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User Guide: Identification of Training Needs


Job Changes

Employees that are transferred to a new job classification will be trained according to the process outlined in PE03 – Training for Transferred Employees.

Extended Leaves
If an employee is out of work for a period of one week or more (due to illness, military service, leave of absence, etc.), the employee and/or the employee’s Supervisor or Manager will inform the HR Department of the reason for the leave.  HR will update the HR database to indicate the employee is on a “Leave of Absence” (LOA).  Training will remain as “Needs Training” in their Training History in the database. The employee will not show on the Training Report until the employee returns from Leave. Once the employee returns back from the LOA, their status in the system will change from LOA to ACT and they will repopulate on the weekly Training Report. The Supervisor should not “No Training Required” (NTR) any training for employees that are out on LOA.
Rehired Employees-  

If an employee seperates from PCB and is hired back within 30 days, their training records will remain current.  If the employee is hired back at PCB after 30 days, new hire training will need to be completed within 30 days of employement.

Training Program Content

The TCS Quality System documents (User Guides, Forms & Process Maps, QAM’s, Drawing#’s etc.) that make up a Training Program are determined by Managers or a Training Committee Representative who shall review with Q.A. Manager/Director of Quality Assurance for ensuring continued compliance to quality management system standards.  A Training Program is created for a specific job or a group of related jobs.  If TCS Quality System documents (User Guides, Forms & Process Maps, QAM’s, Drawing#’s etc.) need to be added or deleted from a Training Program, the Training Coordinator and/or Training Committee member needs to complete a PE017 Training Curriculum Change Request form. A list of current Training Programs can be requested from Human Resources.
Training Course Required not Associated with a Training Program
Should a Supervisor or Manager decide that an employee needs to be trained on a TCS Quality System document that is not in their Training Program, the Training Coordinator and/or identified Trainer will train the employee and submit the PE003 for entry into the database.
Training Course Associated with a Training Program Not Required

If a TCS Quality System document is assigned to an employee’s record automatically via the training database and the Supervisor decides there is no need to train the employee on that TCS Quality System documents/Course, the supervisor will fill out a PE003 and record NTR with a Training Committee member’s approving signature. 

Document Updates
TCS document changes are processed according to the QA01 process map.  Training needs associated with these document changes are specified in the PE01 Process Map – Training New or Revised TCS Documents.  
Weekly Training Review Meeting
A Weekly Training meeting Chaired by Training Committee Representative per QA001 shall conduct the following:
Required report will be distributed by Human Resources listing the employees that require training to new or revised procedures.  This training required report will be reviewed by the Training Committee in order to determine the following:

a) Which new or revised documents require training

b) Who is the most qualified to deliver the training

c) What methods should be used to deliver the training per PE1021 or are any special resources required.
d) Address any overdue training and monitor to ensure that training is effectively completed

Training Program Guidelines  

· If a TCS Quality System document is updated, the training database will automatically assign that training to employees in the Training Program with that document/course. The Training Committee will determine if training is not required in which  the CS003 Issue and Revision Record shall state from a Training Committee Representative “No Training Required” dated & initialed. This information will be entered into the HR database according to PE1015. 
· All PE003 forms indicate trainer.
· NTR = No Training Required -  used when changes to a new or revised document revision does not affect the employee(s).
· Q = Qualified without training  -  may be used but not limited to: 
· An Employee has approved or authored the new TCS Quality System document revision.

· The employee is a Training Committee Member or a designee.

Specialized Skills & Qualifications
For employees who have received and/or are obtaining a specialized skill or qualification outside the TCS Quality System documentation system:
The employee and/or immediate supervisor or manager shall complete a PE003 form and forward to Human Resources for entry into the database. The document (i.e. certificates etc.) shall be  retained in the employee Blue Dot file.
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