Qua“ty Procedure Double click here to
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1 Human Resources & Competence
1.1 Infroduction & Purpose

The purpose of this procedure is to define your organization's process for employing and empowering human
resources by identifying and roles, responsibilities and authorities, identifying training needs, providing
opportunities for attaining competencies, assessing the effectiveness of training, and for planning, reporting
and retaining associated training files and records.

1.1.1  Process Activity Map

e Training matrix e HR Manager

e Training records e Top Management

o New starter qualifications e Employees

e Training plan ¢ Line Managers & Supervisors

Ensure that information,
training and instruction is

e Competency records provided to employees and e Trained operators and staff
e Job descriptions that training is suitable and ¢ Continual improvement

o Business objectives adequate having regard to o Customer satisfaction

» Performance objectives the nature of the work, the e Training needs

o Legislation nature of the risks associated e Post course evaluations

* Resources by identifying training needs o Skilled workers

* In-house experience so the relevant training plans o Safe visitors

e Job descriptions can be implemented to e Customer satisfaction

e Appraisal information ensure that the person has

the necessary skill,
knowledge and qualifications
to carry out their activities

e Training plan ¢ No. of training sessions

o Skills & competency matrix ¢ No. of inductions

e Appraisal forms e No. of corrective actions

e Development review ¢ Feedback from employees

e Feedback from customers

1.1.2 References

Standard Title Description

BS EN ISO 9000:2015 Quality management systems Fundamentals and vocabulary

BS EN ISO 9001:2015 Quality management systems Requirements

BS EN ISO 9004:2018 Quality management systems Guidelines for performance improvements

1.1.3  Terms & Definitions

Term 1SO 9000:2015 Definition

Competence Ability to apply knowledge and skills to achieve intended results

Training needs analysis Review of education, training, skills, and experience needed to perform work
Awareness Having knowledge, being informed, or fully briefed on the QMS
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