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OBJECTIVE

To ensure that members of a project team remain suitably trained for the duties to be performed.

1 SCOPE

This procedure describes the actions required by ATD Project Management for project team members to receive identified “on the job” training during the project execution.

2 REFERENCES

2.1 Input
· Approval of Personnel Appointments – Procedure PSI008
· ATD Scope Definition – Procedure PPM002
· Limits of Authority – Procedure PHP111



3 DEFINITIONS

Nil.

4 RESPONSIBILITIES

4.1 General
· It is accepted that only suitably qualified staff are assigned to a project at its commencement

· It is the responsibility of all managers on a project to identify any special training needs for members of the project team, and to promote that such training be effected with the minimum of delay without adversely affecting project execution

4.2 ATD Project Team Manager
· Identifies training need of a team member under their control

· Determines best possible course of action to satisfy identified need.

· In close liaision with the ATD Project Services Coordinator, determines whether funds are available for training identified

· Makes recommendation to the ATD Project Manager

4.3 ATD Project Manager
· Reviews recommendations for training submitted.  If satisfied, approves that training can be effected.

4.4 ATD Project Services Coordinator
· Checks on budget availability for training

· Makes the necessary arrangements for training by raising a purchase order

· Ensures that training has been undertaken before approving payment

· Ensures that Human Resources are advised of all training undertaken by members of the project team during the execution of the project.
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