

	
	2
	3
	
	Training skills

	
	
	10
	9
	Total minimum tuition time for Comm. skills  & private study.

	1A
	International Management of Health & Safety

	1A
	1
	15
	
	Principles of health and safety management

	
	2
	5
	
	Loss causation and incident investigation

	
	3
	12
	
	Identifying hazards, assessing and evaluating risk

	
	4
	12
	
	Risk control and emergency planning

	
	5
	14
	
	Organisational factors

	
	6
	12
	
	Human factors

	
	7
	19
	
	Regulating health and safety

	
	8
	6
	
	Measuring health and safety performance

	
	
	95
	75
	Total minimum tuition time for Unit 1A / Recommended private study.

	1B
	International control of hazardous agents in the workplace

	
	1
	5
	
	General aspects of occupational health and hygiene

	
	2
	7
	
	Principles of toxicology and epidemiology

	
	3
	5
	
	Chemical agents – evaluating risk

	
	4
	6
	
	Hazardous substances – preventive and protective measures

	
	5
	6
	
	Hazardous substances – monitoring and maintenance of control measures

	
	6
	7
	
	Biological agents

	
	7
	10
	
	Physical agents 1 – noise and vibration

	
	8
	9
	
	Physical agents 2 – radiation and thermal environment

	
	9
	6
	
	Psycho-social agents

	
	10
	4
	
	Ergonomic agents

	
	
	65
	50
	Total minimum tuition time for Unit 1B / Recommended private study.


	Unit
	Element
	Recc. Tuition hrs
	Private study (hrs)
	

	1C
	International workplace and work equipment safety

	
	1
	5
	
	General workplace issues

	
	2
	6
	
	Principles of fire and explosion

	
	3
	6
	
	Workplace fire risk assessment

	
	4
	7
	
	The storage, handling and processing of dangerous substances

	
	5
	9
	
	Work equipment

	
	6
	6
	
	Machinery safety

	
	7
	6
	
	Mechanical Handling

	
	8
	7
	
	Electrical safety

	
	9
	7
	
	Safety in construction and demolition

	
	10
	6
	
	Environmental pollution and waste management

	
	
	65
	50
	Total minimum tuition time for Unit 1C / Recommended private study.

	1D
	International application of health & safety theory and application

	
	
	6
	50
	International application of health & safety theory and application

	
	
	6
	50
	Total minimum tuition time for Unit 1D / Recommended private study.

	
	
	241
	234
	Minimum overall tuition time / Recommended total private study time

	Method of Assessment

	1A
	Written Examination
	3 hrs
	Units IA, IB and IC are each assessed by one three-hour written examination (in English), taken either in January or July. Candidate scripts are marked by external examiners appointed by NEBOSH.

	1B
	Written examination
	3 hrs
	

	1C
	Written examination
	3hrs
	

	1D
	Workplace-based 8000 word written assignment
	
	Unit ID is assessed via a written assignment (in English) submitted in either March or September. Assignments are marked by external examiners appointed by NEBOSH.


NVQ Level 5 – Diploma in Occupational Safety & Health Practice

Those studying for Level 5 Diploma ideally should have undertaken a Level 3 or 4 Health & Safety qualification (such as the NEBOSH International Certificate, NVQ level 3 in Health and Safety or Certificate in Environmental Health (CIEH) Level 4 in H&S, and be undertaking a substantial Health &Safety role within their organisation.

	Unit
	Mandatory Units

	HSP2
	Promote a positive Health & Safety culture

	HSP3
	Develop and implement the Health & Safety policy

	HSP4
	Develop and implement effective communication systems for Health & Safety information

	HSP5
	Develop and maintain individual and organisational competence in Health & Safety matters

	HSP6
	Identify, assess and control Health & Safety risks

	HSP7
	Develop and implement proactive monitoring systems for Health & Safety

	HSP8
	Develop and implement reactive monitoring systems for Health & Safety

	HSP10
	Develop and implement Health & Safety emergency response systems and procedures

	HSP11
	Develop and implement Health & Safety review systems

	HSP12
	Influence and keep pace with improvements in Health & Safety practice

	Method of Assessment

	All Units
	Different forms of evidence that meet the NVQ system requirements are built into a personal portfolio.    Assessors and Mentors should work with you to find the best approach for your NVQ portfolio compilation.  Assessors must come to your workplace to observe you. They should assist you with your portfolio build on a one-to-one basis, if you need personal assistance.  The evidence in the portfolio is internally verified by the training organisation.  It is then externally verified by an independent 3rd party external verifier to ensure all the evidence submitted against each unit’s requirements is current, appropriate, relevant and sufficient [CARS] to meet the NVQ requirements of the Awarding Body.

	The Level 5 NVQ is on a par with the NEBOSH Diploma Level 6. IOSH holds both qualifications at entrance level for Graduate membership, which after 2 years documented, assessed and verified CPD, can lead to Chartered Membership of IOSH (CMIOSH).


Appendix D: Trainers delivery language fluency

Arabic

For training delivery in Arabic, a trainer whose first language is not Arabic shall be required to have attained the Arabic Language Proficiency Test (ALPT) Band 6 in all five categories, i.e. reading, structure, writing, speaking and listening comprehension.

In an exceptional case a Level 1 trainer, with an overall ALPT grading below Band 6, may be given approval providing Band 6 gradings or above are achieved in the speaking and listening modules.  Each case shall be treated on its merits on a case by case basis.

A summary of the ALPT scheme is shown below.

English

For training delivery in English, a trainer whose first language is not English shall be required to have attained the General Training International English Language Testing System (IELTS) Band 6 in all four categories, i.e. reading, writing, speaking and listening comprehension.

In an exceptional case a Level 1 trainer, with an overall IELTS grading below Band 6, may be given approval, providing Band 6 gradings or above are achieved in the speaking and listening modules.  Each case shall be treated on its merits on a case by case basis.

A summary of the IELTS scheme is shown below.
Other Languages

Where training is to be delivered in a language that is not the trainer’s first language, an assessment process will be carried out involving the trainer, the HSE Training Manager and the Company.

International English Language Testing System (IELTS) 
All candidates must complete four Modules - Listening, Reading, Writing and Speaking - to obtain a band score. All candidates take the same Listening and Speaking Modules. The Reading and Writing Modules differ depending on whether the candidate is taking the Academic or General Training Versions of the Test.  

The General Training version is appropriate for HSE Trainers, but the Academic version would also be accepted.
Band scale
IELTS is scored on a nine-band scale, with each band corresponding to a specified competence in English. Overall Band Scores are reported to the nearest half band.

The following rounding convention applies: if the average across the four skills ends in .25, it is rounded up to the next half band, and if it ends in .75, it is rounded up to the next whole band.

The nine bands are described as follows:

	9
	Expert User
	Has full operational command of the language: appropriate, accurate and fluent with complete understanding.

	8
	Very Good User
	Has full operational command of the language with only occasional unsystematic inaccuracies and inappropriacies. Misunderstandings may occur in unfamiliar situations. Handles complex detailed argumentation well.

	7
	Good User
	Has operational command of the language, though with occasional inaccuracies, inappropriateness and misunderstandings in some situations. Generally handles complex language well and understands detailed reasoning.

	6
	Competent User
	Has generally effective command of the language despite some inaccuracies, inappropriacies and misunderstandings. Can use and understand fairly complex language, particularly in familiar situations.

	5
	Modest user
	Has partial command of the language, coping with overall meaning in most situations, though is likely to make many mistakes. Should be able to handle basic communication in own field.

	4
	Limited User
	Basic competence is limited to familiar situations. Has frequent problems in using complex language.

	3
	Extremely Limited User
	Conveys and understands only general meaning in very familiar situations.

	2
	Intermittent User
	No real communication is possible except for the most basic information using isolated words or short formulae in familiar situations and to meet immediate needs.

	1
	Non User
	Essentially has no ability to use the language beyond possibly a few isolated words.

	0
	Did not attempt the test
	No assessable information provided at all.


The first three modules - Listening, Reading and Writing (always in that order) - are completed in one day, and in fact are taken with no break in between. The Speaking Module may be taken, at the discretion of the test centre, in the period seven days before or after the other Modules.

The tests are designed to cover the full range of ability from non-user to expert user.

Arabic Language Proficiency Test (ALPT)

The Arabic Language Proficiency Test (ALPT) is the global standard for measuring student proficiency levels in Arabic. 
It is used to indicate proficiency in the five language skills: 
· Listening Comprehension, 
· Reading, 
· Structure, 
· Writing, 
· Speaking. 
Development of the ALPT began in 2002, and since then leading experts in the field of Arabic Language Training have cooperated to produce a valid and reliable test.

The exam, available in both online and paper format, is offered four times per year, on September 10th, December 10th, March 10th, and June 10th through the Arab Academy www.arabacedemy.com 
The following skills are tested: Listening, Reading Comprehension, Structure & Writing and fluency is graded on a scale of 0 – 10.

Appendix E:  TRAINING FACILITIES

1
ATP Training Facilities and Equipment

The coastal based facility provided by a commercial ATP must conform to the requirements of this document. A non-commercial ATP must comply with those requirements relevant to the courses and assessments they are Approved or seeking approval to conduct.
1.1
Site Facilities

1.1.1
The ATP shall provide sufficient class room accommodation at its coastal based facility to serve the demands from its client base.  Each of the classrooms at the facility shall be equipped with:

· Chairs and tables

· Suitable air conditioning to provide a comfortable environment in use

· Whiteboard no less than 2.5 m2 area.
· Flip chart stand 

· Desktop or laptop computer and sound system suitable for presenting all of the visual materials including powerpoint slides, CD and DVD video (Appendix H - Training Facility Classroom Equipment requirements)

· LCD projector (Appendix H - Training Facility Classroom Equipment requirements)

· Sufficient classrooms shall be provided to enable contractor client demand for training places to be accommodated within the maximum limits per course.  Appendix F –Assessment of temporary training or assessment   locations should be used to assess base requirements for both permanent and temporary HSE training facilities.

