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Instructions for Completing the VOC

What is the VOC for?

A Verification of Competence (VOC) can be used to assess accredited or non-accredited
(internal/enterprise) competencies.

Recording outcomes in the | VOC

The VOC has space for the Assessor to record that the employee has been observed carrying out
each listed procedure or task correctly (S), that some form of remedial action is required (R) or
that the task has not been reviewed (NA). The following table describes how to use the columns
for recording outcomgs.

S The task wa erved being performed:

+  safely A

e correctly and to(e r;quired Patrick standard

* at the appropriate A

R The Assessor considers thakpéskor the entire task was not performed satisfactorily
and that some form of reme @ tion is required. Where appropriate, additional
information should be included in ¢he Comments column.

NA The Assessor was unable to check the t the time of the review.

@ Important information )

If you are administering the VOC, you must NOT sign a procedur%as correct (S) unless you
are confident that the person being checked can perform the proced (/ sk safely and
unsupervised in all situations and conditions. ﬁ

Comments area

Where appropriate, the Assessor should add comments in relation to what was observed during
the evaluation.
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Remedial action
If the Assessor administering the VOC observes any of the procedures or tasks being performed
incorrectly, they must recommend remedial action when completing the Results Summary.

Suggestions for remedial action should be discussed with the appropriate line manager and the
employee concerned.

The codes to be used to specify the remedial action necessary are described in the following
table.

This means....

PB The person requires further briefing on the task or procedure.

TR 1@ son requires remedial training, either on job training using the applicable
On orkbook, or both off and on job training using appropriate refresh
packa % the job mentoring.

4

PM The person%s performance management.

0 Other possible @I action - to be detailed in the Summary Result / Action
Plan.

Summary / Action Plan Form

After the VOC has been administered, the Ass@ should complete the Summary / Action Plan
Form at the end of this document. O

The completed form must include: ;%

o The employee’s details
° Outcomes for each section
° Suggested remedial action (if needed) for discussion™Wth the line manager and the

employee ( l

If Remedial action is needed, The Action Plan must be signed, dated and discussed by the:

° Assessor
® Line manager
@ Employee
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When is the VOC complete?

AVOC is complete for an employee when:

. All procedures / tasks have been assessed as being performed correctly (S) and all
areas of the VOC have been signed and dated

Who administers the VOC?

The assessments of the VOC can only be administered and signed off by an approved Assessor

who should:
° Hold all of the current competencies from the shift loads using gantry equipment or
equivalent
. Hold th ant state authority high risk work licence
® Have comp ;?TAEAIOHO — Certificate IV in Training and Assessment

s

The role of the person admi st&fing the VOC
It is the role of the person administeNng

& VOC to:
. Be able to perform to approve @dards, all the procedures being checked

° Know, and be able to carry out an@r nt local procedures related to the tasks to be
checked 0

@ Closely observe the employee’s perform% the procedures / tasks to ensure the
safety of all personnel and the correct perfo yﬁof the procedures / tasks

® Make recommendations for remediation in conswzl\ion with the employee and the
appropriate line manager, if a procedure is not being @:Ieted correctly

s Submit the completed to the appropriate line manager off
When the VOC is complete:

e must be scanned and filed electronically;

e original hardcopies must be filed in the employees training file;

e acopy offered to the employee; and

e the outcome recorded into PeopleSoft/Training matrix
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S = performed correctly R = remedial action required

NA = not applicable

Procedure or Task

1.1. Patrick identification card and where required:

e MSIC / site specific induction/ Security card/s ___,

e correctly attired in required Patrick uniform and
required PPE (or has available for use

Comments

1.2. Conducts working area checks, identifies weather
conditions, hazards & adopts appropriate control
measures.

N

<

1.3. Identify and locate the fﬁ at the site:

o fixed and other relevant si f,&nals and
indicators e.g. road marking

e obstructions, (e.g. hatch covers%
itto

e crane tracks and end barriers / lim @vel

o approved trafficflow _............~%

e pedestrian walkways

(NN N

RN

HEjEynyn
Oogon

1.4. Locate (or indicate location of) the following
documentation:

e manufacturer's operating manual for load lifting
equipment

e Patrick approved load lifting procedures

e Patrick approved Dangerous Goods handling
and storage procedures

e Patrick approved faulty equipment reporting
procedures

---------------------------------------------------------

e Patrick approved incident reporting procedures

N

REENEER

RN

<

~

=2

1.5. Locate (or indicate location of) planned cargo
movements for the shift.

L]

