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	Training & Development 
Policy IBU(JOR) 
Owner / Department: HRD – Training & Org. Dev’t.



	Brief
	It is the Policy of SMSA Express Trans. Co. to continually invest in training and development that is essential for improving the performance of our employees in their current and potential job roles and to further enhance their ability to meet future business requirements.

	Purpose
	To ensure that all Employees have the knowledge and skills required to meet the needs of the business in their current roles. To train and develop staff to levels where they are capable of supporting the business in the future.

	Person Affected
	HR Department/Training & Organizational Development:
To ensure that the company’s investment in training and development meets the requirements of this policy.
To maintain consistency and evaluate the effectiveness of development opportunities available throughout SMSA Express Trans. Co.
To keep the business up to date with industry best practice and be pro-active on recommending activities that will give the company a competitive edge.
Develop a yearly Training Calendar as per the business needs and training budget 

Direct Managers:
To identify training & development requirements for their staff and provide the relevant information as requested.
To fully support staff attendance of training and development activities and subsequently validate that the required knowledge or skills have been obtained by the participants.
To provide input to the design of training and development activities as requested.
Nominated number of employees for training must attend (or equivalent replacement) and managers& employees are responsible and accountable. 

Staff:
To identify & drive their own training and development requirements in coordination with their Direct Manager.
To attend activities as requested and to apply all the learning to the workplace in order to improve performance in their current job role or enhance their skills and knowledge whilst developing for another job role as per business need.
To provide feedback on the relevant programs as requested by the business.

	Guidelines























































































































































































































































































































































































































































Training Process















	Identification of Training & Development Requirements is done through defining training needs process. 

In-house Training

 “A specific Training performed by a department, not within the scope of the training curriculum presented by the Training Dept.”, will have to obtain consent/approval from the Head of the Training Dept. All relevant Training Documentation (Training Attendance Form, Training & Trainee Evaluation Forms, Copy of Exams, etc.) should be provided to the Training Dept. upon completion of the training. Failure to provide this, the concerned Department & the Department’s Facilitator will be held accountable.

SMSA Express Trans. Co. Ltd. is committed to provide training and development to employees including not less than 6%  per year of Saudi employees, as per Saudi Labor Law (Refer to article 43 Saudi Labor Law). 

Outsourced employees’ training will be provided based on their corresponding Job title and the Training Curriculum. Outsourced employees’ training will be subject to the conditions stipulated in the contract between the Outsource Provider and SMSA, especially with regards to confidentiality and adherence to SMSA’s policies.

Welcome to SMSA:

Welcome to SMSA Induction Program: 80% of new hires will undergo an induction program for 1 day to build basic industry knowledge and company’s operating procedures before joining the business. 

The remaining balance of new hires (20% or less), who have not undergone the induction program, should complete the induction within 3 months after the joining date. Department heads are accountable to coordinate with HR, to ensure said remaining new hires to participate within the specified timeframe.

Whenever Classroom sessions are not feasible, especially for remote locations or minimal number of participants, a New Hire Orientation Video will be available to serve as its equivalent. 

On-Job Training

It is very important for all new hired staff that they actually see and understand the complete work process instead of being theoretical only. This is the responsibility of the Direct Manager / Supervisor, and it should be provided on the first day of joining the business. On-job training is mandatory for core functions new hired staff for minimum period of ten working days (10) to understand the basic role and functionality of the job assigned. 

This is not limited to the following:

Familiarization with work conditions.
Become familiar with the organization and the nature of work.
Introductory session to understand the operations of the dept.
Explain how they should work
What are the processes involved.
Role and Responsibilities.
Basic product knowledge to carry out their job function
Core function best practices.
Information on accessible resources relevant to the job  

Technical Training (Class Room)
 All core business new hired staff will undergo a core business Basic and Advanced  technical training, upon completion of their on-job training within six and twelve months respectively, of joining the business (refer to Training Curriculum). This training is mandatory to all core employees. The training calendar will be posted on QMS with an advance training notice; therefore it is the responsibility of the direct manager / supervisor to monitor QMS regularly and nominate their new hired staff including “existing employees for recurrence training”. These technical trainings are outlined in the Training Curriculum, Training Specification and Training Plan which will be posted on Quality Management System (QMS).

Non Core Department Business Training Types:

All Non Core Department business trainings will be conducted through outsourced training academies based on the business needs. 


