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User Guide:  Annual Eye Exams Process User Guide

Scope: This eye exam process procedure applies to both PCB Piezotronics, Inc. facilities located in Depew, New York, and Halifax, North Carolina (hereafter referred to as “PCB”).
1) Database Process

a. Visual Acuity (PE029 Visual Acuity Testing Form) is a course in the training database for monitoring purposes.  
b. The course is attached to a training program and the training program is attached to a job title in accordance with PE1015 and PE04.

c. If changes need to be made they will be completed by the department supervisor on a PE017 form in accordance with procedure PE1015.

d. HR is responsible for providing the occupational clinics with current PE029 form revision.

2) New Hire Process

a. After an offer of employment has been accepted, Human Resources will set up a Pre-Employment Physical.  Visual Acuity is part of this Pre-Employment Physical.

b. Medical facility will complete the current rev of the Visual Acuity Testing Form (PE029) and submit it to Human Resources with the results of the Pre-Employment Physical.
c. Human Resources will review form for revision, accuracy, resolve any inaccurate information and complete their portion of PE029.  HR will forward the completed and verified form to the QA Manager.
d. QA Manager reviews the PE029 for exam disposition.  If passed, then approves and returns PE029 to HR.  If failed, implement corrective action.

e. Human Resources files PE029 with candidate records.  If corrective action is needed, Human Resources will work with Legal Operations and the candidate for reasonable accommodation request.

3) Annual Process

a. In January a training report will be ran out of the HR Database
b. Filter report for employees attached to PE029 and submit to QA Manager
c. The QA Manager will review the report with Supervisors and determine who needs the Visual Acuity test for the current year base off the criteria in PE04.  Once completed, the QA manager will forward the list to HR.
d. HR contacts the Occupational Clinic to schedule on campus eye exams.
e. Once schedule has been completed, HR will forward to QA Manager.
f. HR will notify supervisors of employees needing the Visual Acuity test via email.  Along with the completed schedule. Supervisors will review it and notify their employees of their scheduled time.  If an employee is on LOA or scheduled out on PTO, Supervisors will notify HR.
g. Once eye exams are complete, the Occupational Clinic will give completed PE029 to HR and notify them of anyone who didn’t attend that was listed on the schedule.
h. If the exam was missed, HR will contact employee to schedule a makeup Visual Acuity Test at the occupational clinic.  
i. Human Resources will review form for revision, accuracy, resolve any inaccurate information and complete their portion of PE029.  HR will forward the completed and verified form to the QA Manager.

j. QA Manager reviews the PE029 for exam disposition.  If passed, then approves and returns PE029 to HR.  If failed, implement corrective action.

k. If corrective action is needed, Human Resources will work with Legal Operations and the candidate for reasonable accommodation request.

l. Human Resources enters PE029 into the database and files document in employee personnel file.

4) Transferred Employee Process

a. Supervisor fills out PE015, checks appropriate box if Visual Acuity Test is needed.  Then submits completed form to HR.

b. HR reviews the PE015. If the Visual Acuity Test is needed, HR will arrange for the employee to take the test at the occupational clinic.

c. Follow I thru l in the annual Process above. 
5) Leave of Absence Process

a. If an employee is on a leave of absence during the onsite Visual Acuity Testing, the training will remain as “open” on their Training History.  

b. Once the employee returns back from the leave of absence, their status will change from LOA to ACT in the training database and the open Visual Acuity Testing will repopulate on the weekly Training Report.

c. Open PE029 Visual Acuity Testing on the weekly training report outside of the annual onsite testing will trigger HR to forward the names of the employees listed on the Visual Acuity Testing to the QA Manager.

d. The QA Manager will review the report with Supervisors and determine who needs the Visual Acuity test for the current year base off the criteria in PE04.  Once completed, the QA manager will forward the list to HR.

e. If the Visual Acuity Test is needed, HR will arrange for the employee to take the test at the occupational clinic.

f. Follow section 3 items I thru l in the Annual Process above. 
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