1.6. Assess characteristics of the load and ensure
appropriate attachments / gear is used to move the
load.

[

N | ] 0O o0 O
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S = performed correctly R = remedial action required NA = not applicable
Procedure or Task Comments

Section 2: Safety Checks and Procedures

2.1. Identify the following crane components:

.y

o Data/ Load PIate............oooooerresesreresnnsnnnessen A
e emergency exit from cabin and crane _............. lz/
TR R —— El
* service and storm brakes ..........c.cceuvmmrrrirneneas (Zf

train, brakes)

e |ong travel system components (motor, drive [ﬁ

e traverse travel system main components
(carriage, motor, drive train, brakes)

e crane travel lim&devices ................................ %
e checks for fluid st base of cranes travel
motors

2.2. Check gantry crane track pr( f ghting access ﬁ

ladder.

2.3. Climb access stairs safely using 3 po‘&ontact

(O OUoO O godo

2.4. Check the following, as applicable, prior tch@:
e wind velocity gauge and warning alarm ____ . £...)

¢ hydraulic cylinders, hoses and connections ... 4

%D

L ]
=
=)
44
2
g
Q
=
g
=
S
=N
=
3
wv
o
o
3
8
o
Dr
ol
Y
0000000  OAN

o lights, radio, electrical devices .. ...........ccconun......

e fire extinguisher

o gear and operational levers are in neutral m/

gﬁtmm OO0 OO0 O goood

POSIION. o siincpmsrammmsmspmmmssm s O
o seat, mirrors adjustMment oo |j %
e windscreen, windows clean ... ..o, m/ #
© MAChing 108 BOOK.......crer et vl

s no personnel working oncrane ..o Vaj

NN

e spreader condition identifies areas to check for Iz(
damage including obvious visual defects,
protector plate and
(1] 2] o7 7 P RN
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S = performed correctly

R = remedial action required

NA = not applicable

Procedure or Task

S| R

Comments

2.5. Start crane and check:

e signal lamps

........................................................

e equipment and attachment controls

e travel, traverse and hoist controls

.......................

s smooth operation, creep, etc.

.............................

e traverse and hoist limit switches ... .

e load indicator devices

.........................................

N

2.6. Conducts trial/ test lift

2.7. For Automated Terminals Only:
e conducts ‘Sema

?@iehcheck’ wherW

N
DO Oooooo

\

0o oooooo

acturer’s
takes action to
to equipment

2.8. Operate equipment\ n
specification and Patrickgui
immediately.report any faults or

in aceordance with Patrick procedu

Section 3: Locate load and identify load cb.racteristics

3.1. Locate / identify correct load.
o~

3.2. Correctly interpret and follow loading and
unloading plans to ensure efficient and safe operatio

%b

v

3.3. Identify correct lifting strategy, taking into account:

o dangeroUs Go0ds. .. ........cocesemssessodtirmsensrassens
e possibility of damage of loador équipment )
e weight / mass, !Eng%h’,/h;éight, width, type of

l0ad / CONLATIEr __........oooosoooeeeeeseeseeeeseeo

e capacity / application of lifting equipment ___
i
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S = performed correctly R = remedial action required NA = not applicable
Procedure or Task Comments

Section 4: Move materials and loads

4.1. Manoeuvre equipment correctly and safely:

* lookin direction of travel .~~~ |Zf

* checks for traffic / personnel (eyes, mirrors) | 4
e extend spreader to suit load when safe to

0 O

* observes Restricted Work Zone protocol at
Al EIMES e,

N

N
O

® coordinate movement with starts and stops
to eliminate attachment swing
e eliminate atta nt swing before landing __
® move load with sing over top of
personnel ... '? ................................
® stop equipment when % ersonnel

become unsighted

BN
L OO
O 0000 0O 00 O 0O 00

Y

NN

e operate at safe speed to suit condi

@
o
o
®
-~
@
i)
35
Q
n
oo,
<
D)
>
o
-
Qi
™ s
o
€ i
3
Q_-
A
@zbs
5
®

® keep safe distance from obstructions _§
* hook / lifting attachment is positioned ov£
l0ad COrrectly ..o,

»

* when picking up containers, approaches

2\

0 D000
b4

with spreader high enough to clear
CONEAINEIS....oecviecer st oo Ij
e uses flippers correctly.......oouveverecervoosoi, Ef .

