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User Guide: TCS Training

· PCB’s approved methods of training are:
· On the Job Training (OJT) / Individual Review – Consists of a full review of the applicable procedure and/or form with the employee(s).  Supervision of work performed by the employee(s) with a documented sign-off by a designated trainer.  The trainer will determine the amount of time required to complete training.  A PE003 form is completed and submitted to HR only after the approved trainer has determined the employee competent.
· Classroom Training – Consists of a review of the applicable procedure and/or form in a formal training setting (i.e.: video conferencing, overheads/transparencies, Power Point presentations, videos, etc.) in which all relevant employees are in attendance.  This training must occur prior to employee performing job function(s).  A completed PE003 form is forwarded to HR after employees satisfactorily complete the training session.
· Department Review – An announcement made during a previously schedule department meeting.  An overview is given of the document changes.  A completed PE003 form is forwarded to HR after the trainer determines that the employees have satisfactorily understood the document changes.
· Outlook Training – The designated trainer sends Outlook Task request to employee (s) indicated by Training Committee through MicroSoft Outlook for the review of applicable procedure and/or forms. Upon completion of Task by employee (s), the trainer completes a PE003 and attaches the completed Task printout for each employee trained and forwards to HR.
· All personnel must be aware of how their functions contribute to documented quality objectives and organizational goals.
· Employees transferred form one department to another must be trained and qualified to the Training Program for that job description prior to performing any work affecting quality.  Supervisors are responsible for completing PE015 Employee Change request form.
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