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PURPOSE


The purpose of this procedure is to provide a system and instructions, as well as to assign responsibilities for determining training needs, providing training, and maintaining training records.


This procedure applies to all training programs provided by Windsor Machine & Stamping (2009) LTD and concerns Human Resources, Health and Safety and all other departments that provide training for their employees.


PROCEDURE


Company-wide Training Programs

[image: image2.png]


[image: image3.png]


[image: image4.png]



General Orientation and Quality System Training: Management provides employee orientation training to all new employees. The training familiarizes employees with administrative rules and employee programs, etc.; and explains our product and the quality and environmental       systems. At a minimum, the product, quality and environmental system training is comprised of an explanation of our quality policy and environmental      policy and the role of employees in maintaining the systems. Participation in the employee orientation training is recorded and maintained. New employees are not given any additional required training, unless their specific job requires it, until such time as they have successfully completed their probationary period.


When significant changes to procedures, policies, work instructions, etc. are made; employees effected by the change(s) are re-trained.  Retraining record are maintained.


Safety Training: Employees are trained in various safety topics, as per their job requirements. Safety training is provided by the Health & Safety Designee, an outside trainer, and/or the Departmental Supervisor. Training records are maintained. 
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Environmental Training       : All employees are made aware of the company environmental policy and procedures during their orientation training.  Employees whose jobs may create a significant impact on the environment are made aware of the actual and potential consequences of their work activities and the benefit of improved personal performance. Environmental roles and responsibilities are outlined in the work instructions at each job sight that has or can have environmental impact. These work instructions are part of the on the job training. All employees are made aware of their roles and responsibilities in achieving conformance with the environmental policy and procedures, including emergency preparedness and responses, when applicable. Potential consequences of departure from environmental procedures are explained. Employees performing a task that can cause significant environmental impact are selected and trained on the basis of appropriate education, training and/or experience.


External Training WMG has an educational reimbursement policy for employees who participate in seminars, conferences, and other forms of external training. Requests for external training are evaluated and approved by the Plant Manager,  and/or the appropriate departmental manager. Training records are maintained.
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Self-Study:  WMG encourages personnel at all levels to read professional reports, magazines, and books.  Self-study is considered informal recognition of skills as an alternative form of training. Where appropriate and available, self-study is recorded


Departmental Training


Departmental managers are responsible for identifying training needs in their departments and for establishing departmental training programs. Departmental training is primarily focused on increasing employee skill levels.


In Production, only qualified and/or trained personnel are assigned to operate key processes and equipment. Records are maintained to demonstrate who is qualified to operate specific processes and equipment.


In Quality Assurance, inspectors are trained in calibration and use of measuring and testing equipment, and in the proper inspection and testing techniques, as applicable. Quality Assurance maintains appropriate training and qualification records.


Employees that, prior to implementation of this procedure, have proven experience in operating processes and equipment do not need to be trained; but their skills are identified and recorded. New employees that bring skills with them to the job do not require additional training on those skills; but they are identified and recorded.


Those employees who do not perform satisfactorily are provided with additional or repeated training.


Training Documentation and Effectiveness Evaluation


Companywide and departmental training is documented on a training matrix. 


Various training programs are periodically evaluated to determine their effectiveness at the completion of the program by the uses of training tests, a training evaluation report and/or appraisal of performance.


ASSOCIATED DOCUMENTS

- Process Operator Instructions 






- Quality and Environmental Records



PR-QA-004
- Training Evaluation Report












- Training Matrix
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