1.1.2
The ATP shall provide a simulated operational area at its facility that conforms to the specifications in Appendix F - Simulated Operational Area for practical training & Assessments .

1.1.3
All ATPs shall ensure that:

· A minimum of 10% of staff associated with the execution of HSE Training Services to contractors on behalf of PDO, are trained as 1st Aiders in compliance with the training specifications in SP 1157 HSE Training Specifications.

· All HSE Trainers are 1st Aid qualified in accordance with the specifications in SP 1157 HSE Training Specifications.

1.1.4
The ATP shall ensure that, within each of their HSE Training Facilities, during normal working hours there shall be:

· At least one 1st Aider

· At least one Company Approved 1st Aid kit.

· At least one Company Approved Automatic External Defibrillator.

· At least one Training Centre Fire Warden

1.2
Training Equipment

1.2.1
Training equipment shall be provided at ATP’s own cost in accordance with the requirements in this Appendix and Appendix G – Specifications for Approved Training Provider HSE Training & Assessment  Facilities.   The equipment levels specified are the minimum requirements for commercial ATPs. 
Non-commercial ATPs shall provide the equipment in use by their organisation for the courses and assessments they are Approved or seek approval for, with a single example of the relevant PDO equipment that can be shown and familiarised to their delegates, or photographs or videos that can serve the same purpose .
1.2.2
The ATP shall ensure that all equipment provided for training purposes is maintained to a high standard of hygiene and cleanliness at all times, and in accordance with the manufacturers’ instructions or recommendations.

1.2.3
The ATP shall make arrangements, at it’s own cost, for the re-charging of all fire extinguishers used to serve the requirements of course demand.

1.3
Training Facilities for conducting practical training and/or assessment 

1.3.1
Furniture arrangements in classrooms in which large items of equipment must be handled by delegates, e.g. H2S Awareness & Escape, SCBA & Confined Space Rescue, must take account of the additional space requirements of delegates.  This will require a reduction in the total number of delegates that can use any given floor space by 50%.

1.4
Training Facilities (Practical Training)

1.4.1
The ATP shall provide a simulated operational area at its facility(ies) suitable for all practical training and assessment required by the specific HSE Training courses and assessments they have been Approved to conduct.  
(see Appendix G – Specifications for Approved Training Provider HSE Training & Assessment Facilities).  
The area shall have similar attributes to those at the Company’s HSE Training Centres in Fahud and Nimr. 

1.5
H2S leak/emergency, and Gas Testing training facilities

1.5.1
Facilities used for simulation H2S leaks/emergencies and for gas testing must conform to the specifications set out in Appendix G -3.1
H2S leak/emergency, Gas Testing, Permit to Work course and assessment training practical facilities .

1.6
SCBA and Confined Space Rescue simulation facilities 

1.6.1
Any practical facilities used by the Contractor to carry out simulated conditions under which SCBA would be used, particularly for confined space rescue, shall include as a minimum the specifications set out in Appendix G - 3.2 SCBA and Confined Space Rescue course and assessment practical training facilities
1.7
 Practical Fire-fighting training facilities 

1.7.1
Facilities used for practical fire-fighting training, must as a minimum, conform to the specifications set out in Appendix G - 3.3 Fire-fighting course and assessment practical training facilities.

1.8
Practical fire-fighting training simulation

1.8.1
As a potential alternative or supplement to using conventional carbonaceous solid and liquid fires for practical fire-fighting training, Contractor may propose to the Company the use of fire simulation using purpose-made, commercially available fire simulation props that, as a minimum, must satisfy the specifications set out in Appendix G - 3.6
Fire-fighting training – practical simulation.

2
Training Materials

2.1
The Company will provide the ATP with course and assessment material ‘masters’  to serve the requirements of HSE training and assessments delivered on its behalf to contractors.  The ATP will be responsible for ensuring sufficient copies are printed, not photocopied, and reserve stocks are maintained. 

2.2
Delegate handouts 

2.2.1
As a proportion of the pan-PDO community target population on many of the courses may be illiterate, delegate handout design should always have taken this into account.   

2.2.2
Delegate handout ‘masters’ shall be made available to ATPs by PDO in all of the delivery languages the specific course specification includes. 

2.2.3
Company will provide the ATP with the Approved delegate handouts as electronic files. These must be hard copy colour printed (not photocopied) by the ATP, at ATP’s own cost, and printed back-to-back where the handout is more than a single side A4 page.

2.2.4
Delegate handouts shall enable delegates to make notes alongside the printed information.

2.2.5
Printed information on the handout will not be confined to a printed image of the Powerpoint slides that may be used by the trainer, but include delegate centred activity that may or may not be used during the teaching period.

2.2.6
The final page of the handouts shall include relevant activities and problems that serve to:

· Create a self- assessment opportunity for the delegate

· Enable the trainer to summarise key learning points with the delegates

· Provide evidence to the delegates themselves and the trainer, that they have acquired the necessary knowledge and understanding required of them prior to assessment.

2.3
Trainer Manuals

2.3.1
The Company shall make all trainer manuals available to the ATP in both English and Arabic languages.

2.3.2
The Company shall make Trainer manuals available to ATPs for each course type as electronic files. These should be hard copy colour printed (not photocopied), printed back-to-back. 

2.3.3
The footer of each page in the manual shall indicate the course version number, and the date that version was introduced.

2.3.4
Hard copy trainer manuals shall be mounted in a ring-binder, to enable single page amendments to be made by page substitution, when courses have been reviewed and amendments made.  

2.3.5
A master copy of each trainer manual shall be maintained with an amendment record sheet at the front of the folder.  Each amendment detail, i.e. page number(s) affected, shall be recorded and dated, indicating whether manuscript amendment or substitution was carried out.

2.3.6
Trainer manuals will include a full lesson plan for the course, broken down into sessions.

2.3.7
Trainer manuals will include a list of the PDO reference documents that are relevant to the course, and any other standards that may apply, e.g. legal, ISO, BSI, EN, NIOSH etc.

2.4
Written Assessments Level 1 & 2 courses.

2.4.1
Assessment design shall be carried out against the Company’s specified performance criteria for each course type by the Company’s principal HSE Training Services Provider.  No amendment may be made to assessment materials provided to ATPs by the Company, without Company Approval.
2.4.2
Company Approved written assessments, once supplied by the Company, shall be maintained in an assessment bank by the ATP. 

2.4.3
The assessment bank for each course shall be a secure databank, with activities/tasks grouped by performance criteria topic area.

2.4.4
Each activity/task in the same performance criteria topic area shall, if performed by the delegate exactly as required in the Company’s specified performance criteria, produce a successful assessment result. 

2.4.5
During the final day of the course / recertification, activities/tasks from each of the performance criteria topic areas shall be randomly selected by computer software.

2.4.6
Assessments will always be invigilated by a second person, as they take place. The invigilator must not have had any contact with the delegates at any time during their training course. 

2.4.7
The role of an invigilator is explained in the Company’s Document GU673 – ‘Core’ HSE assessment system.

2.4.8
Three different assessment ‘papers’ shall be produced and placed into sealed envelopes marked A, B and C.  The papers in each envelope will be randomly distributed to delegates by the nominated invigilator immediately before the assessment is conducted.

2.4.9
Assessor guides marked A, B and C shall relate to the assessments identified in the same way.  The assessor guides will also be produced by the same computer software.  

2.4.10
Each assessor guide shall indicate the key performance criteria that must be achieved within each topic area, and shall be handed to the assessor immediately before the assessment commences. 

2.4.11
The assessment outcome, and performance gaps identified, shall be made known to the assessment delegate, immediately after the assessment judgment has been completed. 

2.5
Computer-based assessments and reassessments Level 1 and 2 courses.

2.5.1
Computer-based assessment design shall be made against the Company’s specified performance criteria for each course type.  No amendment may be made to assessment materials provided to ATPs by the Company, without Company Approval.
2.5.2
Computer-based assessments, once approved by the Company, will be supplied to ATPs and shall be maintained in an assessment bank by the ATP. 

2.5.3
The ATP’s assessment bank for each course shall be a secure databank, with activities/tasks grouped by performance criteria topic area.

2.5.4
Each activity/task in the same performance criteria topic area shall, if performed by the delegate exactly as required in the Company’s specified performance criteria, produce a successful assessment result. 

2.5.5
During the final day of the course / recertification, activities/tasks from each of the performance criteria topic areas shall be randomly selected by computer software.   

2.5.6
Delegates can be authorised to access the assessment bank by the Contractor by means of issuing a unique single-use-only password to them. 

2.5.7
Use of the password shall cause the appropriate assessment to be randomly produced by computer software and delivered to the delegate’s PC desktop.  

2.5.8
Once started, computer-based assessments must be taken against a pre-defined time scale, displayed on-
screen to the delegate as a count down timer.  The assessment must be auto-saved to the assessment centre’s server and closed out once the pre-determined time has elapsed.

2.5.9
The computer-based assessment shall not be capable of being manually saved or screen-shot saved by the user, other than to the ATP’s assessment centre server.

2.5.10
A nominated assessor at the ATP’s assessment centre must assess the submitted assessment, grade the outcome against the Company-set performance criteria, and enter the result into the assessment centre’s systems for processing.  

2.5.11
Computer-based assessment submissions must be auto-saved to the assessment centre’s server.

2.5.12
The assessment outcome, and performance gaps identified, shall be made known to the assessment delegate, immediately after the assessment judgment has been completed. 

