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Verification of competency (VoC) checklist for ITD Teachers


	School
	

	Teacher name
	




The purpose
This verification of competency (VoC) resource provides a consistent, practical process for verifying the competency of ITD teachers who operate plant and equipment in workshops. Qualifications or training are to be recorded to verify teacher skills, knowledge, and experience on the plant and equipment they use as part of the curriculum they deliver. Some ITD teachers may require additional training based on tasks, work areas or the operation of plant and equipment they use in curriculum delivery. The VoC checklist supports safe teaching practice, provides robust documentation and assists schools to plan training and professional development for ITD teachers.

[bookmark: _Hlk213067127]It is acknowledged that teachers delivering certificate courses are required to meet Registered Training Organisation (RTO) audit requirements and already will have processes in place to ensure there is documented evidence of teacher qualifications, competency, and experience.

Note: This document is provided as a resource template. Schools may adapt and modify it to suit their local context and equipment availability while maintaining alignment with the HSWMS.

This resource applies to:
· ITD teachers (permanent, temporary, contract or supply)
To be completed:
· As part of induction (when a teacher commences at a school); and
· Reviewed at the beginning of each year or when curriculum delivery changes; and
· When new plant or equipment is introduced that the ITD teacher will use as part of curriculum delivery (to ensure ongoing safe practice) 

The checklist supports -

· Alignment with the department’s Health, Safety and Wellbeing Management System (HSWMS) and 
· Compliance with obligations under the Work Health and Safety Act 2011
Responsibilities

	ITD teacher

	Head of Department / supervisor

	· Self-assess competency against the required plant and equipment 
· Provide supporting evidence to verify the outcome of their self-assessment 
· Participate in induction/training 
· Complete and sign the VoC checklist
	· Verify supporting evidence provided by ITD teacher to demonstrate competency, (ie qualifications, training records, completed observations or demonstrations).
· Organise for training on relevant plant and equipment if staff are deemed ‘not yet competent’ 
· Complete and sign the VoC checklist 
· Ensure the completed VoC checklist is securely stored as part of school/HSW training records.




[bookmark: _Hlk213067048]Equipment induction for teachers

[bookmark: _Hlk213066008]ITD teachers at all stages of their teaching career are to record their competency and training related to the plant and equipment they use. This checklist aims to assist ITD teachers to identify and record plant and equipment competency and experience. Competency should be substantiated by reference to completed qualifications and/or experience in the use of the plant and equipment. 

Prior to ITD teachers being timetabled to ITD subject areas, schools will need to plan and work with their ITD teachers to develop capability and achieve competency for the plant and equipment relevant for the subject area.  Competency is to be achieved by the ITD teacher prior to the use of the plant or equipment required for the curriculum delivery, this may change over time and will differ between locations.
How to use this checklist
Curriculum Area: Industrial Technology & Design

1. The teacher completes a self-assessment of competency selecting:
· competent (‘C’) or not yet competent (NYC)

From the equipment list, the ITD teacher indicates the plant or equipment for which they have qualifications and/or experience that demonstrates their competence to teach.    
2. The ITD teacher gathers and provides supporting evidence of competency such as:
a. Relevant qualifications or certificates
b. Records of training
c. Demonstrated observations 
d. Logbook or other documented proof (logbook is a separate resource)
[image: ]
e. A working knowledge of the safety requirements related to that item such as practical experience, use of operating manuals, safe operating procedures (SOP), plant and equipment risk assessments (PERA) and equipment maintenance records (EMRs): https://education.qld.gov.au/initiatives-and-strategies/health-and-wellbeing/workplaces/equipment-machinery-resources
3. Head of Department/supervisor:-
a. Verify the evidence provided
b. Confirm teacher competency 
c. Sign and date the relevant section once satisfied
4. The ITD teacher and Head of Department/supervisor sign the final declaration section once the initial self-assessment verification of evidence review are complete.
5. For plant and equipment where the ITD teacher is not yet competent* (NYC) the Head of Department/supervisor arranges relevant training and skill development assessment, and all parties add a new dated signature once competency has been achieved.


Not yet competent (NYC)*

The table can identify a list of plant and equipment that the ITD teacher is ‘not yet competent’ to use.  This information can be used to develop a suitable skill development program for the ITD teacher. Consideration should be given to priorities and future needs at the school. The school will need to consider support for the ITD teacher to access suitable training and mentoring to complete the training program.  

Where NYC is noted, the plant and equipment is not to be used by the ITD teacher, or others under their supervision or instruction until relevant training/skill development is completed.   

Schools are also to ensure that regular retraining, professional development, revisiting documentation (e.g. department and industry resources) and reviewing of processes occurs to ensure competence and safety is maintained.  

Recordkeeping
Schools are responsible for retaining the completed checklist as part of their workplace health, safety and wellbeing documentation.  The checklist is to be maintained for audit purposes and compliance monitoring.  It evidences competency for the identified items of plant and equipment relevant to the teacher’s role.  

Please complete the table below. 
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	Evidence to demonstrate competency *
Teachers should use this to record existing competency. Teachers do not need to be competent in all the plant and equipment listed below; only plant and equipment required for current / proposed curriculum delivery.  Remember, only utilise with students’ the plant and equipment that you are competent to use.

