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	A policy and procedure document has been put onto place and been approved for use. The document has been reviewed and updated on a yearly basis.
	1. Policy and Procedure document

1.1 Obtain a copy of the Policy and Procedure document for the Training process and determine whether it addresses the areas within the process. (Consider a minimum checklist for new employees for induction training)
1.2 Obtain a copy of the staff organogram for the Training process and determine whether there is adequate segregation of duties.
	
	

	As per discussion with the Training and Development Consultant if the training institution provides a skills or accreditation that the staff could use in their or other area of work, the institute must be accredited. For courses that do not require competence in the subject and/or are for awareness accreditation is not required. 

	2. Training institution selection

2.1 Enquire from management the process for selection of training institutions. Ensure that management consider the following:
2.1.1 Whether training should be provided internally or externally
2.1.2 If external training is selected, whether the training institution is registered with an accredited institute to ensure that the organisation may claim from the skills development fund

2.1.3 If internal training is selected, whether we have qualified trainer’s and appropriate training material (agenda, training pack, attendance register, feedback form, training certificates issued)
	
	

	The HOD’s from the various departments within Imana Foods send their training plan and Budget to the Training and Development Consultant who then consolidates the various department training plans and associated budgets into an annual training plan. The training schedule may be amended during the year to incorporate new training and remove training that could not be completed. 
For Factory staff, the requirements for each employee are determined after an assessment of their skills and knowledge.
There is a formal process in place for skills identification for non-factory staff. 
	3. Training needs identification

3.1 Enquire from management whether performance evaluations and personal development plans are performed for individuals within the organisation.
3.2 Using the staff organogram, select a sample of performance evaluations across various departments and obtain the relevant personal development plans
3.3 Obtain the Training Plan for the year and establish whether training needs identified in the personal development plans are incorporated in the consolidated organisation Training Plan.
3.4 Evaluate the performance development plans to determine whether the training needs identified are relevant for sections in which the staff member operated in that particular period.
3.5 Using the sample selected above, determine whether there are employees with a continuous poor performance standard. (From first quarter to last quarter) If any continuous poor performances were identified, establish through enquiries how this is dealt with.
3.6 Enquire from management to establish how they deal with training gaps identified for newly appointed staff members. (At the end of each assessment, for any weakness noted, training must be identified and plans for provision of the training must be done)
	
	

	External training content is vetted by the department heads and approved before the training program is implemented. 
There are job descriptions on the employee contracts therefore a proper performance evaluation system can be effectively managed. 
	4. Training content approval

4.1 From the training plan for the year, select a sample of training (both internal and external) that has been conducted and perform the following:
4.1.1 Establish if management assess whether internal or external training should be used to conduct the training.

4.1.2 Verify that the content of the internal or external training was discussed with HR and Sectional Managers (using minutes or submission / any other form of documentation).
4.1.3 Compare the contents of the topics of the training pack with the training needs identified as per the personal development plans for alignment.
4.2 Using the sample above, obtain evidence for staff which attended the training (e.g. the attendance registers or training certificates) and a list of staff members that were nominated for the training and perform the following:
4.2.1 Verify whether the staff members that have attended the course are the staff members that identified the area of training in their personal development plans.
4.2.2 If the nominated staff members did not attend, enquire from HR how the non-attendance was dealt considering the financial implications.
4.3 Obtain the course evaluation questionnaires or feedback completed by the training attendees to analyse the satisfactory or un-satisfactory rate and conclude thereof.
4.4 If there was un-satisfaction, enquire from management or organisers to establish how they dealt with the situation and obtain evidence thereof.
	
	

	Training records for the employees’ including certificates and training progress of employee are maintained by the training department.
There is a feedback mechanism is place to obtain evaluation of the course from the employee. 
	5. Training records

5.1 Enquire from management whether statutory requirements are complied with, for example, annual submission of Workplace Skills Plan to the Department of Labour
5.2 For the external training sample above ensure that management maintain the following documentation on file:

5.2.1 Invoice from the training institution

5.2.2 Training certificate for the relevant employee in the employee file
5.2.3 Feedback from the employee regarding the training institution

5.3 For the internal training sample above ensure that management maintain the following documentation on file:

5.3.1  Training agenda

5.3.2 Training pack/materials

5.3.3 Attendance register

5.3.4 Feedback form

5.3.5 Training certificates issued
5.4 Differentiate between external and internal training on the system.
	
	

	The training plan developed for the year is a guideline as to what training has been planned. A monthly schedule of training to be provided in the month is sent out via email to the head of departments. This however is still a plan and still subject to change due to unforeseen circumstances. An actual training schedule is performed monthly and compared to the budgeted training.
	6. Training budgets

6.1 Obtain a copy of the training budget and plan for the year financial year and ensure that it is signed and dated by the appropriate management / board as evidence of review and approval.
6.2 Obtain evidence that the training budget and plan is monitored on a monthly basis for over and under expenditure for each department and that explanations are documented for the over and under expenditure.
6.3 Obtain a copy of the training GL account from the system for the year financial year and review for reasonableness in comparison to the budget. Enquire from management the reasons for over or under expenditure.
	
	