Internal Training:

Training department will liaise with department heads at the end of every financial year to design and develop training activities for the upcoming financial year in line with the sources identified in define training needs and come up with a training specification plan that will be published in QMS. 

Common Training for CORE and Non-CORE Business Employees

Customer Service Excellence Training shall be provided for both CORE and Non-Core Business Employees who are directly interacting with our customers either via phone or in person.
Separate modules of Customer Service Excellence Training will be developed and tailor-made depending on the Department and Job Description (e.g. OPS, MRM, Retail, Finance, Sales, CSD etc.)

Training Curriculum:

The Training Curriculum is designed to be an overall reference for the internal modules/courses being conducted by the training team, in order to achieve the different objectives identified per course. It outlines the corresponding modules reflecting the different departments concerned with such training, and categorizes the courses as a Prerequisite, Basic, or Advanced training, having the prescribed timelines as follows:

· Prerequisite – 80% of New Hires should complete this before joining the business. The remaining balance of new hires (20% or less), who have not undergone this program, should complete the module within 3 months after the joining date. 

A New Hire Orientation Video will serve as an equivalent for the Classroom training, in the event that it would not be feasible to conduct such sessions, especially for remote locations.

· Basic – these courses should be completed within 6 months of the joining date. On certain circumstances where this would not be possible, which includes but is not limited to manpower, workload, or scheduling issues, lack of participants, etc., the completion period will be within 12 months of the joining date. 


For E-learning courses, upon completion of the prerequisite course (NHO – New Hire Orientation), a minimum of 2 courses per month should be accomplished.  

Accordingly, a written communication (email or hard copy) should be sent by the Department Manager advising as to why participants are not nominated for his department, whenever Training Announcements are made, to the Training Manager, at least 1 month before the prescribed 6 month period lapses.

· Advanced – these courses should be completed within 12 months of the joining date. On certain circumstances where this would not be possible, which includes but is not limited to manpower, workload, or scheduling issues, of participants, etc., the completion period will be within 18 months of the joining date. 

Accordingly, a written communication (email or hard copy) should be sent by the Department Manager advising as to why participants are not nominated for his department, whenever Training Announcements are made, to the Training Manager, at least 1 month before the prescribed 12 month period lapses.

Furthermore, the modules are designed in such a way that the categories are direct requirements before advancing to the next level. As an example, before attending the Basic Courses, an employee should have completed the Prerequisite course. Similarly, before proceeding to the Advanced Courses, one must have completed ALL the Basic Courses. 

The curriculum also provides a guideline as to which module/course should be relevant to an individual based on his designation, with respect to the department/division he belongs to. 

In order to proceed with any Classroom-based Training Course, a minimum of 5 participants should be nominated. Anything less than this number will involve the course having to be rescheduled and/or cancelled, as it would not be cost-effective to conduct such sessions, especially in areas where Business Travel is required. 

Refer to the Training Curriculum in GUIDE for the entire details of the curriculum.


Training Needs Specification

Training need specification will be a separate document consists of the following:
· Course objectives of all the modules
· Expected outcome of each course whether internal or external
· Constraints to deliver each course
· Resources required in delivering each course


Communication of Training:

Method & Content: 
There are several ways training sessions are communicated to the interested parties, namely:

· Specification Plan:  developed on a yearly basis and published in GUIDE , which consists of the following: 

· The organization’s objectives & requirements specification for training needs
· training objectives & desired outcome
· trainees (target groups or target personnel)
· training methods & outline of content
· schedule of requirements, such as duration, dates & significant milestones
· resource requirements, such as training materials & staff
· financial requirements
· Criteria and methods developed for the evaluation of training outcomes to measure: (satisfaction of trainee, trainee’s acquisition of knowledge, skills & behaviors, trainee’s on-the-job performance, satisfaction of trainee’s management, impact on the trainee’s organization & procedures for monitoring the training process.


· Training Announcement – email sent to the concerned departments/individuals, in relation to the posted Training Schedule. 


The announcement will contain information such as the Training Name, Training Objectives, Training Outcome, Trainer/Facilitator, City/Location, Date & Timing, Duration, Targeted Departments/Individuals, Training Nomination form with Deadline, Language & Topics covered.

· Training Confirmation/Notification – email sent to all the departments/individuals concerned, to confirm the commencement or rescheduling/cancellation of the training, as well as any further relevant information regarding the training.

