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Employee Competency & Training


EMPLOYEE COMPETENCY & TRAINING
Competency and Training

· The President determines competency requirements for each function within the organization.  

· Initial competency requirements are based on education, skills, and previous experience.  

· The President performs all hiring and assessments of initial competency.

· Appropriate records of employee qualifications are maintained as determined by the President.

· Each employee receives an orientation from the President or a designee which is recorded using QSF-4.18-5.  

· The employee’s direct manager is then responsible to ensure that training is carried out by competent trainers using the procedures identified in QSF-4.18-1.

· Ongoing personnel competency is tracked and analyzed by the President using QSF-4.18-1. 

Training Effectiveness

· Training effectiveness is assessed through the use of the Training Effectiveness Survey, QSF-4.18-2.  

· The President is responsible to issue this survey directly to recently trained employees and ensure that the results are not biased (i.e. The employee’s should feel encouraged to provide honest and critical feedback.).

· These surveys are analyzed by the President during management reviews and used to improve training methods, materials, and trainer competencies.

· The President determines an appropriate frequency and sampling rationale to be used (i.e. 100% use of this form is not required).

Management Communication & Employee Awareness

The President is responsible to communicate relevant information on the effectiveness of the QMS and ensure that employees are aware of the relevance and importance of their activities and how they contribute to the achievement of the quality objectives.  This might be achieved by:

· posting the Quality Policy and Objectives throughout the facility,

· holding regular all employee meetings to discuss customer feedback, process performance, and the status of the quality objectives, and/or

· employee interactions.

Internal audits evaluate employee understanding and assess the effectiveness of management communication.
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