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Hire Employee





Is Employee new?





HR handles paperwork and Orientation








HR Builds Employee File





Immediate Training


Required?





Supervisor or Senior Employee trains new Employee.


Areas of training checked off on job description





Evaluation of Employee.
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Employee’s / Manager’s Evaluation of Training 
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Complete?





Log Training in


Database





File job description, as appropriate





Review training at Mgmt Review to determine new needs, address concerns & evaluate effectiveness of training





Training Records Updated





Ongoing training,


as needed











Employee is hired on basis of education, skills & experience





Notes








HR retrieves employee file from archives





Employee file includes resume, application, other evidence of education, skills & experience





Employee is made aware of relevance and importance of their activities and how they contribute to achieving quality objectives
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