 2.6
Practical Assessments

2.6.1
Assessments should always be invigilated by a second person, who is thoroughly familiar with the assessment system being used and is preferably also qualified as an assessor, as they take place. The assessor must not have had any contact with the delegates at any time during their training course.

2.6.2
The role of an invigilator is explained in the Company’s Document GU673 – ‘Core’ HSE assessment system.

2.6.3
Practical assessments require the physical activities or tasks in the Company-set performance criteria to be performed by every delegate being assessed.

2.6.4
Successful assessment outcomes shall only be achieved if all of the Company-set performance criteria have been achieved by each delegate to the standard required, as adjudged by the nominated assessor.

2.6.5
Assessors must be able to produce appropriate evidence (Current, Authentic, Relevant, and Sufficient) for every delegate that is adjudged to have met the Company-set performance criteria, and this evidence shall be recorded.
2.7
Quality Assurance 

2.7.1
ATPs shall be certified to ISO9001, or its equivalent,  for all activities related to HSE Training Service Provision.  The ATP shall maintain certification for such system throughout the duration of their Approval by the Company.

2.7.2
If the ATP utilises a different, but equivalent quality management system, the ATP shall supply full details of such system to Company for approval, unless the system has already been approved by Company in writing before.
Appendix F –Assessment of temporary training or assessment   locations
	
	Yes
	No

	CAR PARKING & ACCESS
	
	

	Adequate, level, hard surfaced car parking for maximum number of trainees and trainers?
	
	

	Access from car park to training venue is safe, unobstructed?
	
	

	CLASSROOM 
	
	

	Teaching space is greater than 32 sq. metres floor area?
	
	

	Divide floor area by 1.5 (= max. number of persons permissible in space for non-practical teaching.) For practical teaching in classroom, reduce max. persons by 50%
	
	

	Air is changed in room at least 4 – 6 times per hour per person? State how?


	
	

	Ceiling height at least 3 metres? If not, specify.
	
	

	Passageways between desks/chairs at least 900mm wide?
	
	

	Furniture layout permits group work and easy, unobstructed access by trainees to passages and doors?
	
	

	Room is air-conditioned with split A/C units? If not, specify


	
	

	Temperature between 18ºC - 22ºC is maintained?
	
	

	Natural lighting is available in the room, with blinds, screens or curtains to control lighting level?
	
	

	Controllable artificial lighting is available in the room to maintain minimum 500 Lux?
	
	

	Noise levels in room do not exceed 50 db(A)?
	
	

	Appropriate seating is available for each trainee?
	
	

	Desking surface of at least 500mm x 500mm available to each trainee?
	
	

	Room provided with smoke or heat detection linked to a fire alarm system?  
	
	

	TEACHING MATERIALS & PROJECTION
	
	

	Whiteboard and effective markers are available?
	
	

	Flip chart(s), pad(s) and pens are available?
	
	

	Computer (Desktop or laptop) for presentations is available?
	
	

	LCD projector or LCD monitor screen (minimum size 55”) is available for use with computer?
	
	

	White, non-reflective surface is available for LCD projection?
	
	

	Video/DVD replay facility is available with TV or LCD projector?
	
	

	Amplified sound system is available for use with computer?
	
	


	GENERAL HEALTH & SAFETY 
	
	

	Fire extinguishers are available within 20 metres of the room exit?
	
	

	1st Aid kit is available within 30 metres of room exit?
	
	

	Fully functional Automatic External Defibrillator is available at facility?
	
	

	Trained 1st Aider is available during teaching period?
	
	

	Fire warden is available during teaching period?
	
	

	Telephone or GSM (with good network coverage) is available for emergency use during teaching period?
	
	

	Emergency action notice is posted in each teaching space and made known to trainer?
	
	

	Exits are immediately available for use, and clearly signed
	
	

	Assembly Point(s) is clearly signed
	
	

	HEALTH & HYGIENE
	
	

	Refreshment area provided of adequate size / condition
	
	

	Catering/ cooking services are risk assessed and hygienic
	
	

	Drinking water (potable) is available for trainees during teaching period?
	
	

	Adequate, clean & hygienic toilet/washing facilities are available for trainees within 30 metres?
	
	

	Sufficient PPE is available for trainers /trainees when required?
	
	

	Client Name (BLOCK CAPS) + 
	Telephone
	Fax

	
	
	

	Client e-mail
	GSM
	

	
	
	

	Declaration:  I confirm the proposed training location has been assessed against the above requirements and the results are as indicated in the Yes/No columns.

	Signature / Date:


Return by fax or e-mail to Approved Training provider at:
Fax number:
E-mail:

Appendix G – Specifications for Approved Training Provider HSE Training & Assessment Facilities
The facilities provided and/or used by a Category A or C Approved Training Provider must conform to the requirements set out in this Appendix for the courses and assessments they are Approved or are seeking Approval to  conduct.
Category B Approved Training Providers will only need to comply with Items 1a, 1d and  2 in this Appendix.

1. Category D Approved Training Providers will only need to comply with 1a, 1d and 3.5 a – d inclusive in this Appendix.Site Facilities
a) Sufficient classrooms shall be provided to enable client demand for training places to be accommodated within the maximum limits per course.  Appendix F –Assessment of temporary training or assessment   locations should be used to assess minimum requirements.

b) H2S Escape set, H2S respirator, SCBA set, H2S personal monitor, equipment provision shall be sufficient in number to enable all delegates attending a course to use the equipment simultaneously.

c) Equipment used on Gas Testing and NORM courses should be provided at least to a minimum of 1 piece of equipment per 3 delegates.
d) At least one fully functional Automatic External Defibrillator of the type Approved by the Company (currently the Powerheart AED G3 manufactured by Cardiac Science Corporation, USA) wall mounted in the delegate accessible areas of the training facility and immediately available when required.

2. Classroom Training Facilities for conducting practical training and/or assessment 
· Furniture arrangements in classrooms in which large items of equipment must be handled by delegates, e.g. H2S Awareness & Escape, SCBA & Confined Space Rescue, must take account of the additional space requirements of delegates.  This will require a reduction in the total number of delegates that can use any given floor space by 50%.
3.  Simulated Operational Area for practical training & Assessments

The ATP shall provide a simulated operational area at the facility it intends to use, that is suitable for the delivery of all practical training and assessment required by courses, assessments and re-certification assessments in SP 1157, that it has been Approved to conduct (see Appendices A- G inclusive).  Each area shall have, as a minimum: 

3.1
H2S leak/emergency, Gas Testing, Permit to Work course and assessment training practical facilities
Facilities used for simulation H2S leaks/emergencies and for gas testing must conform to the specifications below: 
· A system of pipework that includes bends, valves, flanges, gauges, and junctions from which potential gas leaks could occur

· A concrete lined cellar (as typically found on a well site) with a well-head ‘Christmas tree’ mock-up

· An accessible horizontal platform approximately 3 metres above the cellar or pipework system (representing a  rig’s drilling floor)

· An open trench, securely covered when not in use to prevent unauthorized access, and properly supported to prevent side collapse, barriered and with a secured access ladder into the trench

· A windsock that is positioned to indicate the true wind direction, i.e. unaffected by buildings and other structures.

· An emergency alarm sounder (for H2S release) with reduced decibel levels, that represents the alarm sounders on sites within the concession area. 

· An area of fencing separating assembly points from the simulated operating area with a minimum of two emergency exit gates, as typically found on concession area sites.

· At least two clearly marked assembly points outside the fencing, one of which includes an entry board arrangement in which H2S permits would be deposited.

3.2
SCBA and Confined Space Rescue course and assessment practical training facilities 
Any practical facilities used by the Contractor to carry out simulated conditions under which SCBA would be used, particularly for confined space rescue, shall include as a minimum:

· At least one access hatch permitting entry/exit to be made from the roof.

· An access hatch permitting entry/exit to be made from at least one side.

· At least one tunnel arrangement within the simulator complex, no less than 2.5 metres in length, and no less than 1 metre in diameter.

· At least two changes of floor height within the simulator complex, that include restricted headroom. Each change of height to be accessed by raking or vertical fixed ladder/steps.

· Vertical partitions containing doorways, where no two partition doorways will be aligned.  At least two of the partitions should have opening doors or gates fitted in them.

· Sufficient emergency entry/exit doors so that no-one inside the simulator complex would be further than 5 metres from such a door.  Whenever the simulator is in use, these doors must be maintained immediately and readily openable from inside or outside, in the event of an emergency.

· An emergency alarm sounder system and red beacon(s) (flashing, rotating or pulsing) shall be provided. The system that shall be operated by emergency push switches, coloured red. These shall be positioned above head level, inside and outside of every emergency exit.  

· Emergency lights/alarm switches inside the simulator complex shall be back-lit or illuminated in such a way that they can be readily located in an emergency during black-out conditions.  Any one switch will turn all emergency lights on and sound the emergency alarm.  

· The emergency lights/alarm may not be turned off until a key operated switch, or similar, has been operated in an alarm cancellation device outside of the simulator complex.

· Emergency lights/alarm switches should be clearly signed above the boxes ‘Emergency Alarm’, white on red background, lettering not less than 75mm in height.  

· The emergency alarm sound shall be distinctive from all other alarms used on site, and be heard clearly within the training facility and training administration buildings.  The main administrative and trainers’ offices inside the primary or secondary facility building shall also have repeater visual warning devices provided, linked to the emergency alarm system used on the SCBA training facility. 

· Any electrical installation within the simulator complex shall use either armoured electrical cable or double insulated cabling contained within electrical conduit, fixed at least 1 metre above head height.  Lamp units should be designed to prevent direct contact with those training inside the simulator, through adequate guarding or shielding.

