 Appendix IA

FLOW CHART FOR EXTERNAL TRAINING
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Appendix IB (R1)
FLOW CHART FOR IN-HOUSE TRAINING
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Responsibility





START





Prepare Yearly Training Programme and identify the staff to attend the training





Section Head





Inform HR Unit on the selected officers to attend training





Section Head





Section Head/AA (C/O)








Fill in the Application For Training Form and forward the form to Section Head for comments and CEQ for approval





Approved?





If not, file in the form for record





No





Yes





If approved, proceed with the registration for training





AA (C/O)





AA (C/O)








Inform the OC on the decision





AA (C/O)





Received reply on the registration / application and inform the selected officers





A





B





B





A





Fill in the form forward to AA (C/O) not later than 14 working days for action








AA (F)





END





Request the supervisor to complete Section K and forward to AA (C/O) for action





Record the training in the Service Record Book and Training Record in HRP System





Request OC to fill “Borang Penilaian Latihan” (BPL) after attending the training





AA (C/O)





AA (C/O)





AA (C/O)





AA (C/O)





Issue SO/Cheque for payment





START





Responsibility





Identify the needs to organize In-house Training and forward to AHRF Section for compilation





Section Head





Compile training proposals 





AHRF Section





PPSM Member








Discuss and finalize training proposal and forward to CEQ for decision





CEQ





Decide on the training proposals





PPSM 


Secretariat





Inform relevant Section Head to follow up on the preparation of the training





Relevant Section Head/ AA (C/O)





Make necessary arrangement to conduct the training 





Issue SO/Cheque for payment





AA (C/O)





Fill in the BPL and Training Report Form and forward to AA (C/O) not later than 14 working days for action











AA (C/O)





Request the supervisor to complete Section K and comment the Training Report Form








AA (C/O)





Record the training in the Service Record Book and Training Record in HRP System





AA (C/O)





END














