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	                            Specialized Certifications Training and Awareness Procedure
                                         Owner/ Department: Quality & Risk Management



1. Purpose

This procedure explains how SMSA identifies, provides, and monitors specialized training and awareness programs. These programs are necessary to maintain certifications, meet international standards, and follow legal and regulatory requirements.

The training applies to management systems, risk-based topics, and technical compliance. This includes ISO standards (such as 9001, 14001, 45001, 27001, 22301, 10002, 10015), WHO-GDP, TAPA, Fire Safety, X-ray operations, GUIDE platform, and E-Audit/E-Inspection systems.

It ensures that all required training is planned, delivered, and monitored for the relevant personnel, supporting SMSA’s Integrated Management System (IMS) and compliance goals.

Standards and Clauses Covered:
· ISO 9001:2015 – Clause 7.2

· ISO 14001:2015 – Clause 7.2

· ISO 45001:2018 – Clause 7.2

· ISO 27001:2022 – Clause 7.2

· ISO 22301:2019 – Clause 7.2

· ISO 10015:2019 – All Clauses

· ISO 10002:2018 – Clause 6.2

· WHO-GDP – Personnel Training

· TAPA – Training and Awareness

2. Scope

This procedure applies to all SMSA countries, departments, functions, and regions. It includes all employees and people working on behalf of SMSA, such as contractors, outsourced staff, and consultants.

The training process follows the Training and Development Policy (Doc# 48) and is based on ISO 10015:2019.

3. Definitions

· Training Need: A gap in knowledge, skill, or behavior that needs to be filled for someone to do their job well.

· Competency: The ability to apply knowledge and skills to complete tasks correctly.

· Awareness Training: General training to help employees understand policies, standards, or rules.

· Competency Training: Focused training for specific job or system skills.

· Training Record: Proof that a person completed a training course.

4. Responsibilities

· Management Representative (MR): Ensures training needs match SMSA’s goals and compliance requirements.

· Department Heads / Regional / Country Managers: Make sure their teams complete training as required.

· Human Resources and Training Department: Plan training schedules, keep records, and manage access to the Learning Management System (LMS).

· Committees (e.g., EHS Committee): Suggest training needs and review training performance.

· Employees and Contractors: Attend assigned training, apply what is learned, and report if more training is needed.



5. Training and Awareness Process

5.1 Identifying Training Needs

Refer to Annual QRM Training Calendar (Doc# 8743)

Training needs are reviewed and updated each year by QRM. The training calendar is based on audit schedules, risk priorities, job roles, and compliance needs. Information comes from:

· Job role analysis

· Risk assessments

· Performance reviews

· Internal and external audits

· Changes in laws or regulations

· Suggestions from internal committees

5.2 Types of Training

Refer to Training and Development Policy (Doc# 48)

· Induction Training – For all new staff.

· Job-Specific Competency Training – Based on department needs.

· Refresher Training – Done regularly or after incidents/audits.

· System-Specific Training, including:

· ISO 9001, 14001, 45001, 27001, 22301, 10002, 10015

· WHO-GDP, TAPA

· Fire Safety, X-ray operations

· GUIDE platform
· E-Audit and E-Inspection systems
· Emergency, First Aid and Fire Safety Training – Done at least once per year or as needed.

5.3 Training Delivery

Refer to Training and Development Policy (Doc# 48)

· Trainers must be certified or checked internally for their ability to deliver training.

· External training providers must be approved by QRM and meet SMSA’s standards.

· Specialized IMS training is planned and delivered by QRM and includes:

· ISO 9001, 14001, 45001, 22301, 27001

· ISO 10002, ISO 10015

· WHO-GDP, TAPA

· CAPA, Fire Safety, X-ray operations

· GUIDE, E-Audit, E-Inspection systems

· Business Continuity Systems

· For all non-specialized modules - SMSA-offered training programs and their target attendees, refer to the Training Specification Document (Doc# 3830).
This document defines the purpose, learning strategies, and required activities to achieve effective learning outcomes, while aligning each training with SMSA’s operational goals and compliance requirements.

· Guidelines for specialized training are found in QRM Training Specification (Doc# 5784).

· General training where applicable is uploaded to the Learning Management System (LMS). LMS access to specialized modules is granted by HR based on QRM’s recommendations.



5.4 Training Evaluation and Records

Refer to Training and Development Policy (Doc# 48)

· Attendance must be recorded using signed attendance sheets.

· Feedback and evaluation forms are used to measure trainer performance and knowledge retention.

· Records are updated in the employee’s training file and kept in line with document control rules.

5.5 Training Notifications

Training sessions must be announced using a standard training notification form (GUIDE Doc# 3825). This form includes:

· Course title and objective

· Trainer name

· Date, time, and location or LMS link

· Any preparation needed

Notifications are sent by QRM for their scheduled sessions.

6. Training Effectiveness

Refer to Training and Development Policy (Doc# 48)

Post-training assessments or job performance validations may be conducted to verify competency, especially for critical roles (e.g., CAPA, WHO-GDP, 27001, Fire Safety, and X-ray). Training effectiveness is monitored using:

· On-the-job performance

· Follow-up assessments

· Audit feedback

· KPIs

· Performance reviews

Key training metrics such as course completion rates, compliance training coverage, and audit-related training gaps shall be tracked by Training department.

· Training evaluation results, trends, and improvement actions shall be reviewed as part of the Management Review process.

· Training effectiveness is reviewed via:

· Observation of on-the-job performance

· Follow-up assessments

· Audit feedback

· Performance reviews

· KPI tracking

Ineffective training triggers further review, retraining, or redesign of training material. If training deficiencies are linked to audit nonconformities or incidents, corrective actions shall be escalated through the CAPA system (refer GUIDE Doc# 1745).

7. Related Documents

	Document Title
	Document No.

	QRM Training Specification
	GUIDE# 5784

	Specialized Training Calendar
	GUIDE# 8743




8. Record Control

All training records must be stored for as long as required by SMSA’s business needs and in line with legal or regulatory requirements.

Records must follow the rules in the Control of Documents and Records Policy (Doc# 8744). They must be secure, easy to find, up to date, and version controlled.
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