· Training ‘dummies’ used for person rescue simulations, whether for external H2S rescue or internal confined space rescue, shall be anatomically representative of an average adult human being in terms of trunk, head, limb dimensions and weight.  Under no circumstances shall a training dummy’s dry mass be less than 60kg.

· The training simulator must be not less than 12.3 metres in length overall, and may consist of more than one smaller unit, permanently linked together.

· The facility shall be maintained water-tight, be free of corrosion or other structural defect and as far as practicable, capable of excluding all natural light when doors and access hatches are closed.  The internal surfaces normally contactable by either staff or delegates under training, should be maintained free from hazards capable of causing injury.

3.3
Fire-fighting course and assessment practical training facilities 

Facilities used for practical fire-fighting training, must include as a minimum:

· A steel fire crib for solid carbonaceous fuels, whose Length x Breadth x Height dimensions are not less than 1000mm x 1000mm x 750mm.  The crib should be raised above the ground level by a minimum of 450mm.  The crib should itself be stood inside a steel tray no less than 1500mm x 1500mm x 150mm in depth.

· A fire tray for liquid hydrocarbon fuels, whose Length x Breadth x Height dimensions are not less than 750mm x 750mm x 150mm.  One side of the tray should have a solid ‘upstand’ of at least 600mm in height.  The fire tray should itself be placed inside a larger ‘spills’ tray whose Length x Breadth  dimensions should be at least 200mm greater than those of the fire tray.  The height dimension should be at least 100mm greater than the fire tray, excluding the height of the fire tray ‘upstand’.

· Fire cribs and fire trays should be located on a solid level surface such as block paving or concrete, and not placed on bitumen, asphalt or tarmacadam surfaces.

· Materials to be ignited in fire cribs or trays shall be:

· Free from ‘sharps’, e.g. nails, screws, splinters

· Free from hazardous chemical contamination

· If liquid, then limited to less volatile fuels such as diesel, kerosene or gas oil

· Fire ignition may be assisted by pre-treating solid carbonaceous material or Liquid hydrocarbon with no more than 250ml petroleum spirit or similar volatile accelerant.  This may ONLY be applied to the materials to be burned:

· Using a steel ladle of no more than 350ml capacity and a 2 metre handle

· BEFORE any source of ignition has been placed within 4 metres of the crib or tray

· Immediately BEFORE ignition of the fire materials is to take place

·  A steel handled lance of a minimum of 2 metres in length, with its head wrapped in cotton or similar waste textile soaked in diesel or kerosene and ignited at least 4 meters away from the prepared fire cribs or tray, shall be used to cause ignition of fuels in fire crib or trays.

· Liquid (Class B) fires shall be limited to a maximum starting quantity of 10 litres of fuel floating on a minimum of 50mm depth of water.  Using the tray minimum sizes producing a surface area of 0.56 m2, this equates to a fuel depth of 16 mm.

· Adequate arrangements to manage the waste materials produced by fire-fighting exercises should be designed and implemented such that ground, water course and air contamination potential are taken into account and minimised. 

· A full health risk assessment should be carried out for trainers and technicians involved with the preparation, clean-up or conduct of such exercises. 

3.4
Scaffold Appreciation / Inspection course and assessment practical training facilities
To enable delegates to satisfy the assessment performance requirements on Scaffold Appreciation or Scaffold Inspector courses, two sample scaffold erections shall be provided.

a) Scaffold erected to be ‘Unsafe for use’
· This shall be erected with a range of faults or errors (minimum 6) built in.  

· This scaffold shall have the range of faults varied on it at least 3 monthly.
b) Scaffold erected to be ‘Safe to Use’

· This shall be erected correctly without faults or defects.

c) Both scaffold installations

· The scaffold installations should each be alongside one of the training facility buildings on the edge of the practical training area.  

· The scaffold installations must be within a barriered area that restricts access to its close vicinity to authorised persons only, i.e. trainers, assessors and those under assessment. 

· The barrier shall be provided with signs stating ‘UNSAFE FOR USE – FOR TRAINING PURPOSES ONLY’. 

· The warning signs on the barrier shall be capable of being readily removed from the inside of the barrier fencing prior to the area within the barrier being used for assessment. 

   3.5
Lifting & Hoisting courses and assessments, plant operation area.

a. An area free of other training types shall be provided, as close to the ATP’s main practical training area as is reasonably practicable, on those occasions when delegates attend the training facility for lifting and hoisting plant operator courses and assessments.
b. The Contractor may also, and preferably, conduct such training and associated assessments at the client’s own site, provided the site and the plant to be used it have been properly risk assessed beforehand and a documented record of this risk assessment has been retained by the ATP. 
b) The client may be requested to supply the item of plant required for the training course or assessment whether it is conducted at the ATP’s facility or at client’s own site.  
c) A paved or concreted area shall be made available by the Contractor for FLOPR training and/or assessment.  This area shall include installations, and appropriate training equipment that enable the full range of FLT operations to be conducted, including racking, palletised loads, barrels, tubeing, on flat and level as well as sloped areas. 


3.6
Fire-fighting training – practical simulation.
As a potential alternative or supplement to using conventional carbonaceous solid and liquid fires for practical fire-fighting training, Contractor may propose to the Company the use of fire simulation using purpose-made, commercially available fire simulation props (for example,  Live-Fire Intelligent Training System plus fire props) that, as a minimum, must combine:

· Linked (e.g. by infra-red, ultrasound, laser or similar) fire props and extinguisher bodies involving liquid/air discharge

· Propane-fuelled fire simulator ‘props’ that include:

· Electrical motor simulator (Class C)

· Stove-top simulator (Class B)

· Paint Locker (Class B)

· Trash can simulator (Class A)

· Ability to simulate Class A and Class B fires

Appendix H - Training Facility Classroom Equipment requirements
	Location
	Equipment
	Minimum Specification

	 Classrooms
	PC or Laptop PC
	Processor: Intel Core i5 2400 or faster

Fixed memory: 2 GB RAM or greater

Hard drive: 250GB or greater

Monitor screen: 17” or larger

Ports: 2 x HD out; 2 x USB 2.0; sound out; monitor RGB out; Network RJ45 connection port

DVD drive:  To read DVD and videodisk

DVD Codec: installed to suit

Sound card: installed to suit

Network card: LAN adaptor

Operating system: Windows 7

Microsoft Powerpoint 2007 or later

	
	LCD Projector
	Minimum 2000 Lumens (before lamp change required)

	
	Projection screen
	Minimum size (viewable screen size) 234cm x 175 cm

	
	LCD Monitor (in lieu of LCD projector)
	Minimum 55” screen size, wall mounted.  

Ports: HD in x 2; RGB in x 1; Audio in x 2

	
	PC speakers (wall mounted)
	Stereo computer sound system with sub-woofer and at least 10 watts per channel.

	
	Portable computer sound system
	NOTE: At least 3 additional stereo computer sound systems (not necessarily with sub-woofers) that are portable for use with laptops other than at primary or secondary location HSE Training Centres.

	
	Whiteboard
	Wall mounted, minimum surface area 2.5 square metres

	
	Flipchart
	Standard size on wheeled stand

	
	Board writers (Dry-wipe, non-permanent ONLY)
	Minimum 2 per colour.  Dark colours only – Black, Blue, Red.

	
	Board Eraser
	For dry wipe.

	
	Writing pads
	A5 or larger pad for each delegate, minimum 10 sheets in each pad.

	
	Pencils/pens
	Pencil/pen for each delegate

	
	Masking tape, bluetac or similar
	Sundries to be available in each room for temporary display on walls of flipchart sheets, posters etc.


Appendix J – Fixed and portable Training Equipment requirements
 Category A ATPs shall provide the following equipment in sufficient quantities to enable all delegates attending a course to use the same equipment type simultaneously.  The equipment used by delegates shall be maintained to  the current PDO specification.
Equipment used on Gas Testing and NORM courses should be provided at least to a minimum of 1 piece of equipment per 3 delegates.
Category ‘D’ ATPs may provide equipment aligned to the course types they are Approved or are requesting approval to deliver, and that has been previously approved by PDO for the purpose. The equipment shall be provided in sufficient quantities for the number of delegates under training or assessment.  If the Category ‘D’ ATP’s staff may need to enter PDO facilities in the concession area, a single example of each type of the portable equipment listed, or video or photographs of them must be provided, to enable staff under training or assessment to be properly familiarized with them.
	Course Code
	Fixed Equipment
	Portable equipment
	Specification
	Minimum No. Required at each facility

	H2S
	
	Camlock FAST-15 Escape apparatus
	EN 402
	9

	
	
	Camlock Fastmask 
	EN 402
	9

	
	
	Camlock Fastcowl
	EN 402
	9

	
	
	Sundstrom SR76-2 Chem with Particulate Filter / Chemical Cartridge SR 299-2, ABEK1-Hg-P3 R
	AS/NZS 1716:2003
	9

	
	
	Rae Systems ToxiRae-3
	IP: Above 65 

US and Canada: C1D1, Groups A, B, C, D, T4
Europe: ATEX II 1G EEx ia IIC T4
IECEX: Ex ia IIC T4. 
RFI/EMI factor: Compliant with EMC directive 89/336/EEC
	15


	SCBA
	
	Draeger PSS90 SCBA, Pananova facemask and LDV, 6 litre WC carbon-composite cylinder, and cylinder cover.
	EN-137 A:2006; EN-136 CL-2:1998
	15

	
	
	Draeger 6 litre WC carbon-composite cylinder.
	BS EN 1964-1:1999;         EN 144; EN12245:2002;    EN 12245:2002
	15

	
	Air compressor, filtration and charging panel.
	
	97/23/EC (PED);         

BS 529:2005; 

BS EN 12021:1999; 
	1

	
	Compressed air storage vessel for compressed air decanting to cylinders.
	
