(Extracted from the chapter on training):

TRAINING REQUIREMENTS

Employee Training

Employee training is typically subject-based and geared toward job proficiency and safety/quality-related issues. As appropriate, it includes management training and continuing education through courses and seminars, many of which are provided by WDRS.  From the HA, a training profile listing training requirements based on job hazards, duties, and responsibilities is provided for the employee's job assignment.

Training is provided, if needed, to achieve initial proficiency, maintain proficiency, and adapt to changes in technology, methods, or job responsibilities. As appropriate, training includes classroom, computer-based, or on-the-job training (OJT).  Required training is based on an assessment of the job duties, responsibilities, and specific hazards that the employee may face. Facility-specific training is related to the work location. Job-specific OJT is determined and provided to the employee locally.

Training Documentation

Where required completed training must be documented.   This includes not only training required by the HA and ITNA, and training provided by WDRS, but also job-specific training, and any other relevant training or education obtained by employees to enhance their skills. [Records of these activities should be posted in the TRAIN database. – descriptions, CEU’s, certificates of completion, diplomas etc, - not currently done]

1.1. TRAINING RECORDS

Records of completed training as well as qualification and certifications are maintained. The status of required training that is entered into TRAIN is tracked. The supervisor and employee are jointly responsible for ensuring that an individual employee's HA, training, and training record are accurate and current.

