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Abstract

In the modern competitive work environment, staff need to constantly update their knowledge and skills to perform their jobs well.
Organizations benefit from staff that feel confident in improving their efficiency and productivity, and working towards personal de-
velopment. Employees also benefit from gaining new skills that improve their chances of success. This policy provides a framework
for staff training to ensure that employees have the necessary competencies to deliver on assigned tasks. This policy applies to all
an organization’s employees, including full-time, part-time, and supplementary employees like contractors or consultants [1]. This

procedure is currently being applied to Gentium Healthcare.
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Abbreviations: NA Mandatory Training Curriculum [3]
The mandatory trainings must be completed by all employees with-
Introduction in 14 days of their joining date and before taking on any responsi-
bilities.

Policy Elements

Mandatory Trainings [2] The acting manager is responsible for securing the training materi-

The scope of work employee’s carry-out requires certain skills als and archiving training logs for all employees before they begin
that must be obtained through specific trainings. These essential ~Work. These records are to be kept both in the project/department
trainings are mandatory and must be completed by all employees ~ file and with the QA manager.

or subcontractors before they can undertake certain tasks or re-

sponsibilities. These essential trainings (and all others) can be con- Itis the responsibility of the employee’s manager (or operations

ducted either in-house or on the premises of a third-party provider. head) and the PV/QA manager to ensure trainings are completed

Logs of these trainings will be recorded, kept in employment his- and logs archived. These trainings will be recorded and kept in the

tory, and be made available for audit purposes at any time. project file and employment history and will be made available for

audit purposes at any time.
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Listed below are suggested mandatory trainings [4]:

# Training Timeline Schedule Frequency afterwards

1 | Data Security, Privacy and Full Day On-boarding Quarterly
Confidentiality

2 | Pharmacovigilance & Adverse On-boarding Quarterly
Events Reporting

3 | Interaction with Medical Full Day On-boarding Quarterly
Professionals

4 | Business Continuity Plan On-boarding Quarterly
All organization Standard Full Day On-boarding Quarterly
Operating Procedures

6 | Anti-bribery Policy On-boarding Quarterly

Continuous Improvement Trainings

On top of mandatory trainings, employees, managers, and Human
Resource (HR) staff should collaborate to build a continuous profes-
sional development (CPD) culture to encourage the procurement of
new skills. It is an employee’s responsibility to seek out new learn-
ing opportunities, a manager’s responsibility to coach their teams
and identify individual needs, and Human Resources’ (HR) respon-

sibility to facilitate staff development activities and processes.

In general, the following types of employee trainings are most com-

mon [5]:

¢  Formal training sessions
¢ Employee Coaching and Mentoring
e  Participating in conferences

¢ On-the-job training

As part of learning and development provisions, organizations can
also arrange for subscriptions or educational material, so employ-

ees will have access to news, articles and other materials.

Individualized Trainings [6]
Employees and their managers are responsible for their continuous
learning. Employee needs should be assessed on an individual basis

and should include the following criteria:

e  Presentjob requirements
e  Career Development
e Succession Planning

o  Skill gaps identified by superiors

Individual trainings should focus on what employees need and how

they learn best. This is why organizations encourage employees and

managers to consider multiple training methods like workshops,

e-learning, lectures, etc.

Employees should show willingness to improve by asking their
managers for direction and advice. Managers should do the same
with their own superiors, while encouraging and mentoring their
subordinates. Organizations also encourage employees to use their
right to self-paced learning by asking for educational material and
access to other resources [7]. Examples of this kind of training and

development are:

¢ Equal employment opportunity training

e  Diversity training

¢ Leadership training for managers

¢  Conflict resolution training for employees

e  Engaging experts in a field for training

Materials and Methods or Experimental Proce-
dures

Proposed Training and Development Process [8].

The following matrix shows the duties and responsibilities within
the organization for the effective and efficient flow of process.
KARE Staff Training and Development Process

Owner: Training Officer
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KARE Staff Training and Development Process

Owner: Training Officer
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Process measures:

% variance expenditure versus budget re training

% training spends versus payroll

% training completed versus training planned

Policy Procedure

Development of training plan [9] (See Appendix 1)

The department manager submits training goals obtained by
staff to the training officer

The Operations Management team (OMT) identifies organiza-
tion/team wide training needs based on the operation plan,
and submits them to the training officer

The Training Officer collates training needs and develops a
draft plan, with budget considerations

The OMT reviews the drafted training plan and makes any nec-
essary amendments before approving and returning it to the
training officer

The Training Officer publishes the training plan and course
specifications on the internet so they are easily accessible to
staff

The Training Officer reviews and amends the training plan
quarterly and sends to OMT for approval

The OMT approves changes and communicates changes to
staff

The Training Officer updates published training plan

Results

External Training Sessions [10]

This procedure should be followed when employees want to attend

external training sessions or conferences: (See Appendix 2)

¢ Employees (or their team leaders) identify the need for train-
ing based on performance, organizational or legislative chang-
es, etc.

¢« Employees and team leaders discuss potential training pro-
grams and methods and come up with suggestions for future
trainings.

e  Teamleaders contact HR and briefly present their proposal (in-
cluding completed training request forms). (see appendix 3)

¢ HR researches the proposal, with attention to budget and
training content.

e HR approves or rejects the proposal. If they reject it, they
should provide employees with their reasons in writing.

e If HR approves, they will prepare dates, accommodation, re-
serving places, etc.

e In cases where the company does not pay for the training di-
rectly, employees will have to pay and send invoices or receipts
to HR. HR will approve the employee’s reimbursement as per
the invoices or receipts.

e If an employee decides to drop or cancel a training, they will
have to inform HR immediately and cover any cancellation

fees.
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e In cases where training ends with examination, employees are
obliged to submit the results. If they do not pass the exam, they
will have to retake it at their own expense

¢  Generally, the organization will cover training fees once. They
may also cover transportation, accommodation, and personal
expenses, though this is left to HR’s discretion. If HR decides
to cover these costs, HR should decide upon the purchased
service (e.g. tickets, hotel reservations). Any other covered ex-
penses that employees have will be reimbursed after employ-
ees provide relevant receipts and invoices [11].

