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1.0PURPOSE
To lay the guidelines for having effective Training System in the Company, that is aimed to develop and enhance the competence of our employees to increase productivity and enables them to give better quality. The procedure pinpoints the responsibilities to identify the competence level & training needs of the employees, to arrange/impart training, to evaluate the effectiveness of training and to maintain proper records of the same.

2.0
SCOPE

This procedure will cover training of all employees of Packages Limited within the scope of ISO 9001:2008 and ISO 17025:2005.
3.0
RESPONSIBILTY
The overall responsibility for implementation of the Training Procedure lies with the IR Manager.

Through this system he will facilitate training activities all across the Company with the support of management.
4.0
PROCEDURE:
	S. NO.
	ACTIVITY
	RESPONSIBILITY

	4.1

4.1.1

4.1.2


	Competence Requirement Analysis

(Position up to Grade V & equivalent  only)
Departmental Manager/ Heads will ensure that the Job Descriptions are prepared. 

Departmental Heads / Managers will determine the necessary competence level required for the positions to perform quality work.
This will be done on a format titled “Competency Matrix” (QRIR/06).


	DEPARTMENT MANAGER



	4.2

4.3

4.4

4.5

4.5.1


	Training Plan 

(Position up to Grade V & equivalent only)
Departmental Heads / Managers shall now develop a detailed Training Plan for the positions on a format titled “Training Plan” (QRIR/07). 

Training needs Analysis and Evaluation of Training Effectiveness.

(Position up to Grade V & equivalent only)

Departmental Heads will use the formats titled,

· “Evaluation for Training Effectiveness & Competence Level” (QRIR/08),

·   “Training Effectiveness Evaluation Chart.” (QRIR/09),

To ascertain the existing competence level of the employees, to know the training requirements and to evaluate the training effectiveness. The same format shall serve the purpose of determining the existing level of competence at the start of the training and then the evaluation of the same at the end of the training.

Training Record

(Position up to Grade V & equivalent Only)

Departmental Heads will ensure the training attendance records are maintained for all those covered in the system on the format called “Training Attendance Record” QRIR/10.

Training Needs Assessment, Training Plan and Evaluation of Training Effectiveness.

Departmental Heads (for grades J.E, JE-1, E3 & equivalent) will use the format titled “Performance Appraisal Form” (QRIR/04) to evaluate the competence level of employees hence determining their training needs. After one year, the same format shall be used to evaluate the effectiveness of training provided as a result of last year training need analysis.


	DEPARTMENT MANAGER

DEPARTMENT MANAGER




	 4.5.2

4.5.3

4.5.4

4.5.5

4.6

4.6.1

4.6.2

4.6.3

4.6.4

4.6.5

4.7

4.7.1

4.7.2

4.7.3

4.7.4

4.7.5


	Divisional Managers (for grades E2, E1, E, M & above and equivalent) will use the format “Performance Planning and Evaluation Form” (QRIR/05, (A) & (B) for Executive and Managers respectively) to know the performance & competence level of employees. This evaluation form also gives training requirement in the 1st Year and then it becomes an evaluation tool for training effectiveness after providing training during the year.

Training Needs of existing employees shall be assessed by Departmental Heads/Managers in the light of their job description and the position they hold. Moreover, they shall impart position specific “On the Job Training” to the new entrants.

Training regarding Quality and Environmental issues shall be planned and managed by MR/DMR as described in clause 5.7.

Administration Department shall plan and provide training related to safety and security matters in the Company.

NOMINATION, APPROVAL AND EVALUATION

A list of available training courses shall be circulated to the Department Managers by IR Department for their information as and when received from training institutes.

The Manager/Head of the Department shall nominate his employee for training as and when required during a year on “Nomination Form For Training Courses/Seminars/Conferences”(QRIR/01). However, HRD Manager may suggest some course for an employee in relation to his job / qualification in consultation with and approval of his Department Manager. All nominations for external training or training from an external trainer shall invariably be approved by HRD Manager.  

All nominations for training courses shall be processed by Industrial Relations Department.  Further arrangements for attending the Training Programs shall always be facilitated by IR Deptt.

Nominations on training courses for Business Unit/Divisional/Department Managers shall be approved by the General Manager. However, the General Manager shall invariably approve all nominations for foreign courses. 

HRD Manager will ensure that the employees on completion of training fill “Training Course Evaluation” (QRIR/02) form and attach with it the photocopy of certificate (if issued). HRD Manager will sign the Evaluation form and will send both the documents to I.R. Deptt for their records.

QUALITY AND ENVIRONMENT SYSTEM TRAINING 


At the end of every quarter, a list of new entrants shall be provided to MR/DMR by IR Department. This is required for planning of Quality System Training. 

At the time of induction of new Manager/ Engineer, the HRD shall prepare Orientation program. HRD will also maintain related record of external training.

HRD shall make selection of Training Institute to impart training to the Company employees compatible with the training needs of the Company.

The Department Managers shall nominate the employees of their departments for Quality and Environment system training courses.

Processing of quality programs nominations for external training and other arrangements for attending the training courses shall be facilitated by the Industrial Relations Department.
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	4.8

4.8.1

4.8.2

4.8.3

4.8.4
4.8.5
	RECORDS

On receipt of the Evaluation Form, IR Department will compile / consolidate Evaluation Data for each course separately on the form titled “Training Course Rating” (QRIR/03).

Establishment Section shall place the photocopy of the course certificate in the Personal File of the concerned employee, in case training institute has issued the certificate. 

For external training only, IR Department shall ensure record keeping for the training courses conducted either by external trainers or training institutes as described in clause 5.6.2, 5.6.5 and 5.8.1.

Departmental Manager shall keep records of internal training conducted by them.
In QA lab (in LMS scope) quality inspectors will be authorized for quality testing by Manager QA using Authorization Matrix “QR/17”.
	IR MANAGER

IR MANAGER
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     5.0     ASSOCIATED DOCUMENTS: 

	S. No.
	DOCUMENT NAME
	DOCUMENT NUMBER

	1
	Nomination Form For Training Courses/ Seminars/Conferences
	QRIR/01

	2
	Training Course Evaluation
	QRIR/02

	3
	Training Course Rating
	QRIR/03

	4
	Performance Appraisal Form
	QRIR/04

	5
	Performance Evaluation Form
	QRIR/05(A) & (B)

	6
	Competence Matrix
	QRIR/06

	7
	Training Plan
	QRIR/07

	8
	Evaluation For Training Effectiveness Competence Level
	QRIR/08

	9
	Training Effectiveness Evaluation Chart
	QRIR/09

	10
	Training Attendance Record
	QRIR/10

	11
	Personnel Authorization Matrix (for QA lab)
	QR/17


AMENDMENT HISTORY

	REV # 
	DATE 
	PART/ SECTION 
	NATURE OF AMENDMENT 
	DONE BY 

	1
	January 2014
	Section 4, 5, Note 5, Note 6 and  

End of Document
	To include  Amendment History & Lab Management System ISO 17025 requirements in this procedure
	Sohail Athar
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