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Human resources management and training


[bookmark: _Toc298221719][bookmark: _Toc298221843][bookmark: _Toc127591839][bookmark: _Toc290900234][bookmark: _Toc329794292][bookmark: _Toc358234678]Introduction

[bookmark: _Toc229016334][bookmark: _Toc355768359]Document objective
The present procedure aims to define the rules in terms of staff management to ensure the right level of collaborators skills, adequate awareness and appropriate training.
[bookmark: _Toc229016335][bookmark: _Toc355768360]Scope
This procedure applies to all employees of the company including, when relevant, interns and trainee. It describes the process to hire an employee and to define the training needs of the staff.
[bookmark: _Toc229016336][bookmark: _Toc355768361]References
EN ISO 13485:2012 Medical devices QMS — Requirements for regulatory purposes
[bookmark: _Toc229016337][bookmark: _Toc355768362]Responsibilities
The resource management process is owned by the Human resources Manager (HRM). He/she has the responsibility to ensure:
· That competence and resources are hired as needed for the company
· Training needs are identified and addresses
· Yearly evaluations are conducted for all employees
[bookmark: _Toc196813590][bookmark: _Toc229016338][bookmark: _Toc355768363]Related Documents
FOR-01 - Employee evaluation
FOR-02 - Job description
FOR-03 - Training record
TMP-01 – Working contract








[bookmark: _Toc358234679]Overall human resource management
The schematic below illustrates the overall management of human resources. This process consists of three key sub-processes: recruiting new personnel as needed, providing training to maintain the required level of competence, and evaluating employees to identify opportunities for improvement and growth.
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Recruitment
	#
	What
	Who
	Detail
	Document

	1
	Trigger: expressed need

	Manager
	Resource / competence need is identified by a manager. It is communicated to the HRM.
	N/A

	2
	Identify needs & provide resources
	Manager
	The competences and qualifications needed are defined. They are documented in the job description. 
	FOR-02 - Job description
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[bookmark: _Toc358234681]Training
	#
	What
	Who
	Detail
	Document

	1
	
Trigger: identified training need

	Manager
	Identify employee needs for training.
Min. once a year, review each employee’s skills / capabilities with the requirements of the tasks actually performed and the ones expected in a near future, i.e. evolution of job and company’s activities. Compare employees’ evolution perspectives & desires with company’s evolution & goals.

	N/A



	2
	
Evaluate relevance for employee’s + company’s evolution

	Manager
	Verify the training is necessary and/or it benefits the company. 
	N/A
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	#
	What
	Who
	Detail
	Document

	1
	Trigger: yearly assessment meeting or intermediate evaluation
	All
	A performance evaluation should be realized once a year or when:
· One or more critical mistake(s) have been made by an employee
· An employee performances evolution is subject to questions, concerns and/or complaints (in quality and/or quantity).
· An employee requests an intermediate evaluation.
	N/A

	2
	
Collection of facts/preparation of interview

	Manager
	Manager collects tangible facts & figures about employee
(e.g. performances / contribution, number of training hours, training budget, etc.) 
	N/A
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