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1.
Objective
This procedure is to provide guidelines on training for capacity building of the NREB’s staff.

2.
Scope

This procedure is applicable to the Human Resources Development programmes at the NREB Headquarters.

3.
Definition
NOMINATED OFFICER
is an officer nominated to attend the training.
SECTION HEAD is a person who is in-charged of a Section. In the absence of Section Head, secondary Responsible Officer will take charge of the Section.
SECRETARIAT is a group of officers responsible to organize the training programme.

OFFICER CONCERNED is an officer who has been nominated to attend the training.
ORGANISER refers to group of officers responsible to organize the in-house training.

PANEL PEMBANGUNAN SUMBER MANUSIA is a panel responsible to plan and decide on matters related to Human Resources.
4.
Abbreviation
i. AA (C/O)
-
Administrative Assistant (Clerical /Operation)

ii. AA (F)
-
Administrative Assistant (Finance)

iii. BPL
-
Borang Penilaian Latihan
iv. CEQ
-
Controller of Environmental Quality

v. DC
-
Deputy Controller

vi. NREB
-
Natural Resources and Environment Board

vii. OC
-
Officer Concerned

viii. SO
-
Service Order
ix. PPSM
-
Panel Pembangunan Sumber Manusia
x. AHRF
-
Administration, Human Resource and Finance
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5.
Details of Procedure
A.
External Training 

	No.
	Action

	Responsibility

	a.
	Prepare Yearly Training Programme by compiling the information from the TNA (Appendix II) and distribute to Section Head for information.

	HR Unit


	b.
	Fill in the Application for Training Form (Appendix IV) and identify the training based on the TNA and training brochures/schedule received from the training providers (private/public sector). 


	AA (C/O)/Staff


	c.
	Forward the form to Section Head for comments and subsequently to CEQ for approval.

	AA (C/O)

	d.
	Approval of training:

· If approved, proceed with the registration for training; and

· If not approved, inform the Officer Concerned (OC) and file in the form for record.

	Section Head/

CEQ/DC
AA (C/O)

	e.
	Issue SO/Cheque for payment of course fee (if relevant).


	AA (F)

	f.
	Request OC to fill “Borang Penilaian Latihan” (Appendix V) after the training.

 
	AA (C/O)

	g.

	Fill in the BPL *(with the Training Report Form) and forward to AA (HR) not later than 14 working days for follow up action.

* Training Report Form (Appendix VIII) is only required when the duration of the training attended is more than 2 days and applicable for training outside Sarawak.


	OC

	h.
	Receive the BPL and request the supervisor to complete Section K of the BPL.

	AA (C/O)
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	No.
	Action

	Responsibility

	i.
	Record the training attended by the OC in their Service Record Book (Appendix VII) and Training Record in HRP System.


	AA (C/O)

	j.
	Arrange for sharing of knowledge session by the staff who have attended training at least once in four months.


	AAO and AA (C/O)


B.  In-House Training
	No.
	Action

	Responsibility

	a.
	Identify the needs to organize In-house Training and prepare for the in-house training proposal and forward to AHRF Section for compilation.

	Section Head

	b.
	Compile the training proposals and table to PPSM meeting for discussion and finalization.

	AHRF Section


	c.
	Discuss and finalize the training proposals and forward to CEQ for decision.


	PPSM Members

	d.
	Decide on the training proposals for follow up action by AHRF Section.


	CEQ

	e.
	Inform the relevant Section Head on the decision of their training for follow up action.

	PPSM

Secretariat



	f.
	Make necessary arrangement to conduct the training based the approved training proposal. Refer to Training Preparation Checklist as per Appendix VI.


	Section Head/
AA (C/O)

	g.
	Issue SO/Cheque for payment of course fee (if relevant).


	AA (F)

	h.
	Follow up on the following:

· OC to fill BPL after the training

· Organizer to prepare the Training Report


	AA (C/O)
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	No.
	Action

	Responsibility

	i.
	Forward the BPL and In-House Training Report Form (Appendix VIII) to AA (C/O) for follow up action.


	OC and Organiser

	j.
	Record the training attended by the OC in their Service Record Book (Appendix VI) and Training Record in HRP System.


	AA (C/O)


6.
Quality Record

	No.
	Name of Record
	Retention Time
	Location



	a.
	Application For Training Form


	5 years for administration record and throughout the employment period for personal record
	20th Floor

(Administration, Human Resource & Finance Section)

	b.
	Training Record


	
	

	c.
	Service Record Book


	
	

	d.
	Registration Form to attend training


	
	

	e.
	Acceptance letter


	
	

	f.
	Training Programme 


	
	

	g.
	Borang Penilaian Latihan


	
	

	h.
	Training Needs Analysis Form


	
	

	i.
	Summary of Training Needs Analysis 


	
	

	j.

k.
l.
	Training Preparation Checklist 

Training Report 
Minutes of PPSM Meeting
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7.
Appendices
i. Appendix IA
-
Flow Chart for External Training

ii. Appendix IB
-
Flow Chart for In-house Training

iii. Appendix II
-
“Analisa Keperluan Latihan Individu”

iv. Appendix III
-
“Rekod Latihan”

v. Appendix IV
-
Application For Training Form

vi. Appendix V
-
“Borang Penilaian Latihan”

vii. Appendix VI
-
Training Preparation Checklist
viii. Appendix VII
-
Service Record Book
ix. Appendix VIII
-
Training Record Form
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