· Contact between the Trainer & Trainee –  To enable contact between trainer & trainee an SMS will be sent to the Trainee reconfirming their participation reservation/any other queries  for the nominated training by the Trainer. 






Responsible Parties & Timeline of Communication

· Trainer – individual in charge of sending the Training Communication/s to the Department Coordinators, Supervisors and Middle Managers, & any other additional concerned individual of the following:

 Training Announcement – sent to all the concerned Department Coordinators, Supervisors, Middle Managers, at least 1 week before the actual training date mentioned in the Training Calendar. 

 Training Confirmation – sent to all the concerned Department Coordinators, Supervisors, Managers, at least 1 day before the actual training day, to confirm the commencement of the training. 

 Training Notification – in the event of no participants nominated, or nominations having less than 5 individuals, this will be sent to all the concerned Department Coordinators, Supervisors, Managers, , at least 1 day before the actual training day, to reschedule and/or cancel the training.

Training Coordinator – individual in charge of liaising with the Training Specialists for the planning of the Training Calendar, and sending the same to the QRM for upload to GUIDE. 

 Training Schedule – should be communicated to the QRM team at least 1 quarter before the end of the fiscal year.

He will also act in behalf of the Training Specialist, for exceptional situations, in sending Training Announcements & Confirmations, whenever applicable.

· Department Coordinators, Supervisors, and Middle Managers – individuals who should respond to the Training Announcements by sending the list of nominated participants for their department. 

In the event that no participant will be nominated for the announced training, the aforementioned individuals should respond via email of such, and the reason behind not having sent participants for the training, bearing in mind that they would have to adhere to the Timeline in the Training Curriculum.

Any deviation from the Training Timeline, due to non-nomination of participants during training, will be escalated to the Department Managers/Senior Managers for further deliberation & actions to take during prescribed meetings.

E-Learning:

The delivery of a learning, training or education program by electronic means. E-learning involves the use of a computer or electronic device (e.g. a mobile phone) in some way to provide training, educational or learning material.

E-learning is essentially the computer and network-enabled transfer of skills and knowledge. E-learning applications and processes include Web-based learning, computer-based learning, virtual education opportunities and digital collaboration. Content is delivered via the Internet, Intranet, satellite TV, and CD/DVD. It can be self-paced or instructor-led and includes media in the form of text, image, animation, streaming video and audio.

All eligible employees must take initiative to learn and improving their skills and knowledge thorough e-learning which is essential for their career path and promotions. 


Employee Knowledge Assessment

· All front line untrained employees who completed 24 months & above with the organization need to participate in  Knowledge assessment program
· All front line trained employees who completed 24 months need to participate  in  Knowledge assessment program for re certification

It is the responsibility of the training department to conduct an Employee Knowledge Assessment in order to meet and exceed the expectation of our valued customers. If in case any employee scores less than 80% thru online knowledge assessment. The following corrective actions will be taken: 

· Training department will provide the list of those employees who were unable to score passing marks (Below 80%) on monthly basis to department administrators.
· The direct manager / department manager must ensure that such employees will be properly coached and sent to attend classroom training within 90 days from the date of publishing the online assessment results.

If in case any employee scores less than 80% in classroom  knowledge assessment, the following corrective actions will be taken: 

· Training department will then suggest the department manager the area of improvement.


· Coaching and mentoring must be performed by the Department Manager/Supervisor. After which Department Manager/Supervisor should send the employee for re-training within 3 months of the last training he failed on.

· If an employee fails for the 3rd time/attempt, on the same training in a year, the Training Dept. will inform respective manager in order to escalate to the concern to HRD for the appropriate disciplinary action.


It is the responsibility of the department to provide full support to the training team during knowledge assessment process (classroom & online). It is also expected that the department managers / supervisors will seriously consider the comments / suggestions / feedback provided by the training department and chart out an internal plan of action to meet and exceed the agreed service levels.

Development of Training Material:

It is the responsibility of training department to ensure that all training materials are in line with business requirements and updated regularly in order to enhance knowledge and close all the learning gaps. Hence revision of training material plan of action has been created & the assigned employee will ensure that training materials are up to date.