	97/23/EC (PED);            

BS 529:2005; 

BS EN 12021:1999;
	1

	
	SCBA & Confined space training simulator.
	
	Company document PR 2010 Part II
	1

	GT
	Multi-Gas Detector
	Rae Systems MultiRae Plus
	IP: Above 65 
US and Canada: C1D1, Groups A, B, C, D, T4
Europe: ATEX II 1G EEx ia IIC T4
IECEX: Ex ia IIC T4. 
RFI/EMI factor: Compliant with EMC directive 89/336/EEC
	4


	Course Code
	Fixed Equipment
	Portable equipment
	Specification
	Minimum No. Required at each facility

	NORMA

NORMS


	
	Mini 900 radiation survey meter with 44A and EP15 Probes. (Not I.S.)


	ITC publication 325

	1

	
	
	Tracerco T201 radiation survey meter
	T201 = Ex iA IIc T4 (-20C <Ta <40C)


	1

	
	
	Tracerco T202 radiation dose rate meter
	Ex iA IIc T4 (-20C <Ta <40C)
	1

	
	
	Graetz X 5CEx radiation dose rate meter
	Ex iA IIc T4 (-20C <Ta <40C)
	1

	
	
	Argon Electronics RADSIM DS3 radiation survey meter simulator
	None specified
	2

	
	
	Argon Electronics RADSIM SS2 radiation dose rate meter simulator
	None specified
	2

	IFR
	
	9 litre water extinguisher
	BS EN 3: 1997; BS 7863
	15

	
	
	9 litre AFFF extinguisher
	BS EN 3:1997: BS 7863
	15

	
	
	Dry Powder extinguisher
	BS EN 3:1997; BS 7863
	15

	
	
	CO2 extinguisher
	BS EN 3:1997: BS7863
	8

	
	
	Fibreglass or mineral fibre Fire Blanket.
	BS EN 1869:1997
	4

	
	Fire-fighting facility as set out in Document C6, Appendix B.
	
	As in Company document PR 2010 Part II
	1


	Course Code
	Fixed Equipment
	Portable equipment
	Specification
	Minimum No. Required at each facility

	SCAP /SCIN
	Scaffold installation and assessment area
	
	As in Company documents PR 2010 Part II
	1


Appendix K – Abbreviations and Definitions

	Abbreviation
	Meaning

	AA
	Approved Assessor 

	AED
	Automatic External Defibrillator

	AHA
	American Heart Association

	AT
	Approved Trainer

	ATP
	Approved Training Provider

	CPR
	Cardio-Pulmonary Resuscitation

	EV
	External Verifier

	GSM
	 Global System for Mobile communications device (telephone).

	HSE
	Health, Safety and Environment

	IV
	Internal Verifier 

	PC
	Personal computer

	PDO
	Petroleum Development Oman LLC

	SMS
	Short Messaging Service,  (GSM) communications.


	Term
	
	Definition

	Approved Assessor
	
	 An individual who is employed by an Approved Training Provider, and has met the qualifications and experience requirements for an HSE Training Assessor for either Level 1, and/or 2, and/or 3 courses and reassessments, and been Approved to conduct a range of specific HSE Training assessments after interview and assessment by the Company's HSE Training and Assessment Quality Assurance team.

	Approved Trainer
	
	 An individual who is employed by an Approved Training Provider, and has met the qualifications and experience requirements for an HSE Trainer for either Level 1, and/or 2, and/or 3 courses and assessments, and been Approved to conduct a range of specific HSE Training courses after interview and assessment by the Company's HSE Training and Assessment Quality Assurance team.


	Term
	
	Definition

	Approved Training Provider
	
	An HSE training organisation that has applied for, met and been formally informed as meeting the Company's requirements in PR 2010 Part II for the provision of HSE Training and Assessment Services.

	Assessment
	
	A judgment decision of a delegate's performance against specific and measurable criteria, carried out by a qualified, sector competent assessor.

	Assessor
	
	See Approved Assessor

	Attendance classification
	
	For HSE training courses or assessments, one of three types - Compulsory, Mandatory or Recommended - see definitions for each.

	Auditor
	
	An individual who measures an organisation's performance against a defined Scope of Work and Terms of Reference, producing evidence, findings and recommendations that enable review to take place against intent.

	Booking
	
	A requested place on an HSE Training course or assessment event, that has been confirmed by the ATP.

	Compulsory (course or assessment event)
	
	the event must be attended before being deployed to carry out the designated role or responsibility, i.e. immediately.

	Concession Area
	
	The area within the Sultanate of Oman, PDO has been awarded exclusive oil and gas exploration and production rights for a period of time, including areas in north and South Oman, and in the Muscat area at Minah Al Fahal.

	Contract Holder
	
	The Company's authorised representative in relation to a Contract.

	Core HSE
	
	The common HSE competencies required of all individuals to achieve safe working in the industry. 

	Core HSE Learning Ladder
	
	The suite of a progression of HSE Training courses or assessments that collectively produce the required knowledge, understanding and skills in Core HSE for all newly hired individuals. 

	Delegate
	
	A person nominated for, confirmed, or attending,  an HSE training course, recertification or reassessment event.


	Term
	
	Definition

	Equivalent prior HSE training
	
	HSE Training, that was attended prior to the individual's employment with a PDO contractor or PDO,  that is similar in terms of trainer quality, syllabus, duration, method of assessment and performance outcomes when compared to a specific PDO HSE course or reassessment.

	Executive
	
	Delegates  who ‘are members of their organisation’s most senior management team or a nominated executive’s deputy who, when deputising, has full executive authority’.

	External Verifier
	
	A very experienced, qualified and competent person who is NOT directly employed by the organisation, who carries out quality assurance (verification) of assessment conduct and evidence against the intent of the organisation's assessment system. 

	Fax
	
	Hard copy document transmission or reception over the telephone network achieved by a facsimile machine.

	Formative Assessment
	
	An assessment that is carried out during a course, or in the field, for which feedback is given to aid teaching/learning  through coaching and mentoring.

	GSM
	
	A telephone that achieves communication with other telephones  and communication devices using the Global System for Mobile communications network infrastructure.

	HSE Learning Ladder
	
	A progressive set of HSE courses and events aligned to PDO generic job types, that lead to HSE competence in that job, once attended and performance requirements are met.

	HSE Training Focal Point
	
	An individual who has been allocated the responsibility for HSE Training and Assessment planning, selection, nominating, administering, recording and reporting on the HSE Training and Assessment compliance against PDO requirements of staff within a team, function, directorate or contracting company

	Internal Verifier
	
	An experienced, qualified and competent assessor(s) directly employed by the organisation, who carries out internal verification (quality assurance) of assessment conduct and evidence against the intent of the organisation's assessment system. 

	Job Competence Profile
	
	A set of specific competencies, some of which are HSE related, that apply to a generic job type within PDO.

	Joining Instructions
	
	A set of details and instructions sent to a delegate and his nominator that contains confirmation of the requested course or assessment place, confirmation of all the  pre-requisite event requirements of the delegate, together with any other details that the delegate may require in order to  attend the event in the correct location, at the correct time, with the correct PPE, documentation and other pre-requisites.


	Term
	
	Definition

	Manager
	
	Those who ‘supervise the work of at least one other supervisor or manager’.

	Mandatory (compliance)
	
	The requirements must be met in full.

	Mandatory (course or assessment event)
	
	Must be attended within a maximum of 2 months of being given the designated role or responsibility for a specific task related activity.

	May
	
	The word ‘may’ is to be understood as indicating a possible course of action.

	Must
	
	The word ‘must’ is to be understood as an activity to be carried out, without option. (see also 'Shall')

	Nomination
	
	A properly authorised request to reserve a delegate place on a training course, recertification or reassessment event.

	Non-supervisory staff
	
	Those delegates whose role is not as a Supervisor, Manager or Executive.

	PC based
	
	An event delivered using a personal computer and appropriate software.

	Performance Assessment (HSE)
	
	Theory and/or practical assessment judgments (formative and/or summative) recorded after measuring HSE performance against specified criteria, either to confirm equivalent prior training, after training on an HSE course, at a scheduled period to confirm the required performance has been maintained, or in the workplace to confirm  the application and maintenance of the desired safety behaviours after Core HSE Training.

	Personal Development Plan
	
	The events and activities planned for a defined period ahead, including HSE Training and Assessment events, drawn up on the basis of identified competence gaps between the individual's current competence in role and  the individual's job competence profile, agreed between the individual and his/her Line Manager.

	Provision
	
	The supply of something that is required.

	Reassessment
	
	A judgment decision of a delegate's performance against the same or very similar specific and measurable criteria as that measured originally, carried out by a qualified, sector competent assessor.

	Recertification Assessment
	
	A judgment decision of a delegate's performance against the same or very similar specific and measurable criteria as that measured originally, carried out by a qualified, sector competent assessor, that leads to renewal of a required permit or certificate.

	Recommended (course or assessment event)
	
	a highly desirable event for the target population that develops their professional HSE capability, and offers potential organisational benefit.  

	Shall
	
	The word ‘shall’ is to be understood as an activity to be carried out, without option. (see also 'Must')


	Term
	
	Definition

	Step-Out (HSE Specification)
	
	An application for exceptional circumstances made by, or on behalf of a specific individual, to vary the application of a requirement made in the HSE Specification.  Step-outs may only be granted by PDO’s HSE Manager. 

	Summative Assessment
	
	An assessment which is administered at the end of a course, or in the field,  to contribute to the decision on achievement of required competences. 

	Supervisor
	
	Those who ‘supervise the work of at least one other person’.

	Target Population
	
	Subset of overall workforce population defined as the audience for a particular HSE-SD & DDC training course.

