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1.
Purpose

•
To ensure all employees receive adequate training in company procedures, manufacturing skills, service, and safety to meet or exceed customer expectations.

•
To qualify personnel performing specific tasks on the basis of appropriate education, training, and experience.

•
To maintain records of training performed.

•
To provide for a system and instructions and to assign responsibilities for determining training needs, providing the training, and keeping training records.

2.
Scope

This procedure applies to all training activities at <COMPANY> and affects employees whose work is related to the design, manufacturing, sales, and service of the product as it affects customer relations.

3.
Responsibilities

<Department> ensures that all new or transfer employees meet the minimum requirements for the position being filled.

<Job title> identifies and ensures all necessary training courses are received by their staff.

<Job title> provides on-the-job training to operators and assemblers.

4.
Procedure

4.1 
Formal and Informal Training

<Job title> identifies the training needs. 

New hires attend orientation that includes: 

•
<course>

•
<course>

•
<course>

Successful completion of job-related seminars and college courses are recorded in the employee’s training record.

Employees receive on-the-job training. <Job title> trains employees. Trainers are certified by <attribute>.

4.2
Training Assessment

Training programs are developed to meet employees needs.

When excessive non conformance or quality problems occur, training is provided for employees.

4.3
Safety Training

Safety training is provided for <items>. <Job title> provides the safety training. Records of attendance are maintained by <job title>.

4.4
ESD Training

Employees attend training in electro-static discharge awareness. Records of attendance are maintained by <job title>.

4.5
Personnel

<Job title> maintains a list of job descriptions. Job descriptions include the responsibilities and skills required by the employee.

4.6
Management Training

Management is trained in quality and ISO 9000 to evaluate the effectiveness of the system by <activity>.

4.7
Operators/Assemblers Training

Assemblers and operators receive training in <activity>. <Job title> provides the training. <Job title> stores the training record in <location> for <length of time>.

4.8
Technical Training

Technicians receive training in <activity>. <Job title> provides the training.<Job title> stores the training record in <location> for <length of time>.

4.9
Auditor Training

Auditors receive training in <activity>. <Job title> provides the training. <Job title> stores the training record in <location> for <length of time>.

4.10
Quality Awareness

Management ensures that all employees understand the quality policy and how it is implemented and maintained through:

•
<activity>

•
<activity>

•
<activity>

4.11
Records

<Training Record> is signed by <job title>. <Job title> stores the training record in <location> for <length of time>.

<Job title> generates a <training report>. <Job title> reviews the <training report>. Management uses this report to track the progress of training.
5.
Related Documentation

<Certificate Record>

<Training Record>

Management Review

Design Review

Process Control

Inspection and Testing

Inspection, Measuring, and Test Equipment
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Quality Records
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