	[bookmark: _Hlk213743721]Equipment


	Rate your competence
	Read
operating manual, SOP and PERA
	Gained practical demonstration
	Skillset experience logbook
	
Qualifications
	Date induction process completed
	Teacher signature


	Head of Department/
Supervisor signature


	Wood – portable tools (electrical and battery powered) 

	Battery drill and driver 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Belt sander <75mm 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Belt sander >75mm <100mm 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Bench grinder (pedestal) 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Biscuit cutter/jointer 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Circular saw (185mm) 
	Choose an item. 
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Domino machine 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Electric drill 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Electric planner < 90mm 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Jig saw 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Orbital sander 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Pokerwork tool - hot wire 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Random orbital sander 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Router - hand/plunge 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	[bookmark: _Hlk212630039]Trimmer - laminate  
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Wet stone grinder
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Equipment


	Rate your competence
	Read
operating manual, SOP and PERA
	Gained practical demonstration
	Skillset experience logbook
	
Qualifications
	Date induction process completed
	Teacher signature


	Head of Department/
Supervisor signature


	Fixed wood machinery


	Bandsaw
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Bench/pedestal drill 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Bobbin sander 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Chisel mortising machine 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Disc and belt linisher sander 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Drum sander 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Jointer/planer 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Router table/spindle moulder 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Table saw
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Table/panel saw 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Thicknesser 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Wood lathe
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	[bookmark: _Hlk212797122]Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here

	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	




	Equipment


	Rate your competence
	Read
operating manual, SOP and PERA
	Gained practical demonstration
	Skillset experience logbook
	
Qualifications
	Date induction process completed
	Teacher signature


	Head of Department/
Supervisor signature


	Metal – fixed machinery

	Bench grinder (pedestal)
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Bar bender
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Bench/pedestal drill 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Buffing wheel (pedestal) 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Cold Saw 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Guillotine foot operated) 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Metal lathe  
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Panbrake bending machine 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Shears, bench, metal 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	[bookmark: _Hlk212626622]Equipment


	Rate your competence
	Read
operating manual, SOP and PERA
	Gained practical demonstration
	Skillset experience logbook
	
Qualifications
	Date induction process completed
	Teacher signature


	Head of Department/
Supervisor signature


	Automotive equipment

	Hoist
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Wheel aligner
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Equipment


	Rate your competence
	Read
operating manual, SOP and PERA
	Gained practical demonstration
	Skillset experience logbook
	
Qualifications
	Date induction process completed
	Teacher signature


	Head of Department/
Supervisor signature


	Metal – portable tools

	Angle grinder (cutting disc) *
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Angle grinder (grinding / flap disc)
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Electric arc welding  
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Horizontal bandsaw 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Metal craft equipment 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	MIG electric welding 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Nibbler
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Oxy-acetylene equipment 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Soldering iron, electric 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Spot Welder 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here

	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Equipment


	Rate your competence
	Read
operating manual, SOP and PERA
	Gained practical demonstration
	Skillset experience logbook
	
Qualifications
	Date induction process completed
	Teacher signature


	Head of Department/
Supervisor signature


	Plastic – portable tools

	Buffing machine
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Oven (plastics)
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Strip heater
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Vacuum forming machine
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Equipment


	Rate your competence
	Read
operating manual, SOP and PERA
	Gained practical demonstration
	Skillset experience logbook
	
Qualifications
	Date induction process completed
	Teacher signature


	Head of Department/
Supervisor signature


	Compressed air tools
	
	
	
	
	
	
	
	

	Impact wrench 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Frame assembling machine
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Nail gun (Finisher) 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Nail gun (Framer) 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Orbital sander
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Portable air compressor units 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Portable drills 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Screwdrivers
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Spray painting equipment 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Stapler 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Equipment


	Rate your competence
	Read
operating manual, SOP and PERA
	Gained practical demonstration
	Skillset experience logbook
	
Qualifications
	Date induction process completed
	Teacher signature


	Head of Department/
Supervisor signature


	Construction equipment

	Brick laying hand tools 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Concrete mixer 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Concreting hand tools 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Disc sander 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Electric glue gun 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Electric screwdriver/drill 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Hot air welder 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Impact hammer drill 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Jack hammer 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Landscaping hand tools
(mattock, pick, crowbar, shovels, rakes, sledgehammer, etc) 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Laser level 
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Mitre and sliding compound saw  
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	

	Insert new equipment here
	Choose an item.
	☐	☐	☐	☐	Click or tap to enter a date.	
	





Final declaration 

The Head of Department (HOD) or supervisor reviews the VoC checklist with the ITD teacher and verifies their competency through the evidence provided. 

During this process additional evidence may be identified as required to verify competency. 

The final declaration is only signed by all parties when the competency of the ITD teacher has been verified against the plant and equipment to be used in curriculum delivery. 
.
	Date VoC checklist completed
	


	Teacher signature
	





	 VoC checklist reviewed and evidence verified by Head of Department 


	Signed

	Date
	Comments

	Signed

	Date
	Comments

	Signed

	Date
	Comments
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