¢ If employees want subscriptions to journals, magazines, etc.,
they should contact HR directly or ask their managers. Prefera-
bly, HR will set up the subscription. Though in some rare cases,
HR may give formal approval to employees to do so themselves.
Once employees pay for the subscription, they should inform
HR of the cost and any other details in writing. Any relevant

invoices should also be sent to HR [12].

Individual Development Plans [13]

Individual Development Plans should be based on analyzing train-
ing needs, talent management practices, performance reviews/ap-
praisals, career development plans, and succession planning, as per
the organization’s policy on performance management. In addition,
exit interviews, staff surveys, updated job evaluations, job descrip-
tions, individual ambitions, changing business needs, and external
stakeholders’ requirements contribute to establishing Individual
Development Plans that meet the needs of employees and the or-

ganization.

Training Records and Documentation (See Appendix 3)

Taking the time to organize and streamline a process of document-
ing training records before employees begin can save time and re-
duce errors. From induction to comprehensive training, keeping a
record of training and business-skill building is one of the best ways
to gauge the training’s effectiveness, boost performance, decrease

error risk, and stay in compliance with training policies [14].

Starting with the basics, the following shall be included in Training

Documentation and logs [15]:

e Training module name and version
e  Trainee name and signature

e Instructor name and signature

e The training dates

e  Training expiry date

Training documentation and logs will be recorded and kept in em-
ployment histories and will be made available for audit purposes

at any point [16].

Employee Training logs will be version controlled to ensure orga-
nizations have appropriate documentation and authorization for
every training program completed by each employee. Training re-
cords can also be leveraged in annual performance reviews to de-

termine progress and company goals [17].

Evaluation

Evaluating a training’s efficacy is vital to ensuring that employees
are able to meet the needs of their position and that the training
budget is spent effectively. Evaluating trainings can be done us-
ing learning objectives that are decided upon prior to the learning
event. This approach is qualitative and involves completing a ques-
tionnaire or report after the learning event or presentation that can

be used to evaluate the training [18].

Employees are expected to use their acquired knowledge to make
suggestions for changes to working practices, thus contributing
to continuous improvement and showing immediate evidence of
learning. Further follow-up after weeks or months can assess the
training’s impact on work performance by analyzing job-specific
metrics (sales, adverse events, etc.). Annual reviews provide a fur-
ther opportunity to evaluate long-term impact on personal, team,

and organizational objectives [19].

All development activities will be evaluated in terms of learning
and impact. Prior to undertaking an activity, learning objectives
will be set and after the activity learning will be evaluated using
these objectives. This will be recorded on evaluation forms and
also discussed with the relevant department’s manager. Long-term
impact will be evaluated at performance review, in relation to at-
tainment of performance objectives, and contribution to the orga-
nization’s goals. In addition, evaluation will assess the value of the
organization’s investment in development activities. Feedback on
the quality and content of training will be reviewed by the Staff De-
velopment Unit and, where relevant, internal trainers and design-
ers [20].

HR Training Responsibilities [21, 22]

There are several tasks pertaining to employee training that fall
under the responsibility of an organization’s HR department. In-
cluding:

Citation: Mohamed Refaat, Marwan ElBagoury and Amy Hutchinson. (2021). Standard Operating Procedures for Staff Training and

Development. Journal of Biotechnology and Immunology 3(1).



Journal of Biotechnology and Immunology Page 4 of 4
e  Assessing training needs # Training Thmatine
*  Maintaining budgets and training schedules 1 | Data Security, Privacy and Confidentiality Full Day
. A.5515t1ng with learning and development activities and strate- 2 | Pharmacovigilance & Adverse Events Reporting
ies
& 3 | Interaction with Medical Professionals Full Day
e Promoting corporate training programs and employee devel-
4 | Data Backup and Disaster Recovery
opment plans - —
¢ (Calculating learning and development KPIs whenever possible > | Business Continuity Plan Full Day
and deciding on improvements 6 | Anti-bribery Policy
7 | Employee Handbook-Human Resources Policies | Full Day
Discussion 8 | Information Security Training
Suggested Trainings Curriculum 9 | Code of Ethics framework
It is suggested that all employees attend the following trainings, 10 | Communication skills Full Day
and that such mandatory attendance be included in the company’s 11 | Time management skills
Staff Training and Development requirements [10]: 12 | Presentation skills
Conclusion
Appendix 1 [23]
Developing the Training Plan
@
L
5 Collate training needs. Publish training plan Review and amend
o »|and develop draft plan and course training plan Update published
£ considering the budget [*| specificationson  [—#{ quarterly and send training plan
= the internet to OMT for approval
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E Subni!organizaﬁuntal Imli?':\ﬂngl!;:;ﬂ:“d Approve Training Approve changes
(s training needs as decided e amend if #| Plan and return to |- and communicate
from ﬁmﬁﬁdc::an L necessary training officer these to staff
o
m
c
1]
= Submit training goals
@ from staff Performance
= Management to training
= officer
Appendix 3 [25]: (Training Documentation and logs).
Training Module Trainee Name & | Instructor Name & Training Date Expiry Date

Signature Signature
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Appendix 2: (External training process) [24].
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