The training material for the related modules will be designed/revised based on the inputs of the Consolidate Competency Requirements which consists of following sources:
· Final Performance Appraisal Gaps in Competencies
· Monitoring & Measurement Results
· Training Requests
· Organizational Needs
· Previous Training Feedback & Test Results
· Turnover
· Internal/External Certification
· Market Research

Training Material Revision Procedure:

The Assigned employee will gather the data from the different sources, such as those mentioned previously, and design/revise the training material based on the required input.  Once the training material is revised it will be published in training material folder so that it can be used in class room trainings.
The changes of each module will be logged in “Training material change log sheet” which consist of the following:
· Date
· Module Name
· Changes (Points revised/rewritten)
· Source of data

Communication:

The Assigned employee / Department Manager will communicate the changes to the all training specialist as soon as the module is designed/revised, in order to emphasize the area for improvement. This will facilitate the training specialist to focus more on the “area of improvement” during their training sessions. Such communication will be logged in  “Training material communication log sheet” which consist of the following: 

· Assigned employee Name
· Module Name
· Effective date of change
· Details of changes
· Required Improvements
· Communicated to:
· Employee Name
· Employee Number
· Date of communication
· Signature

Certificates

Certificates in any format whether hard copy or digital, are considered as a company property, any falsification, unauthorized reprinting or copying, is subject to strict disciplinary action as per the Disciplinary Violation Document (DVD), Saudi Labor Law (SLL Article 80), and corresponding local IBU (International Business Unit) laws.

Certificate of Achievement - Employees who attain passing marks of 80% and achieve 90% attendance of the entire course /module will be eligible for a certificate of Achievement.

Certificate of Attendance – Employees should complete 90% attendance of the entire course/module will be eligible for the Certificate of Attendance 

Certificates of achievement and attendance are issued in electronic/digital format to the employees, and will be forwarded to the department administration through official communication channels. It is the department’s responsibility to ensure forwarding of the e-certificates to the concerned employee. Talent Learning team will also upload the e-certificate to the employee’s credentials in the company official Learning Management System (LMS - SMSALMS).

Printing a hard copy of any certificate, will be subject to Internal/External regulatory requirements or upon the Department head’s request, with a clear justification to HR Manager. The same applies to client specific requests, or any business requirements.
	
Outsource/External Training Certificates – Employees should provide a copy of any attained Certificate from Outsource/External Trainings to the Talent Learning section, to be filed on his/her Personnel File.

Employee Development Plan:

All Department Managers must ensure that those employees who are moving within department to grade 5 and above must complete Employee Development Plan (EDP) form available in GUIDE. This will enable the department manager to provide deserving candidate to the new or existing position. 

The minimum testing period of EDP is one month and maximum can be six months, this depends upon the experience of the person and the tasks assigned; therefore upon completion of EDP and submission of new position KPI, the new salary will be effective.

The EDP of Supervisors, Division/Department/Regional Managers must comply the following requirements:

· Education Qualification must meet the requirement of the Job Description.
· Selected employee must complete 12 e-Learning courses during the testing period of EDP.


External Training:

Provision is made for external training to enable individuals/groups of employees to meet the requirements of their current or future job role; the Company may identify a need to obtain training and development services from an external source. Depending upon the cost, the delivery may be carried out in-house or at a location determined by the company and the service provider.

Employees assigned to such programs will be nominated by their Direct Managers and must meet the following eligibility requirements:

To have completed at least one year of service with SMSA Express Trans. Co. and be perceived as remaining with the Company for the foreseeable future.
The training program should be part of defined training needs.
Employee nominated should meet the qualifications/competencies relating to the external training.
All employees participating in external training should acknowledge and sign the Employee Training Bond Undertaking.
Employees who do not achieve the passing mark will not be eligible to re-attend the same training for a period of 12 months. Moreover, department manager should take their results into consideration upon evaluating for future promotions.
All employees participating in External training must at least pass two E-Learning job related courses. This clause is applicable for those who are eligible for e-learning courses.
External training course that the employee is nominated for should be in line with his/her Job Description, related to duties and responsibilities, a requirement and/or be identified as a course that will enhance the employee’s skill set that would overall be beneficial his/her department and the company. 
Upon successful completion of the external training course, the employee will not engage in any external activity that includes but is not limited to consulting, training, partnerships, etc. arising from the knowledge and skills gained thru said external training, unless otherwise approved by management.
In the event of failure, non-completion of the external training course or resignation within the specified time period, it is the company’s discretion via the management, to recover up to the full expenses associated with the said training from the employee, as outlined in the Employee Training Bond Undertaking Form.

SMSA Express Trans. Co. Business Travel Policy will be applicable for employees participating in training programs where it applies.

