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1 PURPOSE


To define the procedure for the management of competence, awareness and training to ensure that personnel are trained and qualified to the appointments and job requirements.

2 SCOPE


This procedure is applicable to all personnel in the company whose work affecting the quality of products and services and environmental issues.

3 REFERENCES

Quality & Environmental Manual Section 06
4 RESPONSIBILTY

4.1
The individual department head shall be responsible for:

.
Ensuring that their subordinates are trained and competent to carry out their work function.

.
Determining the training needs of staff
4.2 The Director is responsible for the approval of external training for the staff.

4.3 The Administration Department Head shall be responsible for the arrangement of training and keeping the employees’ training records.

4.4 All department heads shall ensure that their subordinates are aware of the importance of training activities and its contribution to achieve the company quality & environmental objectives.
5
PROCEDURE

5.1
Training Needs Analysis
5.1.1 Staff training needs MAY be identified by the individual department heads once yearly, as part of the yearly performance appraisal. If there is a need, the Administration Department Head shall coordinate and arrange for the training of the staff. 

5.1.2 Administration Department Head MAY prepare the Staff Training Needs Identification (Attachment GP4.1) report.

5.1.3 If external training is required, the department Heads shall liaison with Director to arrange for the training.

5.1.4 Training needs factors MAY includes:


.
Enhance knowledge/skill


.
Technological change


.
Job enlargement


.
New machine/equipment introduced


.
New product introduced


.
Diversification of business


.
New recruitment

            .        Legislation updated & requirement.


.
etc
5.2 Yearly Training Plan

5.2.1 The Administration Department Head shall complete the Yearly Training Plan (Attachment GP4.2) in the beginning of the year.   

5.2.2 When no training has been identified, "NO TRAINING IDENTIFIED" or equivalent notation shall be indicated in the plan.

5.2.3 The Administration Department Head shall co-ordinates and arranges all training approved by the Director.  He shall update the plan on the status of the training.  

5.2.4 Upon the completion of any training, the Administration Department Head shall update the staffs’ Employee Training & Evaluation Record (Attachment GP4.3)
5.2.5 The other Individual Department Head shall update their operators/inspectors’ Employee Training Records. 
5.2.6 Training of RoHS requirement need to be done at yearly basic or if any changes requirement made by customer .This to ensure the information distribution well.
5.3 Types of Training

The training MAY be conducted includes:


.
On-job-training


.
In-house training (by internal or external trainer)


.
External training

5.4 New Employee on-job-training

5.4.1 The individual department head shall prepare on-job training (OJT) program for new employees joining his department.  

5.4.2 He shall use Scope of OJT (Attachment GP4.4), as a guide for the training.  The scope of OJT may be amended, if there is a necessity (Basic of RoHS requirement shall be include inside the OJT and training must be perform on it).
5.4.3 All new employees shall be provided with on-the-job training according to the job assigned by person in charge  /  department head.

5.4.4 During this period, his/her work shall be closely monitored and checked by the appointed Trainer and his/her Department Head. 

5.4.5 They directly report to Department Head during the training period.

5.4.6 On-the-Job training shall be recorded in the Part One of Employee Training Record.

5.4.7 Training evaluation need to be done upon completed training or within one week duration to satisfy the trainee. Employee training evaluation form shall be fill-up as a record.

5.4.8 Upon satisfactory completion of a specific area, if the trainee performance is not satisfactory, the training may be extended.  In serious cases, the Supervisor or Manager may terminate the employee.  

5.4.9 When training of all area is completed, new employee would be assigned to the job.

5.4.10 The Administration Department Head shall update the Employee Training Records.

5.5 Existing Staff Training

5.5.1 When suitable training is identified by any staff, the staff shall raise a Training Request (Attachment GP4.5). 

5.5.2 The request shall be approved by the Director.  Upon approval, the Administration Department Head shall arrange for the training.

5.5.3 The external training shall be on an ad-hoc basis depending on the course availability and whether the staff can be released.

5.5.4 Upon the completion of any training, the Administration Department Head shall update the staffs’ Employee Training Records.

5.6 Evaluation of the effectiveness of training

5.6.1 Individual Department Head shall evaluation the effectiveness of training by using the Employee Training & Evaluation Record.

5.6.2 The evaluation shall be carried out:


.
At the end of training/course, or


.
A period of time after the training/course, according to respective 

                      requirements.

5.6.3 The means of evaluation of the effectiveness of training MAY includes:


.
Test paper, or


.
Observation, or


.
Presentation/demonstration

5 ATTACHMENTS


Attachment GP4.1 - Staff Training Needs Identification

Attachment GP4.2 - Yearly Training Plan


Attachment GP4.3 - Employee Training & Evaluation Record 


Attachment GP4.4 - Scope of OJT (for new comer)


Attachment GP4.5 - Training Request

Attachment GP4.2

ABC SDN BHD

YEARLY TRAINING PLAN

	For All Departments’ staff
	Year: 
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	Approved by Director:
(sign, date)
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Attachment GP4.3

               ABC SDN BHD

EMPLOYEE TRAINING & EVALUATION RECORD

	Name:
	Employee No:
	Department/Line:
	Date joined:
	Designation:

	No


	Programme


	
Trainer



	Training

Date
	Evaluation
	Remarks/

Status
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	Result
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Note: P: Poor, S: Satisfactory, E: Excellent                                                                                                                                       Index/Rev: ETER/10.2008
Attachment GP4.4

ABC SDN BHD

Scope of OJT (for new comer)
1.
Administration Staff
a.
Company's quality policy, objectives and procedures

b.
Filing and documentation

c. Clerical duties

d.
5S requirements

2.
Operator
a.
Company's quality policy, objectives and procedures

b.
Operator duties

c.
Product and process introduction:

i.
Production process

ii.
Parts, types and models

iii.
Quality requirement

iv. Work instruction

d. 5S requirements

e.
ESD

3.
QC Inspector
a.
Company's quality policy, objectives and procedures

b.
QC inspector duties

c.
Product and process introduction:

i.
Production process

ii.
Parts, types and models

iii.
Quality requirement

iv. QC work instruction

v. QC Sampling plan

d. 5S requirements

e.
ESD

4.
Engineer/Technician
a.
Company's quality policy, objectives and procedures

b.
Maintenance duties

c.
Machine introduction:

i.
Machine type and function

ii.
Parts of machine and its function

iii.
Tools

iv.
Quality requirement

v.
Trouble shooting guidelines and maintenance manual

d. General maintenance

e. 5S requirements

f. ESD

5.
Store Personnel
a.
Company's quality policy, objectives and procedures

b.
Duties - shipping, handling, storage

c. 5S requirements

6.
Production Supervisor/Leader
a.
Company's quality policy, objectives and procedures

b.
Supervisory duties

c.
Product and process introduction 

d. Work instructions/QC Instructions

c. 5 S requirements

d. ESD

7. QC Staff

a.
Company's quality policy, objectives and procedures

b.
Duties & responsibility

c. Product and process introduction 

d. Equipment introduction and testing

e. 5 S requirements

f. ESD

Note: The Supervisor or Manager has the authority to amend the scope as he sees fit.

Attachment GP4.5

ABC SDN BHD

TRAINING REQUEST
	Name:

	Employee No:
	Department:

	Date joined:
	Designation:

	Training/course title:


	Duration:
	Fees:

	Conducted by:


	Address of training agent:

	Justifications(Attached relevant information, if any):



	Submitted by:

(name, sign, date)
	Approved by:

(Director)

(name, sign, date)
	Remarks


Index/Rev: TR/10.2008
