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Verification of competency record example
Fictional forklift assessment and reassessment. Dates, people and identifiers are invented. Version 1.1. Your competent safety reviewer must adapt and approve these starting criteria before use; this form is not a licence or operating authorisation.
From the Coursebox blog: coursebox.ai/blog/verification-of-competency-voc-and-who-needs-it
1. Worker and task
	Field
	Details

	Worker
	Operator 2

	Employer or contractor
	Site logistics contractor

	Task or plant type
	Forklift, counterbalance (licence class LF)

	Make, model and plant ID
	2.5 t LPG counterbalance, plant ID FL-04

	Site and location
	Construction and logistics site, materials yard and loading bay

	Date and time
	15 Oct 2026, 7:30 am

	Reason for this VOC
	New to the site (mobilisation)


2. Assessor
	Field
	Details

	Assessor
	Leading hand, site logistics

	Assessment credential, if held
	TAEASS402 Assess competence

	Own licence or competence for this plant
	LF licence; 9 years operating counterbalance forklifts

	Authorised to assess by
	Site manager


Some sites and schemes set who may assess. Check your site's rule before the VOC.
3. Evidence sighted before the VOC
	Evidence
	Details
	Sighted

	High risk work licence (class, number, expiry)
	LF, LF-1002, expires 30 Jun 2027
	Yes

	Unit of competency or training record
	Licence course record, 2022
	Yes

	Logbook or recent hours on this plant
	About 6 months at the previous employer, by the worker's account; no logbook
	No

	Previous VOC (date and outcome)
	None on this site
	

	Site induction and traffic management plan
	Completed 14 Oct 2026
	Yes


A supervisor letter alone does not replace a structured assessment. Record documents checked and observed evidence against the agreed criteria.
4. Conditions of the assessment
	Condition
	Details

	Ground and weather
	Dry, compacted gravel yard; concrete loading bay

	Load used
	Palletised plasterboard, about 1,200 kg

	Traffic and pedestrians present
	Assessment area isolated from deliveries and pedestrians; controlled scenarios agreed before starting

	Day or night
	Day


5. Theory questions
Ask in the worker's words; you're checking they understand, not that they can recite. S = satisfactory, NYS = not yet satisfactory.
	Question
	Key points in a good answer
	S / NYS

	Where do you find this truck's rated capacity, and what reduces it?
	Use the truck's load plate and manual for the actual attachment, load centre and lift height. Do not rely on the nominal capacity alone.
	S

	What do you check before you start the truck?
	The pre-start checklist: forks, chains, tyres, hydraulics for leaks, brakes, steering, horn, lights, seatbelt and warning devices. Tag out and report any defect.
	S

	How do you travel with a load?
	Use the travel position, speed, direction and visibility controls specified for this truck, load and site. Follow the manual and approved procedure.
	S

	How do you drive on a ramp with a load?
	Load facing uphill, straight up and down, never turning on the ramp.
	S

	What's the rule for pedestrians on this site?
	Follow the site traffic management plan. Stop if anyone enters the exclusion zone, and don't move until they're clear.
	S

	What do you do when you leave the truck?
	Forks on the ground, park brake on, controls in neutral, key out.
	S

	What do you do if the truck starts to tip?
	Explain the emergency response in this specific truck's manual and the site procedure. Do not stage a tip-over.
	S

	When must you stop and report?
	A defect, an incident or a near miss. Stop, make it safe and tell the supervisor.
	S


6. Practical observation
Use an approved assessment plan with a controlled area, suitable supervision and clear stop rules. Stop unsafe behaviour immediately. Mark C or NYC and record evidence; use Not observed or N/A with a reason. Do not sign Competent while required evidence is missing.
	Stage
	What the assessor must see
	C / NYC
	What you saw

	Pre-start
	Completes and records the pre-start check; tags out a defect if found
	C
	

	Pre-start
	Fastens the seatbelt before moving
	C
	

	Loading
	Checks the load weight against the data plate
	C
	Checked the 1,200 kg load against the plate capacity at the actual load centre, attachment and lift height

	Loading
	Picks up the load with the forks fully under, centred and tilted back
	C
	

	Travelling
	Travels with the load low, at walking pace
	NYC
	Attempted to move with the load raised; assessor stopped the attempt before travel

	Travelling
	Looks in the direction of travel; reverses when the load blocks the view
	C
	

	Travelling
	Sounds the horn at intersections and blind corners
	C
	

	Pedestrians
	Stops when a person enters the exclusion zone and waits until they're clear
	NYC
	Stationary scenario: did not identify the required stop response; no person entered the operating zone

	Stacking
	Places and retrieves a load at height without contact or overreach
	C
	

	Ramps
	Drives the ramp with the load uphill, without turning
	C
	

	Shut-down
	Parks in a designated area: forks down, brake on, neutral, key out
	C
	

	Communication
	Explains what they're doing and why when asked
	C
	


7. Outcome
	
	Details

	Outcome
	Not yet competent

	Items not yet competent
	Travelling with the load low; stopping for pedestrians in the exclusion zone

	Supervision until reassessed
	No routine operation. Only authorised supervised training in the controlled assessment area until reassessed

	Gap training: what
	Travelling with the load low; the site traffic management plan and exclusion zones

	Gap training: by whom and by when
	Leading hand, authorised supervised training on 22 Oct 2026

	Reassessment date
	29 Oct 2026

	Next VOC due (site rule)
	Set at reassessment: 24 months, the site's rule


8. Sign-off
	
	Name
	Signature
	Date

	Worker: I received this feedback
	Operator 2
	
	15 Oct 2026

	Assessor
	Leading hand
	
	15 Oct 2026

	Supervisor or site representative
	Site manager
	
	15 Oct 2026


Enter the outcome, the reassessment date and the next VOC due date in the VOC register.
Reassessment: 29 Oct 2026
Fictional reassessment after authorised training on 22 Oct. On 29 Oct, the assessor checked the two gaps again in the controlled area and confirmed that all other required evidence remained sufficient. The same truck and assessed load were used; deliveries were kept outside the assessment area.
	What the assessor must see
	C / NYC
	What you saw

	Travels with the load low, at walking pace
	C
	Load lowered before moving every time, across 6 runs

	Stops when a person enters the exclusion zone and waits until they're clear
	C
	Stopped for two planned pedestrian-approach signals and waited for clearance; nobody entered the operating zone


Outcome: Competent for the assessed task and conditions. Site authorisation, licence and operating restrictions still apply. Next VOC due 29 Oct 2028 under this fictional site's 24-month rule, or sooner if an event requires review.
Illustrative sign-off date: 29 Oct 2026. This fictional example has no real signatures and does not authorise work.
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