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@ 1. HR compiles staff training requirements from the | e Staff Appraisal
annual staff appraisal exercise and performs a Form (Training
company-wide training needs evaluation. Requirements
Staff Training Needs / i 011)
Requirements/Ad hoc basis g UR * Training Nomination
) Form
The management or the departmental heads nominate
= 4 = specific staff for a course/seminar whenever deemed
evaluates needs an =
recommends to the Management Hegeshary (ad—hoc ba51s).
2. In deciding the training programme, HR will reflect | ¢ Annual Training
review the Company's policy, staff needs, MITBA Programme
No CPD requirements, management discretion and the | ¢ Qther Document /
M:;;i\zflmt annual training budget. correspondence
3. After deciding on the training programme, HR | e Training Nomination

Conduct
In-house

Training?

External
Training

prepares the training nomination form for the
departmental head signature which later will be
presented to the Management for their review and
approval.

For training programme that is opened to all staff, the
training nomination form does not require the
departmental head signature.

Form

HR seeks trainers and identifies
participants to be notified

h 4
HR coordinates and organizes
training with trainer and prepares
training materials, etc

A 4
In-house training conducted |

Distribute TPE Forms to
participants.

A
Step 8

In—house Programme

4. HR would seek relevant and suitable trainers to | e Participants List
conduct the programme. Participants would be | ¢ E-mail
identified and notified to attend the training.

5. HR would coordinate with the selected trainer on the | ¢ Course Materials,
training preparation such as preparing the training Course Itinerary and
itinerary, attendance list, setting up training venue, Attendance List
etc.

6. In-house training conducted.

7. The Training Programme Evaluation Form (““TPE’’) | ¢ Training Programme

will be distributed by HR after the training ends, and
ALL participants must complete the forms fully and
return to HR within a week after the training
programme.

Note :

TPE is deemed not necessary for certain training
types, eg: briefing, tea talk, half day training,
conferences, etc.

Evaluation Form
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TPE Forms compilation and Training
Summary Report preparation

A

TPE Forms compilation and
Training Summary Report
forwarded to the management

Y

PTE distributed

to HOD

Exam result/
Certificate

Yes

Was training
effective?

| Retrain |

No

D

y

OR

The following processes/activities are common to
both In-House and External Training.

8.

HR will compile all TPE forms and prepare a
summary report for the trainings (this is
applicable to trainings with TPE & participants of
5 person or more).

Training Summary
Report
TPE Form

The compiled TPE forms and summary report (if
applicable) will be forwarded to the Management
for review.

10.

HR will perform a Post Training Evaluation
(PTE) exercise at a suitable interval after the
training,between 6 to 9 months after the end of
the training. This exercise is to obtain feedback
from departmental heads or superiors of the
participants to determine the effectiveness of the
training given.

Post Training
Evaluation Form

I,

If the effectiveness can be determined through the
results of the course examination, PTE is not
deemed necessary.

Exam result/
Certificate

Reshuffling of
job, transfer

12.

The management or respective departmental
heads or superiors of the participants will
determine the next course of action for the
participants in the event the training given is
deemed unsuccessful or ineffective.

Y

Update Staff Training
Master

Listing

¥

Issue letter of Training Records
to participants

End

13

Retrain or reshuffle of job functions ,transfer to
another section / department, etc.(when deem
necessary)

14.

HR will update the respective participants’
training record in the Staff Training Master
Listing of any trainings and courses attended.

Staff Training
Master Listing

15.

At the end of the year, HR will issue a letter to
staff on training programmes attended by the
particular staff in each particular year for the
staff’s record purposes. A copy of the record will
be extended to the Departmental Head / Superior/
Management for reference in conducting
performance appraisal.

Staff File/Training
Record

[End of Training]
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External Training

( Start of External )

Y

External course
identified and
recommended

¥ 3

No

External
course
approve?

HR liaises with the
training organizer and
notifies participants.

A

Completion of course.

Submission of completed TPE form
and a copy of attendance certificate
to HR

A

Repeat step 8 to 13 for the rest of
activities

16.

If training could not be conducted in-house or the
number of participant is less than five (5), HR will
seek and recommend a suitable external trainer /
program for the targeted candidates.

In meeting insurance technical training requests,
priority should be given to courses organized by MII
or any other reputable training organizations.

e Training Brochure

17.

HR will then submit the chosen course for approval
from the Management.

18.

Once the necessary approval had been obtained, HR
will liaise with the relevant parties to confirm training
details and participation. Notification will be made in
advance and a reminder will be issued to participant.

e Registration Form

e Confirmation email

from the training
organizer

19.

The participants must fully complete the course and a
copy of the attendance certificate received upon
completion of the course is to be extended to HR for
record purpose.

Failure to comply with the above would be reported
to the Management and disciplinary action as deemed
fit may be taken against the particular participant.

All participants for external course are required to
complete the TPE Form within a week upon returning
to the office, and submit the form to HR for filling in
their respective training records. (Exclusion — TPE
form is deemed not necessary for product preview,
tea talk, briefing, conferences.etc.)

e Copy of attendance

certificate

e Training Programme

Evaluation Form

End
20. Repeat No 8 to 13 for activities on In House Training.
Note:
The approved courses program, contents and CV of
trainers are submitted to MITBA to qualify for
number of CPD hours (If applicable).
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