	Trainer
	
	See Approved Trainer

	Training Course (HSE)
	
	Delivery of a set of instructions, exercises, practical demonstrations on HSE (General, Lifting & Hoisting, First Aid, Defensive Driving or HSE professional qualifications)by a qualified trainer in line with a particular Course Specification.

	Training Schedule
	
	The  issued plan of when and where the HSE Training Courses and assessments shall be delivered.

	Verification
	
	The term used for quality assurance of assessments and evidence against the intent of the organisation's assessment system, and is conducted by experienced assessors called verifiers.    

	Workplace Assessor
	
	A new employee's Supervisor or Manager, who should preferably be qualified as a vocational assessor, and who has responsibility to coach, mentor and is recommended to assess the employee in the workplace, 3 months after their initial Core HSE courses or assessments, against the same performance criteria.


Appendix L – ATP HSE Training Services Quality Assurance Audit pro-forma

	ATP Name: 
	Location Inspected: 
	Date of Inspection: 

	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	1
	HSE MANAGEMENT SYSTEM

	1.1
Minor

	Policy statement current 
	 
	 
	 
	 
	 
	 

	1.2
Minor
	Policy reviewed in last 12 months
	 
	 
	 
	 
	 
	 

	1.3
	Amendments recorded
	 
	 
	 
	 
	 
	 

	1.4
	Organisation in place reflects HSE MS manual
	 
	 
	 
	 
	 
	 


	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	1.5
	Implementation arrangements reflect HSE MS manual
	 
	 
	 
	 
	 
	 

	1.6
	HSE Meetings take place / minuted
	 
	 
	 
	 
	 
	 

	1.7
	HEMP and HAZID register reviewed as change occurs
	 
	 
	 
	 
	 
	 

	1.8
	HSE Investigations taking place and documented
	 
	 
	 
	 
	 
	 

	1.9
	Actions taken following drill, near miss, incident or other review
	 
	 
	 
	 
	 
	 

	1.10
Minor
	HSE statistics collected, accurately recorded & reported
	 
	 
	 
	 
	 
	 


	2
	ADMINISTRATION

	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	2.1
	Class Rosters
	 
	 
	 
	 
	 
	 

	 
	Used, accurate, signed & dated
	 
	 
	 
	 
	 
	 

	 
	Correspond to bookings & invoices
	 
	 
	 
	 
	 
	 

	 
	Correspond to permits
	 
	 
	 
	 
	 
	 

	2.2
	Written Assessments
	 
	 
	 
	 
	 
	 

	2.4
Minor
	Assessment of non-literates
	 
	 
	 
	 
	 
	 

	2.5
	End of course evaluations
	 
	 
	 
	 
	 
	 

	2.6
Minor
	Administration Policy Manual
	 
	 
	 
	 
	 
	 

	2.7
	HSE Training Services related Journey Management Records
	 
	 
	 
	 
	 
	 


	3
	LEVEL 1 HSE
	DELIVERY CAPABILITY & RESOURCES

	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	Cats. A & D
	(CHA) Chemical Hazard Awareness 

+ 

(CHAR) Reassessment
	 
	 
	 
	 
	 
	 

	Cats. A & D
	(DHR) Dealing with Hazards and Risks

+

(DHRR) Reassessment
	 
	 
	 
	 
	 
	 

	Cats. A & D
	(EA) Environmental Awareness

+

(EAR) Reassessment
	 
	 
	 
	 
	 
	`

	Cats. A & D
	(FW) Fire Warden course

+

(FWR) Reassessment
	 
	 
	 
	 
	 
	 

	Cats. A & D
	(H2S) H2S Awareness & Escape 

+

(H2SR) Recertification
	 
	 
	 
	 
	 
	 

	Cats. A & D
	((HRA) Health Risk Assessment

+

(HRAR) Reassessment
	 
	 
	 
	 
	 
	 

	Cats. A & D
	(IFR) Initial Fire Response

+

(IFRR) Reassessment
	 
	 
	 
	 
	 
	 

	Cats. A & D
	(IND) HSE Induction
	
	
	
	
	
	

	Cats. A & D
	(NORMA) Naturally Occurring Radioactive Materials Awareness

+

(NORMAR) Reassessment
	 
	 
	 
	 
	 
	 


	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	Cats. A & D
	(SCBA) Self-contained BA & Confined Space Rescue

+

(SCBAR) Reassessment
	 
	 
	 
	 
	 
	 


	
	LEVEL 1 (HSE) FIRST AID
	DELIVERY CAPABILITY & RESOURCES

	 Cats A, B & D
	(AHAF) American Heart Association Heartsaver First Aid, CPR & AED Foundation
	 
	 
	 
	 
	 
	 

	Cats. A, B & D
	(AHAR) American Heart Association Heartsaver First Aid, CPR & AED Recertification
	 
	 
	 
	 
	 
	 


	 
	Level 1 DEF. DRIVING
	 

DELIVERY CAPABILITY & RESOURCES  

	Contr-acted Cat A & Cat D only

	DD01 Light Vehicles, Blacktop Roads
	 
	 
	 
	 
	 
	 

	
	DD02 Heavy Vehicles, Blacktop Roads
	 
	 
	 
	 
	 
	 

	
	DD03 Graded Roads
	 
	 
	 
	 
	 
	 

	
	DD04 Bulk Tankers, Light & Heavy
	
	
	
	
	
	

	
	DD05 Buses, Light & Heavy
	
	
	
	
	
	


	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	Contr-acted DDTP

only

	DD06 Recertification
	
	
	
	
	
	

	
	DD07 PDO staff families, Blacktop roads
	
	
	
	
	
	

	
	DD08 Ambulance Drivers
	
	
	
	
	
	

	
	DD09 Fire & Rescue Service Emergency Vehicle Driver
	
	
	
	
	
	


	
	LEVEL 1 (HSE) LIFTING & HOISTING
	DELIVERY CAPABILITY & RESOURCES

	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	Cat. C and Optional Cat A

	(FLOP) Fork Lift Truck Operator +

(FLOPR) Reassessment
	
	
	
	
	
	

	
	(HIAB) Self-Loader Crane Operator

+

(HIABR) Reassessment
	
	
	
	
	
	

	
	(MCOP) Mobile Crane Operator

+

(MCOPR) Reassessment
	
	
	
	
	
	

	
	(MEWP) Mobile Elevating Work Platform Operator

+

(MEWPR) Reassessment
	
	
	
	
	
	


	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	Cat. C and Optional Cat A

	(OTCO) Overhead Travelling Crane Operator

+

(OTCOR) Reassessment
	
	
	
	
	
	

	
	(RNB) Riggers and Banksman 

+

(RNBR) Reassessment
	
	
	
	
	
	

	
	(SBTO) Side Boom Tractor Operator

+

(SBTOR) Reassessment
	
	
	
	
	
	


	
	LEVEL 2 HSE COURSES
	DELIVERY CAPABILITY & RESOURCES

	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	Cat.

A & D
	(AGT) Authorised Gas Tester

+

(AGTR) Recertification
	
	
	
	
	
	

	
	(CHAS) Chemical Hazard Awareness for Supervisors

+

(CHASR) Reassessment
	
	
	
	
	
	

	
	(CMC) Coaching, Mentoring & Performance Assessment

+

(CMCR) Reassessment
	
	
	
	
	
	

	
	(HTS) HSE Tools & Skills

+

(HTSR) Reassessment
	
	
	
	
	
	


	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	Cat.

A & D
	(IAI) Incident & Accident Investigation

+

(IAIR) Reassessment
	
	
	
	
	
	

	
	(NORMS) Naturally Occurring Radioactive Material for Supervisors

+

(NORMSR) Reassessment
	
	
	
	
	
	

	
	(PSO) Process Safety Orientation 

+

(PSOR) Reassessment
	
	
	
	
	
	

	
	(PTWA) Permit to Work Auditor

+

(PTWAR) Recertification
	
	
	
	
	
	

	
	(PTWH) Permit to Work Holder

+

(PTWHR) Recertification
	
	
	
	
	
	

	
	(PTWS) Permit to Work Signatory 

+

(PTWSR) Recertification
	
	
	
	
	
	

	N/A
	(SLM) Safety Leadership for Managers
	
	
	
	
	
	

	N/A
	(SLR) Safety Leadership Reassessment
	
	
	
	
	
	

	N/A
	(SLS) Safety Leadership for Supervisors
	
	
	
	
	
	


	
	LEVEL 2 (HSE) SCAFFOLDING COURSES  (Category A & optional for Category D)

	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	Cat A &  Optional Cat D

	(SCAP) Scaffold Appreciation Course 

+

(SCAPR) Reassessment
	
	
	
	
	
	

	
	(SCIN) Scaffold Inspector

+

(SCINR) Reassessment
	
	
	
	
	
	


	
	LEVEL 2 (HSE) LIFTING & HOISTING COURSES
	DELIVERY CAPABILITY & RESOURCES (Category A, optional for Categories C & D)

	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	Cat A & Optional Cat D 
	(SLOT) Supervisor Lifting Operations

+

(SLOTR) Reassessment
	
	
	
	
	
	


	
	LEVEL 2 DEFENSIVE DRIVING COURSES
	DELIVERY CAPABILITY & RESOURCES (Contracted DDTP only)

	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	DDTP only
	(SJM) Safe Journey Manager 

+

(SJMR) Reassessment
	
	
	
	
	
	


	3.2
	Visual Aids Classroom (All Categories)

	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	 
	LCD projectors / LCD Flatscreen
	 
	 
	 
	 
	 
	 

	 
	Whiteboards
	 
	 
	 
	 
	 
	 

	 Minor
	Projection screens
	 
	 
	 
	 
	 
	 

	 
	Board writers
	 
	 
	 
	 
	 
	 

	 
	PCs/Laptops
	 
	 
	 
	 
	 
	 

