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PURPOSE
To ensure personnel are competent by identifying their training needs and providing for the
same.

SCOPE
This process is applicable to all personnel at OEC Records Management Company.

REFERENCE
None

RESPONSIBILITY
Head  of  Department  is  responsible  for  Identifying  training  needs  of  individuals,  identifying
suitable training programs, and assessing the effectiveness of the training giving to his/her team
members.

PROCEDURE / DESCRIPTION OF ACTIVITIES
Refer to the flow chart for the detailed activity steps.

FORMATS / EXHIBITS

Record
Number

Record Title File Name Location of
Record

Maintained By Retention
Perio

d

OEC-
HR-TR-
F-01

Personal 
Developmen
t Plan

Training File Office of
Department

Head

Department
Head

At least 3
years

OEC-
HR-TR-
F-02

Training Record Training File Office of
Department

Head

Department
Head

At least 3
years
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Training needs of all personnel are assessed during the annual appraisal.  For
new employees, training needs are assessed within one month of joining.

IDENTIFICATION OF TRAINING NEEDS

Start

During annual appraisal, assess
individual competency

Match off individual competency
against job description as stated in
the Competencies Section of each

process

Gap exists? End

Activity Responsibility

Department Head

No

Yes

Identify mechanism for bridging gap

Update Personal Development Plan

End

A

Department Head

Department Head

Department Head
Personal

Development Plan
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 IDENTIFICATION OF SUITABLE TRAINING PROGRAMS

Start

Based on training need, identify
training programs

Department Head

Activity Responsibility

Update Personal Development Plan
with details of training

Suitable
training

available?

No

Yes

End

Identify alternative mode of
bridging gap and update

Personal Development Plan

Department Head

Personal
Development Plan

Personal
Development Plan
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PROVISION OF TRAINING

Start

Complete formalities with respect to
training (registration etc)

Person to attend
training

Activity Responsibility

Personnel to attend training

End

Update Training Record of personnel
with details of training attended

Person to attend
training

Person to attend
training

Training Record
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ASSESSMENT OF TRAINING EFFECTIVENESS

Start

On completion of training, assess
effectiveness of training through:

-  Written test
-  Personal interview
-  Discussion
-  On-the-job observation

Department Head

Activity Responsibility

Update / Signoff Training Record

Training
effective?

No

Yes

End

Identify reasons for training
non-effectiveness

Identify action to be taken /
Update Training Record

A
Department HeadTraining Record
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