Training 



Purpose: To ensure continuity of training requirements, curriculum, and training procedures through the establishment of training standards and to provide appropriate education, training, skills, and experience; to this end, Metro Plastics develops and delivers training programs based on both mandatory requirements and training needs to achieve necessary competence; to define how training needs and requirements are determined, reviewed, and results evaluated; and to define training authority and responsibilities.
Scope: This procedure applies to the QMS, regulatory and statutory OSHA (safety), functional (job specific), and development and enrichment training needs associated with Metro Plastics, facility, and verification of the required competencies of those working for or on behalf of Metro.
1. Training Selection Criteria

a. The functional managers will make their training decisions based upon job descriptions, related training matrix's, and performance evaluations.

b.
New employee orientation, hazard communication, and OSHA-recommended reoccurring training shall be conducted by the Human Resource, Compliance Programs and Training Manager or designee.
2. Types of Training Available
The following are examples of mandatory, discretionary, and voluntary training:

a. New Employee Training (Orientation). Mandatory training given to each new employee orienting him/her to the operation of Metro Plastics Technologies, LLC., the work area, employee benefits, work rules etc.  
b. Functional Training. Mandatory training which has a direct bearing on the employee’s job performance competencies. 
c. Safety Training. Mandatory training which affects the employee in the workplace, such as safety, first aid, environmental, etc. This training may not be directly related to job skills and needs.  (Metro currently Outsources this requirement) 
d. Quality Management System. Mandatory training regarding the policies, procedures, and work instructions pertaining to the individual positions as they relate to Metro’s QMS. 
e. Employee Orientation Update Training. Discretionary training to reinforce orientation subjects and to present new personnel system information.

f. Personal and Professional Development and Enrichment Training. An employee discretionary benefit promoting training that directly or indirectly relates to one’s present job description which enhances the ability to work more effectively, achieve promotions, or enhances the employee’s ability to seek other employment.   
3. Training Requests and Approvals

a. Requests for training other than those listed under types of training should be submitted to the Compliance Programs and Training Manager or designed by the individual’s Functional Manager. 
b. Human Resource, Compliance Programs and Training Manager or designee have the authority to approve routine training plans.  Those which exceed established thresholds are to be cleared by the President before approval.  

4. Training Plans

a. A training course/pathway shall be developed and kept in Paycor, through the LMS (Learning Management System module). 
b. Training courses/pathways need to indicate what type or category of training requirement it is intended to meet, i.e., ISO/QMS, job function, safety, development, etc. 

5. Recordkeeping  

a. When employees shall receive training, a training record is developed and maintained by Human Resource, Compliance Programs and Training Manager or designee through Paycor LMS (Learning Management System). 
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