	 Minor
	DVD/Video players
	 
	 
	 
	 
	 
	 

	
	PC Speakers Sound System
	
	
	
	
	
	

	 Minor
	Flip charts/stands
	 
	 
	 
	 
	 
	 

	3.3
	Actions Taken with EOC Evaluations
	 
	 
	 
	 
	 
	 

	3.4
	Practical Training Areas (Category A and D)

	
	Scope Item
	Findings
	Evidence
	Action required
	Who by
	By when
	Status

	 
	BA chamber
	 
	 
	 
	 
	 
	 

	
	Training Manikin
	
	
	
	
	
	

	
	Emergency lighting
	
	
	
	
	
	

	
	Emergency Alarm
	
	
	
	
	
	

	
	H2S/Gas test rig
	 
	 
	 
	 
	 
	 

	
	Cellar & Well-head
	 
	 
	 
	 
	 
	 

	
	Rig floor
	
	
	
	
	
	

	
	Emergency exit gates
	
	
	
	
	
	

	
	Fire pad
	 
	 
	 
	 
	 
	 

	
	Fire Cribs and trays
	
	
	
	
	
	

	
	Emergency Hose reel
	
	
	
	
	
	

	
	Ignition Lance
	
	
	
	
	
	

	
	Environmental controls
	
	
	
	
	
	

	Optional
	Fire Simulation
	
	
	
	
	
	

	Optional
	Fire simulation props
	
	
	
	
	
	

	
	General site (All categories)
	
	
	
	
	
	

	  

 
	Ground surface
	 
	 
	 
	 
	 
	 

	
	Ladders/stairs/ramps
	 
	 
	 
	 
	 
	 

	
	Boundary fencing
	 
	 
	 
	 
	 
	 

	
	Other Fixed training equipment (Category A, Category D if delivering H2S and/or SCBA)

 
	 
	 
	 
	 
	 

	Optional
	BA Compressor
	
	
	
	
	
	

	Optional
	Compressed Air Charging manifold
	
	
	
	
	
	

	Minor
	Compressed Air decanting cylinder(s)
	
	
	
	
	
	

	
	Defects log
	 
	 
	 
	 
	 
	 

	
	Inspection, maintenance & repairs documented
	 
	 
	 
	 
	 
	 

	3.5
	Portable Training Equipment – Provision, maintenance & Testing (Category A, Category B items k – n, Category D for applicable course types)

	 
	a) BA sets
	 
	 
	 
	 
	 
	 

	 
	b) BA cylinders
	 
	 
	 
	 
	 
	 

	Minor
	c) Airlines
	 
	 
	 
	 
	 
	 

	 
	d) H2S sets 
	 
	 
	 
	 
	 
	 

	 
	e) H2S Facemasks & hoods (normal)
	 
	 
	 
	 
	 
	 

	
	f) Camlock Fastmask and Fastcowl
	
	
	
	
	
	

	 
	g) H2S personal monitors
	 
	 
	 
	 
	 
	 

	 
	h) Gas testing instruments
	 
	 
	 
	 
	 
	 

	
	i) NORM testing instruments
	 
	 
	 
	 
	 
	 

	 
	j) Fire extinguishers (training)
	 
	 
	 
	 
	 
	 

	 
	k) 1st Aid kits
	 
	 
	 
	 
	 
	 

	 
	l) CPR Manikins
	 
	 
	 
	 
	 
	 

	
	m) AED
	
	
	
	
	
	

	 
	n) Maintenance & Testing Plan 
	 
	 
	 
	 
	 
	 


	4
	ADMINISTRATION SECURITY CONTROLS (All categories unless stated otherwise)

	4.1
	Records of:

	 
	HSE Passport Numbers
	 
	 
	 
	 
	 
	 

	 
	H2S passes issued
	 
	 
	 
	 
	 
	 

	 
	Gas Tester permits
	 
	 
	 
	 
	 
	 

	
	NORM cards
	
	
	
	
	
	

	
	SCBA cards
	
	
	
	
	
	

	
	Authorised Gas Tester cards
	
	
	
	
	
	

	
	PTWH cards 
	
	
	
	
	
	

	
	PTWS cards
	
	
	
	
	
	

	
	PTWA cards
	
	
	
	
	
	

	
	DD permits

(DDAT only)
	
	
	
	
	
	

	
	AHA First Aid certificates
	
	
	
	
	
	

	
	Lifting Plant Operator permits

(ATP Category C & Cat. A’s Approved to deliver L& H courses/assessments)
	
	
	
	
	
	


	 
	EVALUATION OF TRAINER DELIVERY (All Categories)
	Grade

	TRAINER NAME
	 Topic/Course: 
	
	
	
	

	Trainer Activity
	Observation comments
	1
	2
	3
	4

	Prepared
	 
	 
	 
	 
	 

	Knowledgeable
	 
	 
	 
	 
	 

	Experience
	 
	 
	 
	 
	 

	Understanding
	 
	 
	 
	 
	 

	Method effective
	 
	 
	 
	 
	 

	Communicated effectively
	 
	 
	 
	 
	 

	Rapport
	 
	 
	 
	 
	 

	Involvement of trainees
	 
	 
	 
	 
	 

	Question technique
	 
	 
	 
	 
	 

	Accuracy
	 
	 
	 
	 
	 

	Timely
	 
	 
	 
	 
	 

	Mental breaks
	 
	 
	 
	 
	 

	Use of teaching aids
	 
	 
	 
	 
	 

	Coaching
	 
	 
	 
	 
	 

	Uses stage confirmation 
	 
	 
	 
	 
	 

	Uses effective summary
	 
	 
	 
	 
	 

	Formative Assessment 
	 
	 
	 
	 
	 

	Use of Evaluation & Feedback for Reflective learning 
	 
	 
	 
	 
	 

	
	
	
	
	
	

	 
	EVALUATION OF HSE TRAINING ASSESSMENT (All Categories)
	Grade

	ASSESSOR NAME
	Topic/Course: 
	
	
	
	

	Trainer Activity
	Observation comments
	1
	2
	3
	4

	Prepared
	 
	 
	 
	 
	 

	Knowledgeable
	 
	 
	 
	 
	 

	Experience
	 
	 
	 
	 
	 

	Understanding
	 
	 
	 
	 
	 

	Assessment Method effective
	 
	 
	 
	 
	 

	Communicated effectively
	 
	 
	 
	 
	 

	Rapport
	 
	 
	 
	 
	 

	Involvement of delegate(s)
	 
	 
	 
	 
	 

	Question technique
	 
	 
	 
	 
	 

	Accuracy
	 
	 
	 
	 
	 

	Timely
	 
	 
	 
	 
	 

	Use of assessment facilities
	 
	 
	 
	 
	 

	Provides effective summary of identified gaps
	 
	 
	 
	 
	 

	Marking of assessments
	 
	 
	 
	 
	 

	Use of Evaluation & Feedback for Reflective learning 
	 
	 
	 
	 
	 


	
	
	
	
	
	

	 
	EVALUATION OF ASSESSMENT INVIGILATION (Category A and C)
	Grade

	INVIGILATOR NAME
	Topic/Course:  
	
	
	
	

	Invigilator Activity
	Observation comments
	1
	2
	3
	4

	Prepared
	 
	 
	 
	 
	 

	Knowledgeable about assessment system
	 
	 
	 
	 
	 

	Experienced in assessment
	 
	 
	 
	 
	 

	Method effective
	 
	 
	 
	 
	 

	Communicated effectively with Assessor
	 
	 
	 
	 
	 

	Rapport
	 
	 
	 
	 
	 

	Maintained objectivity
	 
	 
	 
	 
	 

	Marking of assessments
	 
	 
	 
	 
	 

	Use of Evaluation & Feedback for Reflective learning 
	 
	 
	 
	 
	 


	ATP's VALUE TO PDO'S BUSINESS

	 
	 
	Max
	Assessment
	Remarks

	1
	Service Effectiveness, clarity, and quality
Course delivery (5) 
Assessment conduct (5)
	10
	 
	 

	2
	Client satisfaction - Sampled EOC evaluations, minimum 100, (scaled 1 – 4) with: 

4 on any (0)
3 or less >40% (2)

3 or less >20% <39% (4)
3 or less >10% <19% (6)

3 on <10% (8)

Above 3 on all (10)
	10
	 
	 

	3
	Fees charged: (N/A to ATP Category D  – ADD  0.25 to Assessment)
 > 10% higher than PDO (0)
5 – 9% higher than PDO (1)

0 – 4 % higher than PDO (2)

0 – 10% less than PDO (3)

11 – 15% less than PDO (4)

At  least 16% less than PDO (5)
	5
	 
	 

	4
	Volume of PDO related work: (N/A to Category D – ADD 0.25 to Assessment)
 <250 per month (0)
250 – 400 per month (1)

400 – 600 per month (2)

 1000 - 1499 per month (3)

>1500 per month (5)
	5
	 
	 

	5
	Delivery staff Experience; Qualifications; Effectiveness; Capability

Trainers – minimum sample 3 Level 1, 3 Level 2 (5)
Assessors – minimum sample 3 Level 1, 3 level 2 (5)


	10
	 
	 


	
	 
	Max
	Assessment
	Remarks

	6
	Management Experience; Qualifications; Effectiveness

Training Manager (5)

HSE Training Assessment Manager (3)

HSE Adviser/Manager (2)
	10
	 
	 

	7
	HSE Management 

Quality of HSE-MS (2); 
Organisation (2); 
Implementation in practice (6) 
	10
	 
	 

	8
	Visible Safety Leadership & Commitment 

Principal Management (3)
Senior Management (3)

Training /Assessment Management (3)

Trainers & Assessors (3)
	12
	 
	 

