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PURPOSE:

To establish a procedure to be followed in the determination of the training needs of employees and in
the provision of training opportunities/programs for employees.

DEFINITONS:

Training: Instructions provided to stimulate change. It is directed solely at furnishing knowledge or ‘
skills that employees need to carry out their present work duties efficiently and effectively.

Needs assessment: A systematic method of determining gaps between current and desired
performance levels.

POLICY:

MCH recognizes that appropriate training is essential to maintain a qualified workforce. It is

committed to supporting training by providing learning opportunities to its employees.

Department heads are responsible for assessing the training needs of the employees who is qualify.

Department Head:

331  To determine whether training is needed by conducting initial assessment using the

TRAINING NEEDS ANALYSIS FORM which provides questions to assist in determining

whether or not training is needed

If training is needed, to identify available training opportunities and /or the need for

development.

If training opportunities are not available, use TRAINING NEEDS ANALYSIS FORM as a

guide to develop training.

To provide the Director of Education and Training Affairs a copy of both filled up forms as

his/her reference in assisting the requesting Department Head.

335  Iftraining is needed, to explore opportunities available within and outside the Hospital.

3.36  Toevaluate the effectiveness of the training.

Supervisors/Managers

341 Be knowledgeable about employee training

34.2  Prepare employees for learning

343  Provide time for employee to attend training

344  Support, re-inforce, and maintain training skills and competencies

Education and Training Affairs Director.

351  Serve as a Consultant and Adviser to the Department Heads and Supervisors in the
process of assessing the training needs of the employees and development of training
programs for the employees.

Employee:

361 To participate in assessment of learning/training needs.

3682 Must participate in and complete training programs as required.

363  Todemonstrate competency in job assigned.

3.3.2
333

334
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APPENDICES: 7.1
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4. PROCEDURE:

4.1 Conduct initial assessment using the TRAINING NEEDS ANALYSIS FORM which provides questions
to assist in determining whether or not training is needed.

4.2  Iftraining is needed, then determine whether training programs exist.

4.3 |If training is required and programs do not exist, then develop a training program using TRAINING
NEEDS ANALYSIS FORM as a guide.

44  Develop training budget and secure training funds.

45  Implement training.

46  Evaluate training effectiveness.

5. MATERIALS AND EQUIPMENT:
51 NA
6. RESPONSIBILITIES:
6.1  Department Head
6.2  Supervisors/Managers
6.3  Education and Training Affairs Director
6.4  Employee
7. APPENDICES:
7.1 TRAINING NEEDS ANALYSIS FORM
8. REFERENCES:

8.1  CBAHI Resources manual.
8.2 King Saud Medical Complex/Academic & Training Affairs 2010

9. APPROVALS:

Name Title _Signature Date
. . 7
Prepared by: Training & Continues January 05
> ¥* | Ms. Maha Al Mutrafy Education Director g/&& 2025
Reviewed by: | \r. Fahig Mushanif Al Dhafii | uman Resources Jenuar07,
Director I 2025
S )
Reviewed by: | \r. Sabah Turayhib Al - Harbi Director of Nursing W Jangg;yS 08,
-
Reviewed by: | ;. Tamer Mohamed Naguib Medical Dire@: Jan;ggé 0,
Reviewed by: | Mr. Abdulelah Ayed Al Mutairi | QM&PS Director AW
Approved by: | \r Fahad Hazam Al Shammari Hospital Director |/ 35 Jan;g%w,
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