® judges clearance correct!y......ommvnninn,
* correct load carrying height.......................

L0000

® does notexceed crane SWho...o.ovoeeeovuooeoon,
¢ clearly follows the direction of the Team
Leader/ FOreman ... eeeeeooeeoooeeoeoeeson

D\

4.2. Stop equipment immediately in the event of a

safety incident or emergency (explain procedu re): %
A

* implement Patrick emergency procedures

10
LI0d

e reportany incidents or emergencies

4.3. Use Patrick approved procedures in all two way
radio communications.

[]
[]
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S = performed correctly

R = remedial action required

NA = not applicable

Procedure or Task

S [ R

Comments

4.4. Constantly assess and anticipate:

©  raffic FlOW oo,
* workareaconditions ... .....oreennn.
*  Safe OPEration | .. .....oooeeerenesseissesins
® people MOVeMeNnt .. ........ooeremrrrrosri,
e damagetoequipment . . ... .
e damagetoloads, .. ..o

erforming operations:

5.1. Operate controls wh
e accelerate sm&l

* decelerate smoothty</ .,

e operate lifting, Iowerir‘%ment
o A s A

® use warning devices if neces.fg __________________

NE
Ooooooo
OOOoooon

5.2. Use equipment controls / systems to com
for load variations.

€%
Section 6: Stop, park and secure equipment

6.1. Stop and parkin the designated location.

6.2. shut down equipment within manufacturer’s
specification and Patrick guidelines:

° apply braking devices ,,......cccoouroocrvmrnrrrins
* move levers to neutral position .. ——
® position attachments correctly (spreader
height etc.) .........c.ooeeveens S——
° shutoff power ... S—
* closewindows ... B —— —
e l|eaves cabin tidy, closes windows and doors

LN

6.3. Report faults or damage to equipment using Patrick
procedures.

& ~
L] OO OO
L | OOoOOd oo
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Summary / Action Plan Form

Employee Information

Name: Employee No: /N [

—_—

FAsy

Classification: Location:

Equipment Assessed:
Bridge and Gantry Crane No.

Vehicle No: &l
Location: "VZ’

Section of

Remedial Action

TR PM 0O Comment

1. Plan work for the current
working conditions

2. Safety Checks And
Procedures

S
el
3. Locate load and identify %
Ef,
uf

(5

[]
o <F
[]

load characteristics

4. Move materials and loads

5. Monitor and operate
controls

6. Stop, park and secure

0| O g

equipment
S = the procedure was performed correctly
PB = the person requires further briefing
TR = the person requires remedial training starting with on job training using the On Job Workbook
PM = the person requires performance management
(0] = other appropriate action
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Report / Comments

What will be done?

Who will do it?
<L
%

p 4

When will the action be <
complete? :

OO/

4
o
|:| The person may continue operating o Bridge and Gantr while remedial action is taking place.
Or... %
D The person cannot operate Bridge and Gantry Crane until remed ?ﬁon is complete.
I have read the action plan outlined above and agree that it is an apiate outcome for this person
based on the result of this assessment. -
Assessor Name Signature Date
Line Manager Name (Optional) Signature Date
Employee Name Signature Date
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Time and date:

n e : o Revision Status 0
LLLLLELTN Terminals Date: 10t March 2017

Inspected by:

Lifting Jibs Assessment Form

Name:
Page 1 of 1

Location: Spreader Shed | Item 1: North Lifting Jib Assembly

Item | Checkpoints: Result Initial
1.1 | Markings clear & ledgible

1.2 | Hook and catch

1.3 | Lift Chain

1.4 | Hand Chain

1.5 | Chain Block operation

1.6 | Trolley

1.7 | Jib

1.8 | Jib pivot

1.9 | Structural attachmenl@nann of Spreader shed

Notes: Corrective work require ’?

@/o(
<

Location: Spreader Shed | Item 2: South Lifting Jib Assemb%
Iltem | Checkpoints: \4/\ Result Initial
2.1 | Markings clear & ledgible /\

2.2 | Hook and catch n

2.3 | Lift Chain ~,

2.4 | Hand Chain v/ ,

2.5 | Chain Block operation > k

2.6 | Trolley

2.7 | Jib

2.8 | Jib pivot

2.9 | Structural attachment to column of Spreader shed
Notes: Corrective work required

Z:\2.0 Documentation\2.5DF Forms\Inspection Forms\Spreader Shed Lifting Jib North & South Assessment Form.doc