	9
	Training Administration

 Quality of Admin. Procedures manual (2)
Implementation in practice (3)
Staff efficiency / customer service (3)
	8
	 
	 

	
	Facilities and Equipment

Classrooms, Furniture and fittings (2)
Portable delegate training equipment (4)
Practical training area and facilities (3)
Food and other hygiene (2)
	10
	
	

	10
	Compliance
SP 1157 (3)

PR 2010 Part I (2) 
PR 2010 Part II (3)

Adoption of GU 673 guidance (2)
	10
	 
	 

	 
	 
	100
	 
	 

	 
	 
	 
	 
	Overall Grade = Assessment /10


Appendix M - Monthly Data template for contractor HSE Training and Assessment 
	Sheet 4 – PDO contractor staff Course attendances

	Course Title
	Course Code
	SAP Code
	Student Name
	Employing
Company
Name
	Employee

Number
	
	
	Labour Card
No
	ID Card
No
	Gender
	Nationality
	Date of Birth
	Language
	Course Start
Date
	Course End Date
	Duration (Days)
	Duration (Hours)
	Location
	Instructor
	Result
	
	
	Course Fee (OMR)
	Regn No
	STOP fees (OMR)

	Sheet 5 – PDO contractor staff Assessments (pre-training, equivalent training verification, or re-certification)

	Assessment Title
	Assessment Code
	SAP Code
	Student Name
	Employing
Company
Name
	Employee

Number
	
	
	Labour Card
No
	ID Card
No
	Gender
	Nationality
	Date of Birth
	Language
	Assessment  Start Date
	Assessment  End Date
	Duartion (Days)
	Duration (Hours)
	Location
	Assessor
	Result
	
	
	Assessment  Fee (OMR)
	Regn No
	

	Sheet 6 – PDO contractor staff (No Shows)

	Course Title
	Course Code
	SAP Code
	Student Name
	Employing
Company
Name
	Employee

Number
	
	
	Labour Card
No
	ID Card
No
	Gender
	Nationality
	Date of Birth
	Language
	Course Start
Date
	Course End Date
	Duartion (Days)
	Duration (Hours)
	Location
	Instructor
	Result
	
	
	Course Fee (OMR)
	Regn No
	


Appendix N - HSE Course and Reassessment Codes to be used with monthly Data returns
Appendices A – G in PR 2010 Part I list all the new HSE course codes, including those for recertifications and reassessments,  to be used exclusively for data returns.

No prefixes or suffixes to the codes are to be entered.
Appendix O – Template for proposed revisions or amendments to PR 2010 Part II

	Date submitted: DD/MM/YYYY
	Revision / Amendment proposed by:
	

	
	From (organisation)
	

	
	
	Role in the organisation
	

	Proposal affects / concerns
	Telephone contact
	

	Section Number
	Page(s)
	GSM contact
	

	
	
	E-mail contact
	

	Detail of proposal (Please attach any pages of additional information):


	Please scan and either fax, or email to PDO’s HLD8 team at the MAF Learning & Development Centre 


Appendix P – Application to be considered as a PDO Approved Training Provider
	Name of Applicant
	
	Telephone contact
	

	Name of Institute or contracting company
	GSM contact
	

	
	E-mail contact
	

	Physical Address of Training facility
	Date of Application (DD/MM/YYYY
	

	Building No
	
	Briefly state why you wish to be considered as an Approved HSE Training Provider (ATP) by PDO?

What Category of PDO Approved Training Provider are you applying for, A, B, C or D?

What value do you feel your being Approved as a PDO ATP will provide to PDO’s business?

	Street /Way No
	
	

	Area
	
	

	PO Box
	
	

	PC No.
	
	

	Global Positioning System (GPS) Co-ordinates of facility
	Latitude (N)
	

	
	Longitude (E)
	

	ATP Eligibility Questions
	Yes
	No

	1  Is your facility within a 34 km radius of Gate No 1, of PDO’s Mina Al Fahal site? (Not applicable to Category D applicants)
	
	

	2  Do you understand that an application must be accompanied with a non-returnable Initial Audit fee of OMR 4000, payable to Petroleum Development Oman LLC?
	
	


	ATP Eligibility Questions, continued
	Yes
	No

	3  Have you read and understood the minimum requirements of a PDO Approved Training Provider that are detailed in PDO’s document PR 2010 Part II: HSE Training Provision Approval and Quality Assurance document? Document is downloadable from http://www.pdo.co.om/hseforcontractors/blocks/documentation/document.html 
	
	

	4  Do you clearly understand there is an annual non-returnable fee of OMR 2000 for the provision of PDO’s copyrighted HSE Training materials, that includes the annual External Verification Quality Assurance (EV QA) Audit by PDO, and Approved Training staff attendance fees on four CPD workshops run by PDO?
	
	

	5  Can you meet in full, all of the requirements applicable to your organisation specified in PR 2010 Part II to support your application?
	
	

	6  Do you clearly understand there are compliance requirements associated with becoming a PDO Approved Training Provider; that you will be bound by them, and non-compliance may result in any Approval of the Institute or its Trainers being either suspended or withdrawn temporarily or permanently?
	
	

	If you have answered ‘Yes’ to all of the above questions, and you wish to continue with an application be fully aware of the conditions, both financial and regulatory, associated with applying for a PDO ATP Approval, please:

	Attach the required documentation to this Application
	
	Attach a cheque or Bankers Order for OMR 4,000  made payable to Petroleum Development Oman LLC
	

	Sign the Application:
	
	Date the Application:
	

	Please deliver the application and attachments to: 
HLD8, Petroleum Development Oman, Learning & Development Centre, PO Box 81, PC 100, Muscat, Sultanate of Oman.
e-mail: Ian.Bowen@pdo.co.om  Telephone: +968 2477312


Appendix Q – Monthly Template for HSE Passports, Permits and Certificates return.
	HSE Passport Serial No
	To whom issued 
	Date of Issue
	Permit (state type) Serial No
	To whom issued
	Date of Issue
	Certificate (state type) Serial No.
	To whom issued
	Date of Issue

	nnnnnn
	
	DD/MM/YY
	nnnnnn
	
	DD/MM/YY
	nnnnnn
	
	DD/MM/YY

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Return should be made using an Excel spreadsheet with columns as shown, Font – Calibri; Font size 9, Date formats only as shown.  
Passport serial numbers should be prefixed with a single letter, denoting the reason for issue: 

(I – Initial: R – Replacement for full: D – Duplicate for lost, mislaid or damaged.)

Appendix R – PDO Approved Training Providers’ CPD workshop booking form

	PDO Approved Trainers' CPD Workshop – (Enter date DD/MM/YYYY) : 0800 - 1600

	INSTITUTE or Contracting Company
	

	
	
	
	
	
	

	Name of Trainer
	Level of Approval
	Preferred workshop (A) Arabic (E) English
	GSM
	Tel (+ext)
	email contact

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


[image: image2.png]
Appendix S – Recommended ATP End of Course Evaluation Form
	TRAINER’S NAME
	INVIGILATOR’S NAME
	ASSESSOR’S NAME
	Topic/Course:

	
	
	
	

	
	
	
	Date

	Question No
	
	Any Comments?
	(
	(
	(
	(

	
	
	
	4
	3
	2
	1

	1
	Did you learn new information?


	
	
	
	
	

	2
	Will what you learnt, help you to do your job more safely?


	If not, state why:
	
	
	
	

	3
	Do you have confidence to apply what you have learnt in your workplace?
	
	
	
	
	

	4
	Has your learning helped  you to realize you need to use safe behaviour at work all the time?
	
	
	
	
	

	5
	How active with tasks were you kept during the course?


	
	
	
	
	

	6
	Did the trainer’s delivery skills help you to learn?
	
	
	
	
	

	7
	How could the trainer improve his/her skills?
	
	
	
	
	

	8
	Did the trainer use course materials that helped your learning?


	
	
	
	
	

	9
	Did the handout materials help you?
	
	
	
	
	

	10
	Did the equipment used on the course, work whenever required?


	If not, state why:


	
	
	
	


	Question No
	
	Any Comments?
	(
	(
	(
	(

	
	
	
	4
	3
	2
	1

	11
	Did the equipment used during your assessment, work when you needed it to?


	
	
	
	
	

	12
	Was the assessment fair and objective?


	If not, state why:
	
	
	
	

	13
	Did you cover all topics on the course that were assessed?
	If not, which ones in the assessment were not covered on the course:
	
	
	
	

	14
	Did the assessor give you the best opportunity to demonstrate your performance level?
	If not, state why:
	
	
	
	

	15
	If you were unsuccessful this time, did the assessor tell you your performance gaps after the assessment?
	
	
	
	
	

	16
	If you were unsuccessful, have you been offered a 2nd assessment opportunity within the next 14 days?
	
	
	
	
	

	17
	Was the classroom comfortable?
	
	
	
	
	

	18
	Were the external practical facilities and equipment useful to you?


	
	
	
	
	

	19
	Were the toilets clean and hygienic?


	
	
	
	
	

	20
	Were the cafeteria facilities hygienic and food satisfactory?
	
	
	
	
	

	[image: image3.png]Please make  any other constructive comment or feedback you would like to provide in the box to the right.
	

	Your Name
	How can we contact you to get further feedback?

GSM:                              Telephone:                              E-mail Address:


E-mail completed form to: � HYPERLINK "mailto:Samira.S.Rawahy@pdo.co.om" �Samira.S.Rawahy@pdo.co.om�; � HYPERLINK "mailto:Jamal.Jahadhamy@pdo.co.om" �Jamal.Jahadhamy@pdo.co.om� ; � HYPERLINK "mailto:Ian.Bowen@pdo.co.om" �Ian.Bowen@pdo.co.om� 


Telephone enquiries to:  +968 24677790 / 24678951 / 24677312
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