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	Employee Training Needs Analysis Policy 
Owner / Department: HRD – Training & Org. Dev’t.



	Brief
	It is the Policy of SMSA Express Trans. Co. to continually identifying the training needs of employees to meet and exceed the expectations of our valued customers.

	Purpose
	To ensure that all Employees have required knowledge and skills in order to excel customer satisfaction in current role and prepared to accept future business challenges through continues learning process.

	Persons Affected
	All SMSA employees

	Guidelines
	1. Source to Gather data for Training Needs Analysis: 

Either one or any combination of the following:
· The Performance Management System (PMS) Gaps and training needs results

· Training requests from departments (Training Requisition Form)

· Audit findings & Gap Analysis
· Strategic-based projects 
· Customer feedback, Mystery Shopping, Survey & Statistics Results
· Critical Incident Reports (E.g. Dangerous Goods, etc.)
· EDP (Employee Development Plan) Requirements
· Mandatory regulatory trainings (Government requirements)
2. Process for data gathered:

· Review and classify the data.

· Convert them into appropriate training courses of other forms of appropriate interventions.
· Classification for Training Dept. intervention will consider 1 or a combination of the following criteria: 
1. TNA data which results to topics that require more than 2 hrs. of equivalent training.

2. Minimum of 5 individuals with the same incidents/TNA data results.

3. PMS results to complete course required that is agreed between employee and immediate superior.

4. TNA data that would involve or will have an impact for multiple employees or departments. 
5. TNA data arising from multiple customer feedback, Mystery Shopping, Survey & Statistics Results, Critical Incident Reports.
6. Employee has not completed required training as per EDP.
· Other forms of Interventions that can be done by immediate Supervisors, Resource Personnel or Subject Matter Experts, includes but is not limited to:

1. Coaching & Monitoring sessions

2. Experiential Learning (form of coaching which involves showing & engaging the participant).

3. Job Shadowing (observing other employees)

4. Mentoring 

5. Simulation Exercises

6. On Job Engagement through increased challenges

· Prioritize their importance.

· Aggregate the results and come up with a list of courses and number of targeted participants.

· Negotiate a delivery schedule that fits concerned employees’ departmental schedule.

· Prepare a training program that is within corporate standard and budget. 

· Identify a competent resource person and the members of the training staff that will assist in the implementation of the program successfully

3. Implementing of In-House & Outsource training Programs 

· Refer to Training Needs Analysis Process Map in GUIDE system


	General
	· Employee must complete employee undertaking bond whenever required.
· Any exception to this policy must be approved by the Managing Director or CEO.
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