English Language course fees for Saudi Employees:
Our company is committed to improve the English language of our Saudi employees, hence 50% of the course fees will be reimbursed to those employees who meets the following criteria:
Employee need to submit the course content & fees structure to HR prior to the commencement of the course. 

HR will review the credentials of the training institute and may approve or deny the request.

Employee need to sign an undertaking that upon completion of the course he / she will not leave the organization for at least 18 months or he / she will reimburse the approved fees to the company account.

Employee should attend the course after working hours; so that the work will not be affected.

Upon completion of the course, the employee needs to provide a copy of the certificate with invoice to HR in order to reimburse the 50% of the fees to employee account. Failure to provide either certificate or invoice the company will not reimburse any amount.

Professional Organizations/Associations:
The company understands that as part of an employee’s continuous development and growth, an employee will join or has the intention to be a member of a professional organization. Membership to such organizations provides individuals with the opportunity for professional training, access to up-to-date ideas and practices in their areas of expertise, and the like.

In order to encourage our employees to take participate with an organization which is related to their current position, at the company’s discretion and approval of the Managing Director, will reimburse membership fees based on the following criteria:
· Organization/Association must be directly relevant to the employee’s current job within the company.   
· Local legislation or regulatory body, imposes a mandatory requirement for membership/registration to the relevant professional organization. 
· Employee must submit all pertinent membership details, requirements, forms, documentation of the professional organization to HR before joining said organization
· Reimbursement will only be for membership fees. Expenses arising from attendance to a conference as a speaker, guest, delegate, or participant will be shouldered by the employee.



Coaching and Mentoring:

Coaching and Mentoring by Supervisors, Managers or designated employees are highly effective methods utilized to further guide individuals/employees to recognize, reflect and achieve their goals and ensure their expertise are passed on to identified individuals in the company. The learning that takes place in coaching and mentoring sessions help to develop the skills and knowledge of an employee, other than that of traditional learning methods such as classroom and E-learning.

Coaching is a process of relationship building, setting, monitoring, & evaluating goals while providing the necessary support needed to achieve such goals. Coaching is to instruct an employee to achieve the specific goal, improving one or two areas of development. Coaches are not necessarily experts in the topic, but are required to have some knowledge with the topic they are about to coach on. Interactions are short-termed, formally set/scheduled, & documented.

Mentoring is the act of guiding, counseling and supporting an employee, where specific skill sets are taught to an identified or designated employee, or voluntarily selected by employees for self-development. Mentors have in-depth knowledge of the knowledge/skills they will be mentoring someone, the period of which would be as short as 1 month and could be as long as 1 year.


Mentors and Coaches (Supervisors, Managers or designated employees) are to attend the Coaching and Mentoring training offered by the Training Department, in the event that they have had no such previous training on the matter. Formal coaching sessions require a Coaching Form to be documented, whereas for formal mentoring events, Employee Development Action Plan document can be utilized. Coaching and mentoring frequency/schedule will be as per the department’s discretion, to which any formal documentation needs to be submitted to the Training Department.

The collected coaching documentation will be analyzed by the Training Department, which forms part of the competency requirements identification in defining training needs. The summary of which will be the reference for the revision or creation of training materials as necessary, for the development of internal courses, or identification and selection of external courses as a result of said summary.





Define Training Needs:
· Identify Competence Needed for Task
· On Annual Basis each Dept. review competency in Goal Settings which have to be in line with Competency in Job Descriptions
· Consolidate Competency Requirements based on  below sources:
· Final Performance Appraisal Gaps in Competencies
· Monitoring & Measurement Results
· Training Requests
· Organizational Needs
· Previous Training Feedback & Test Results
· Turnover
· Internal/External Certification
· Market Research
· Define Competence Gaps
· Identify Solutions to meet Competency Requirements (all gaps need to be completed within 12 months from the  date of identification of the gap)
· Develop Training Needs Specifications (Objectives, Expected Outcome, Constraints, Resources)


Design & Plan:
· Define Constraints
· Regulatory Requirement, Policy Requirement, Financial Constraints, Timing & Schedule, Availability, In-House Resources, Availability of Training Provider, Any other available resources
· Training Methods & Criteria Selection
             Methods:
· Course & Workshop (20% & above or  more than 5 employees with the same gap, same department & same city will be addressed with Class room training (External/Internal))
· On-Job Coaching – by department (19% & below or less than 5 employees with the same gap, same department & same city will be addressed with Coaching)
· Self-Training (brochures, videos, online knowledge assessments)-This method will be selected based on financial & participants availability constraints.
· Distance Learning (e-learning/webinar) - This method will be selected based on duration, availability of participants/courses, etc.

