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Procedure
Training P6.2

Rev. I

Approved By: Keith Gibson, President

Purpose: To document training procedures.

Scope: All employees that directly affect the quality system.

Authority: The President or Quality Manager has the authority to change or modify this
procedure.

Reference Documents and Records
 Policy Element 6.2 Human resources
 Training Needs Form (Q-TRNGND-01)
 Training Records (electronic)
 Quality Records Procedure P4.2.4

Change History

Date Change Rev By
12/10/96 Rewrite to conform to ISO standard B MO
12/10/96 Added Introduction Training requirements for

new employee.
C MO

03/19/97 Rewrote training procedure D MO
05/08/2001 Modified Paragraph 4 to better explain use of

the training needs form and when used. E MO
4/15/02 Modified paragraph 1 include quality policy and

ISO 9000, corrected typo and added Managers
& Executive to resp. for para. 3

F MO

10/29/2002 Updated to the ISO 9001:2000 requirements
and flowcharted. Added competency
requirement and that actions taken when
employees are not competent must be effective.

G MO

10/9/03 Updated responsibilities of the data entry to
reflect current practice.
Added use of transfer form for existing
employees

H MO

9/1/04 Added use of the training checklist (Training
Needs Form) as part of the training record

I MO
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Data EntrySupervisors, Managers, Executives

All employees are hired based upon their ability to perform in
positions assigned. Employees are selected based upon past
experience, skills, education and training.

All new employees shall be introduced to their respective
departments. In many instances (depending on the position)
additional on the job training may be required. It is the direct
supervisors responsibility to determine the additional training
needs of the employee. These needs may be recorded as memo,
the employees training record sheet or on a Training Needs Form
(Q-TRNGND-XX).

Data entry updates each employees training record.
After the training record had been updated in the
training database, the handwritten forms may be
discarded or filed with the manual tranining files.

The Training Needs Form
and/or the training checklist
(W-TRNG-XX) shall be
forwarded to Data Entry for
update in to the Training
Software. As training is
conducted the employee's
file is updated.

Each employee is reviewed a minimum of once per
year and all training needs forms and training
records updates are submitted to Data Entry.

Data Entry shall keep a manual file system of
training in the event of a failure of the training
software. These files may contain training records
from the software, Training Needs Forms, memos of
training, or handwritten changes to the training
record generated from the Training Software.

All new employees shall be introduced to the QCI Quality Policy,
QCI Employee Handbook (G-SGN-XX), Hazardous Material (G-
HAZC-XX), and Personal Protective Equipment Training (G-PPET-
XX), and ISO 9000 Introduction, by their direct Supervisor,
Manager, or Human Resource Personnel. The employee shall sign
the above forms.

When a new employee is hired an interview is conducted to
determine the employees current skills. These skills shall be
compared to the job description for the job assigned.

Any existing (not new) employee transferred from one department
to another on a permanent basis shall be required to conform to
the requirements of this procedure. In such instances the
Employee Transfer Form must be used (fom # G-TRANS-XX)

Employee
Competent?

Training or other action
must be taken and the
action taken must be
effective. Effectivness may
be determined by testing,
auditing, observation or any
other means determined by
the employees direct
supervisor or trainer.

No Yes

Action
effective?

No

Yes

END

Competency is defined as
the ability of the employee to

achieve desired results
without direct supervison.


