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1. Purpose 

The purpose of the process is to fulfill the training needs evoked in the organization as per the business needs and to maintain and update the skill set for future business aspect.
2 Entry Criterions

1. New Employees: When an employee joins the organization.
2. New Technology: Identification of training needs w.r.t the project and the project manager’s requirement for getting the team trained for new technologies 

3. Client/Business Need: Training needs identified by the client 
4. Improvement: Updating/enhancing the skill set of the employees, using the previous trainings feedback and the performance review inputs 

5. Organizational Change: This creates a productive workforce that can quickly react to customers' demands in a rapidly changing global economy.
6. Job Promotion, Rotation and Transfer.
7. Acquisition and Merger: Training helps to standardize operating procedures and production processes, and a host of other system issues.
3. Input

 3.1 Induction Material

 3.2 Quarterly Training Plan
 3.3 Training Request for the new requirement
4. Roles & Responsibilities 

4.1 Sr. Management: 

· Review and approve the complete training plan (courses, schedule, and cost).

· Ensure training plan performance is evaluated and reviewed and provide for continuous improvement.

· Approve instructors and training vendors.

· Guiding the training managers on the compliance and the desired outputs/ objectives of the training.

4.2 HR/ PMO/Training Manager 

· Identify the trainings in the organization

· Prepare and review training plan

· Creating a course curriculum that meets training requirement and getting the same validated from the technical and the management team

· Providing the training facilities internal and external. (Facilitating with the vendors, classroom, course material, conveying the training schedules, attendance.

· Review and update requirements for each individual at least annually in anticipation of the annual performance review cycle.

· Maintain & evaluate the feedbacks and updating the skill set matrix.
· Train the people who provide the training (train the trainer)
4.3 Project Manager\Technical Manager

· Identify training needs for each individual under their supervision and determine individual training requirements.

· Proposing any new courses, with all substantiating information

· Defining the course content of the training in liaison with the training team and the Sr. Management.

· Providing the required feedback to check if the training programs help to upgrade the skill sets required or not.
5. Tasks 

5.1 Identification of training needs/ Need analysis 

Training needs for the organization are identified by the 

· Request from Project manager/ Technical manager based on their functional or project requirement.

· Request from the Management to provide training due to process change, process awareness, QMS/ISMS/BCP (Business Continuity plan)/new tools & technology or new business

· Analysis on 32 hours mandatory Training for each employee.
* Requester shall also provide the name of the participants.
5.2 Prepare & review training plan 

Training manager shall prepare the training plan based on the identified training needs. The training plan is prepared for a quarter on a rolling basis. And the details for each training are captured in training plan (like i.e. Training name, participant, schedule, duration, faculty etc)
Training manager shall get the review & approval from the relevant stakeholders and baseline the training plan and also ensure that 32 hours training plan for all employee.

5.3 Training Course Material 

· Training manager owns the training materials. 

· Training manager shall ensure that the training materials are reviewed & approved by the respective project/technical managers.

· Training materials will be update in every six months

5.4 Identification of Training vendors

The relevant stakeholders are involved to identify the vendors based on the several parameters: 

· Technology/Tool

· Cost

· Market Research etc

5.5 Organize the training 
The Training manager shall organize the venue and also ensure the availability of the faculty, required resources etc.
5.6 Attendance Sheet 
Training manager shall provide the attendance sheet and ensure that the sheet is filled by each participant. The training manger shall also update the training plan based on the attendance sheet. 
5.7 Feedbacks / Evaluation

Training manager shall ensure that the feedbacks are provided by each participant in the feedback form with new training program rating criteria. 
Results or effectiveness - What results occurred, that is, did the learner apply the new skills to the necessary tasks in the organization and, if so, what results were achieved?

Based on the feedback and evaluation training manager shall update the skill set matrix on a periodic basis in concerned with the technical/project manager. 
5.8 Review Training Process

· Audit training process as per Audit plan

· The process will be reviewed based on the feedback forms and training effectiveness analysis. Improvement will be recorded in process improvement log 
· Training feedback will be maintained in file
· Training feedback will be reviewed during SEPG meeting and if there is any deviation from 15% in the feedback response then should provide action item for this
6. Output:
· Updated training plan
· Attendance sheet

· Feedback form

· Updated skill set
7. Validation:

· Approved Training Plan

8.  Exit Criteria 
· Training completed Skill set 
· Matrix updated Feedbacks collected 
· Reference documents created 
· Training reviews/evaluation conducted and documented. 
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