The above-mentioned training methods may include one or more of the below given criteria. 
· Date & Location 
· Facility
· Cost
· Training Objectives
·  Target Group
· Duration
·  Assessment, Evaluation & Certification

· Training Specification Plan should consist of the following:
· the organization’s objectives & requirements
                                                      specification for training needs
· training objectives & desired outcome
· trainees (target groups or target personnel)
· training methods & outline of content
· schedule of requirements, such as duration, dates & significant milestones
· resource requirements, such as training materials & staff
· financial requirements
· Criteria and methods developed for the evaluation of training outcomes to measure: (satisfaction of trainee, trainee’s acquisition of knowledge, skills & behaviors, trainee’s on-the-job performance, satisfaction of trainee’s management, impact on the trainee’s organization & procedures for monitoring the training process.
· Selecting a Training Provider
           Internal Provider
· In line with the Training Specification Plan (Certification of the Trainer)
          External Provider
·  In line with the Training Specification Plan (Formal Agreed Contract)

Provide Training 
· Pre-Training Support
           Internal/External Provider (Brief provider)
· with training needs (Training Notification)
· with Nature of Training & to close Competency Gap (Training Notification)
· Enable contact between trainer & trainee thru SMS 

·  Training Support
           Internal/External Provider (Provide)
· Relevant tools, equipment, documentation, software or accommodation to trainee and/or trainer whenever applicable.
· Relevant & adequate opportunities for trainee to apply competence being developed in form of class room exercises 
· Feedback on task performance as requested by the trainer and/or trainee in form of sharing results of class room exercises  

· End of Training Support
          Internal/External Provider (Provide)
· Trainee Feedback
· Trainer Feedback
· Feedback to Managers and personnel involved in training, including participants



Evaluate Training 
 
· Evaluating Training Outcome
Short Term Evaluation
· Completed Trainee Feedback on training methods, resources used & skills gained as a result of the training. (Training Evaluation Form)

Long Term Evaluation
· Trainee Job Performance & Productivity will be assessed by department / direct manager in Performance Appraisal review forms. (Performance Objective / Competency Review Forms)

· Collecting Data & Preparing Evaluation Report
· Evaluation Criteria (Different parameters like Commitment to learning, Observed behavior, etc)
· Description of the source (Trainee & Training evaluation)
· Methods & schedule of evaluation (Paper based upon completion of class)
· Recommendation for improvement by trainer on areas that was scored low during the test.
· Analysis of data collected & interpret results (Trainee Evaluation, Training Evaluation, & Failure Analysis Report with corrective & preventive action)

Training Process Monitoring (by Independent Dept.):
· Decide Monitoring to be conducted	
· Decide Sampling
· Criteria for Compliance/Non-Compliance
· Determine Compliance/Non-Compliance
· Analyze & Evaluate monitoring relevant to conformity of ISO Clause 4.2 – 4.5
 
Training Process Validation (by Independent Dept.):
· Initiate the Validation/Audit
· Conduct Document Review
· Prepare for Onsite Audit/Validation Activities
· Conduct Onsite Audit/Validation Activities
· Prepare Audit Validation Report
· Complete the Audit/Validation
· Conduct Follow-Up Audit
· ISO Compliant / End of Validation Process




	General
	Individuals attending training must be aware of the following:

Employee during his external training is representing SMSA and must avoid any damage to SMSA image. 
SMSA Express Trans. Co. will pay the full cost of the program including registration course material and any other associated costs. 
Passing grade for core business training is 80%.
Employees who fail in any external training will have to shoulder the training fees.
Processes related to Training and Development in the QMS, will be reviewed accordingly, once a year or upon business needs.
All employees attending Environment Health & Safety (EHS) Trainings will adhere to the EHS training & Awareness procedure available in QMS System (GUIDE).
All employees to be given training on general security/threat awareness/ risks and risk assessment – training repeated every 2 years
SMSA sub contractors / vendors will also be included in EHS Security awareness trainings
All employees that would require training intervention arising from Performance Appraisal & Training Requests are required to complete such trainings, within 12 months upon receipt of reports from said sources.

Training records to be reviewed by the department manager once a month (trainer-wise) as part of quality control.


     Any exception to this policy must be approved by the Managing Director or CEO
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