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	PURPOSE
	To define the appropriate methodology to identify and satisfy training needs of all staff, with this procedure NMD ensures that its personnel have all the skills required to do their work efficiently.

	INPUTS
	· Job description (DC-006/xx).
· Training needs (Department Manager or personnel).

· Outside training courses.
· Company requirements or needs.

	ACTIVITIES

	Medical Director
	Quality Manager
	Personnel

	
	
	

	OUTPUTS
	· TRAINING REPORTS (F-006)

· PERSONNEL CARD (F-007)

	PROCEDURE DESCRIPTION

	Training represents all the activities (internal or external) carry out by NMD personnel to obtain the formation required to realize the tasks assigned in each work place. 
Throughout the year, training needs are detected by the Quality Manager or the NMD personnel. 

Training procedure starts when the applicant fills out the TRAINING REPORT (F-006).

1. When the applicant has filled the TRAINING REPORT (F-006), Quality Manager informs Medical Director about the application. Medical Director decides if is necessary or not to carry out the training. 

2. If Medical Directors accepts the training, Quality Manager coordinates the actions to carry out it.
3. The applicants are present at the training course. 
4. When the course finishes, the attendants assess it using a questionnaire form (F-006). After some time, Quality Manager evaluates the use made by each participant of the training and the benefit for the NMD. The results are recorded in F-006. 
5. All training courses are recorded in the PERSONNEL CARD (F-007) with the certificate of the course.
6. All new employees receive the NEW EMPLOYED ORIENTATION (DC-007).


ASSOCIATED DOCUMENTS:
· DC-006/ xx
JOB DESCRIPTION
· DC-007

NEW EMPLOYMENT ORIENTATION
RECORDS
	Title
	Code
	File Location
	Record Custodian
	Retention Period

	Training Report
	F-006
	Quality Department
	Quality Manager
	Job duration + 3 years

	Personnel Card
	F-007
	Quality Department
	Quality Manager
	Job duration + 3 years

	Course Certificate 
	---
	Quality Department
	Quality Manager
	Job duration + 3 years


INDICATOR
	Indicator
	Formula
	Data
	Frequency
	Owner

	Training hours / year 
	( training hours
	F-006
	Quarterly
	Quality Manager

	Course’s valuation
	X Valuation
	F-006
	Quarterly
	Quality Manager






























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































8. New employee





8. New employment orientation (� HYPERLINK "../1.1.%20Main%20documents/DC-007%20rev.%2000%20-%20New%20employment%20orientation.doc" ��DC-007�)














7. Personnel Card (� HYPERLINK "../1.4.%20Forms/F-007%20A%20-%20Personnel%20card.doc" ��F-007�)





6. Effectiveness assessment (� HYPERLINK "../1.4.%20Forms/F-006%20A%20-%20Training%20report.doc" ��F-006�)





5. Training assessment 


(� HYPERLINK "../1.4.%20Forms/F-006%20A%20-%20Training%20report.doc" ��F-006�)





YES














4. Course  attendance 





NO


























3. Course preparation





2.


Is It necessary?














1. Apply for training. 


Training Report


(� HYPERLINK "../1.4.%20Forms/F-006%20A%20-%20Training%20report.doc" ��F-006�)





Training needs

















