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	Initial Release
	R.J. Smith
	11-24-03
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1. PURPOSE

1.1. [bookmark: _Hlk207868026]This procedure defines the system of Training at Standard Meter Lab

2. SCOPE	

2.1. It is the policy of Standard Meter Lab Inc. that all employees shall be suitably trained to carry out the functions which they are assigned to perform.

3. RESPONSIBILITY

3.1. The Quality Assurance Coordinator is responsible for maintaining training records.

3.2. Respective Department Managers are responsible for identifying training needs and assuring that the appropriate personnel are trained.

3.3. Respective Department Managers are responsible for identifying employees that are qualified to train others.

4. REQUIREMENTS

4.1. The narrative contained in 7. Method defines the system used at Standard Meter Lab.

4.2. Individual training records must be maintained for the duration of employment, plus 5 years after termination.

4.3. Personnel performing tasks that affect quality must be qualified on the basis of appropriate education, training, and/or experience.

4.4. Training is mandatory for all employees. The schedule for training is governed by the lettered codes called out on SML-138 Employee Training Matrix. Exceptions are listed below. This training is to be conducted prior to an employee beginning work. If that is not possible, this training must be completed within the first two weeks of employment.

4.4.1. Safety Indoctrination
4.4.2. Quality System
4.4.3. Electrostatic Protection (Service and Shipping/Receiving Departments.)


4.5. Training, both technical and non-technical, will be formal whenever possible. Training may be enrollment in external courses or with training aids provided by the company, such as manuals or audio and videotapes. There may be cases when formal training is impractical. In such cases the department manager will define the local training or work experience required. Such training must be recorded in the employee training record.

4.6. Training on Quality Management System Policy (SML-0XX) & Process Procedures (SML-2XX) will be conducted for all employees. Training on work instructions (SML-3XX) will be conducted on a departmental basis, based on relevancy of job function. 

5. DEFINITIONS

5.1. Employee Training Status Matrix: Maintained by their respective departments, Employee Training Status Matrices supply a summary and status check of training for each employee.

6. RECORDS

6.1. Training records are maintained per the table below:

	
	  RECORD
	  DESCRIPTION
	  LOCATION
	  RETENTION

	
Employee Training Status Matrix SML-138

Employee Training Record SML-112

New Employee Orientation Form 
SML-113

	
Record of Training per
Department

Record of Individual
Training

Record of General Policies, Benefits etc.
	
Stored Electronically
Common directory

Quality Assurance 
Office 

Employees Personnel Folder
	
Length of employment


Length of employment
Plus 5 years

Indefinitely



7. METHOD

7.1. Department Managers maintain a departmentalized Employee Training Status Matrix for employee reference.

7.1.1. Employees training records identify position, Hire date required curriculum, trainer, target date, and date complete.
		 
7.1.2. Individual Training is recorded on SML-112 Employee Training Record Form.

7.2. The administrative Support Department uses the SML-113 New Employee Orientation Form as a step-by-step procedure to train new employees on general information (benefits, work schedule, attendance, parking, insurances, etc.)  

7.3. Respective department managers/supervisors identify training needs, oversee and approve individual training within their department, and update the training matrix accordingly.
	
7.3.1. Personnel have the appropriate qualifications based on experience, education and training for work affecting quality.

8. REFERENCES

8.1	SML-112 Employee Training Record Form

8.2	SML-113 New Employee Orientation Form

8.3	SML-138 Employee Training Status Matrix 


