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	Modules
	Objectives
	Duration
	Evaluation

	EHS Awareness - MS
	· Introduction to ISO 45001 and ISO 14001.
· Introduction to SMSA EHS policy
· To know about Health & Safety Foundations.
·  To gain more knowledge about Organizing for Health & Safety.
·  To promote a Positive Health & Safety Culture. 
·  To know about Risk Assessment.
· To know about regulatory requirements and controls
· To gain knowledge on OHSAS risk assessment and environmental aspects registrar
· To learn setup and implementation of objectives targets and programs
·  To learn Principles of Control.
· To know about Incident Investigation, recording and reporting.
·  To learn about Monitoring, Review and Audit.

	4 hours
	 Classroom Test

	EHS Awareness – Contractor Management
	· Introduction to contractor management procedure
· To know about contractor orientation and evaluation
· To know about Manual & Mechanical handling Hazards & Control.
·  To learn about Work Equipment Hazards & Control.
·  To gain more knowledge on method statement document and implications.
· To understand the work permit system and loto system
·  To know about identification and risk ranking criteria for Fire Hazards Chemical and Biological Health Hazards and Control etc

	4 hours
	Classroom Test

	Fire Safety
	· Introduction to fire safety.
· To understand the types and classes of fire
· To know the elements of the fire triangle
· To understand the main causes of fire
· To know the fire prevention goals
· To know the types of extinguishers
· To understand the proper use of fire extinguisher
· To understand good housekeeping best practices
· To know electrical safety guidelines
· To understand fire protection goals
· To know how fire spreads
· To know about fire evacuation procedure and responsibilities
· To understand key factors for effective safety management
	5 hours
	Classroom Test

	ISO 9001 Awareness
	· To understand ISO management system
· To know the benefits of ISO International Standards
· To know the difference between accreditation vs certification
· To understand the guidelines of using the ISO Log
· To know about displaying the certificates 
· To understand the eight quality management principles
· To understand the Total Quality Management (TQM)
· To know the PDCA cycle
· To understand the process-based approach
· To know conformance vs. effectiveness 
· To understand the quality team – roles & responsibilities
· To know the common terms in ISO
· Introduction to Quality & EHS policy
· Introduction to quality management system - GUIDE   
· Purpose of Conducting Audits
· To know the types of audits
· To understand the audit cycle
· To know the scope & criteria for audits
· To understand the difference between Conformity & Non-Conformity
· To understand grading of non-conformities
· Introduction to CAPA ticketing system 
· To know about audit reports
	4 hours
	Classroom Test

	GUIDE Awareness
	· Introduction to NIMBUS platform
· To understand the licensing criteria
· To understand the user roles and classification
· To know about the document registry 
· To know the difference between master and draft
· To understand the access rights mechanism
· To understand the diagram notations including bubbles, attachments, statement sets, links, etc
· To know about searching documents
· To understand the version control system 
· To understand the change management cycle and change requests
· To know about subscriptions and acknowledgements
· To know about homepage customizations
· To know about authorizations and accessing process maps
· Live system demonstration
	2 hours
	Classroom Test

	TAPA Awareness
	· Introduction to the TAPA management system 
· Introduction to security manual.
· To understand the different categories of certification 
· To understand the audit and certification cycle
· To know about the waiver process and criteria
· To understand the responsibilities of Security 
·  To learn about Access Control system management
·  To learn about Alarms and system management
· To learn about CCTV control and management
·  To learn about lighting monitoring and measurements
·  To learn about Confidentiality.
·  To learn about visitors management
·  To learn about ID cards and management.
·  To learn about Emergency contacts and maintenance programs.
·  To learn about staff searches.
·  To learn about key, access and Lockers.
·  To learn about Incident management and reports.
· To learn about risk assessments
· To learn about vehicle checks and seal management
· To learn about customer assets security and control
· To learn about recruitment and resignation procedures implementation and control
· To understand control of records and documents

