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Training your team
A practical guide for farmers and growers

Making sure your team are 
trained and competent is an 
important part of running a 
good business. Mistakes and 
injuries cost you money.

People that are properly trained are more 
productive, make less mistakes and enjoy their 
job more. There are 4 things you need to do to 
get your team are trained and competent:
1 Induct
2 Assess
3 Train
4 Record
5 Evaluate
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1. How to induct
Take the time to properly induct new 
employees to your business. This is the first 
step towards injury and accident prevention. 
Explain all the hazardous situations they could come 
across, and the specific health and safety requirements 
for each situation. 

From a  health and safety standpoint, the induction 
should cover: 

• This is what you need to ask for:

• Emergency procedures

• How to report an injury or accident

• Hazards and their risks (tasks, plant, equipment  
and substances)

• Employer and employee responsibilities

• Information about health and safety meetings

• Employee/management consultation process

• Personal protective equipment maintenance and use

• The work injury claims process

Tip
Invite new team members to use Onside. This will 
provide an easy platform that ensures everyone 
knows what to do. 
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2. How to assess
Once you’ve inducted new team members 
you’ll first need to assess their skill level in the 
tasks they need to complete, and then provide 
any training or upskilling that’s needed.

Assessing new team members can be done using 
written tests, questionnaires, practical task assessments 
or by external training providers. The simplest way to 
assess competency is to watch the person doing the job 
or task.

Record the competency of your team using these 4 
simple categories:

1 Needs training

2 Able to work under supervision

3 Competent

4 Able to train others

Tip
A training matrix is a great way to keep track of 
each team member’s level of competence in specific 
tasks. We’ve put one together for you to make sense 
of your categories. Grab it at the link below. 

Training Tracker

A training tracker is a great way to keep track of each team member’s 
levels of competence in specific tasks. Record the skill levels of your 
team for each task and the date of their last training.

COMPETENCY KEY:

1 = Needs training

2 =  Able to work under supervision

3 = Competent

4 = Able to train others

Name of 
Employee

Induction First Aid 
Certificate

Hazardous 
Substances 
Training

Certified Handler Standard 
Operating 
Procedure
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3. How to train
Training can be completed by members of 
your team that are qualified or competent, or 
by an external provider or trainer. 
Verbal and written explanations are useful for explaining 
what needs to be done. Written documents with 
pictures are another way of presenting information, and 
are better than words alone. But the best way to teach 
people is to get out and show them how to do the job. 

Tip
Onside has lots of standard operating procedures 
that can be used when training your team and 
conducting assessments. Check out our Knowledge 
Base to see what’s available. Let us know if there’s 
something missing and we’ll fill the gap. 

Tip
The simplest and cheapest way to store training 
records is to create a folder in your computer for 
each employee. Save copies of the various records 
and update them as required. 

4. How to record
It is important to keep a record of team 
training and competency. If something does 
go wrong you need to prove that person had 
been inducted, assessed and trained. 

You should also keep a copy of induction forms, relevant 
licences and certificates including issue dates and 
renewal dates for each member of your team.
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