	5 hours
	Classroom Test

	CAPA Awareness
	· Introduction to QRM ticketing system
· To understand the benefits of the CAPA ticketing system
· To know the terminologies
· To understand the process flow
· To know about access to the system
· To know about the Issuance of Non-Conformity
· To know E-mail Notification setup
· To know the difference between root Cause, corrective & preventive action
· To know about changing the NC Status
· To understand the escalation criteria for overdue NC’s
· To know about the verification of the non-conformity
· To understand the closure of the Non-Conformity
· Live system demonstration and practice
	2 hours
	Classroom Test

	X-ray Security 
	· To know about action and reaction in suspected circumstances
· To gain knowledge about prohibited / suspicious items and what to do if you discover them
· To understand the use of X-ray machines
· To know about hand Inspections
· To gain knowledge on dealing with phone calls about a bomb
· To understand the objectives and organization of Aviation Security
· To understand the principles of shipping security and customer classification
· To understand the principles of security oversight
· To know about concealment methods
· To gain knowledge on the presence and identification of wires and thin metals visible outside the package
· To know about identification and control of suspected shipping mails/parcels of different categories.
	3 days
	Classroom Test

	Specialized Services Project 
	· Introduction to SMSA Specialized Services
· To understand the SMSA policies and procedures
· To understand the requirements of SLA
· To understand the roles and responsibilities 
· To know about SLA compliance and penalties
· To understand the method of inspections
· To know about health & safety 
· To understand the objectives targets and achievement criteria
· To understand the contingency guidelines
· To know about the inspections system/application
· System demonstration and practice
	8 hours
	NA

	ISO 22301 Business Continuity Management System Standard Awareness
	· To get acquainted with and understand the requirements of Business Continuity Management System (BCMS) based on the ISO 22301:2021 standards
· To understand SMSA’s Business Continuity Management System (BCMS), methodology, functionality & departments requirements.
· To understand the requirements for creating business impact analysis, business continuity plans and perform business continuity tests.
	3 days
	Classroom Test

	ISO 27001 
Information Security Management System Standard Awareness
	· To get acquainted with and understand the requirements of Information Security Management System Standard Awareness (ISMS) based on the ISO 27001 & 27002 standards
· To understand the basic security challenges in term of Information Security
· To know how to identify and manage risks with controls as per 27002
· To understand the objectives and principals of auditing and maintaining the Information Security Management System. 
	3 Days
	Test



Resources
· Trainer for Classroom courses.
· Training Coordinator or designated personnel for certain arrangements (food, venue, stationeries, etc.)
· Suitable training venue
· Tables and chairs for participants 
· Trainer laptop/computer, attached to a projector
· A projection screen/ LED TV
· Presentations, handouts, exercise, etc. (whenever applicable)
· Portable speakers (whenever applicable)
· Video/audio clips depending on course (whenever applicable)
· Flipcharts, Markers, Writing Pads, Pens & other stationeries.
· Appropriate refreshments (water, tea, coffee, etc.) & food (pastries, lunch & dinner) for Classroom sessions
· Specific course equipment (e.g. tool box etc.)
· Connectivity to SMSA Network, CAPA System,E-inspections, GUIDE, SMSA World & Internet (whenever applicable)

Constraints
· Minimum number of participants – 2 individuals for session to be conducted
· All courses will be conducted in English except Fire safety and X-ray training which is available in 2 languages (English/Arabic) Participants should possess communication skills in these languages for the relevant course
·  Training timing will be done during normal operating days/hours (Sunday-Thursday / 0900-1700.- (whenever applicable)) 
· Participants from remote locations and other cities where the training is not scheduled in the training plan; would have to travel – business trip policy and approval applies.


Pre- Training Checklist
1. Training notification sent

2. Nomination list finalized and communicated

3. Venue selection finalized/ reserved

4. Projector/ connections checked for availability/arranged

5. Flip board/pens/paper provided/available

6. Attendance forms printed

7. Evaluation form printed

8. Training aid arranged/printed (if any)
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