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1. SCOPE

To ensure the course of the internal training process at the National Seed Testing Laboratory.

2. PURPOSE

To lay a uniform procedure for organising internal training.

3. REFERENCES

ISTA Laboratory Accreditation Standard

SPPS instruction “Procedures by which the Qualification of an Expert for Determination of Seed Quality shall be Acquired, Maintained and Supervised at the State Plant Protection Service”

SOP 10.01. Performance of ISTA Proficiency Tests

4. ABBREVIATIONS

SPPS – State Plant Protection Service

SCD – Seed Control Department

NSTL – National Seed Testing Laboratory

ISTA — International Seed Testing Association

SOP – standard operating procedure

5. DEFINITIONS

Training – process which helps to ensure continuous growth, increase of the competence and improvement of practical skills of employees and:

a) which includes a specific training programme;

b) which includes a specific training place (premises);

c) which is ensured using equipment at the disposal of the NSTL;

d) which is organised and managed by an employee of the NSTL or a visiting lecturer.

6. GENERAL PROVISIONS

6.1. Types of training

6.1.1. Planned training – training which is planned each year:

6.1.1.1. by analysing the need for training (skills for which additional training is necessary, for example, work involving new equipment);

6.1.1.2. after changes in the ISTA Rules;

6.1.1.3. after attending international seminars;

6.1.1.4. after an internal audit and ISTA audit;

6.1.1.5. exchange of information with the SPPS and laboratories of other organisations;

6.1.1.6. after changes in the binding documents and in relation to other novelties related to the field of seed control.

6.1.2. Unplanned training – training immediate need for which is identified during the work process.

6.1.3. ISTA proficiency tests (PT), tests for determination of seed quality – training that takes place according to the ISTA Proficiency Test Programme and the NSTL standard operating procedure 10.01. “Performance of ISTA Proficiency Tests”.

6.1.4. Expert training – training which is organised each year according to the SPPS instruction “Procedures by which the Qualification of an Expert for Determination of Seed Quality shall be Acquired, Maintained and Supervised at the State Plant Protection Service” and the annual plan of training, informative seminars and practical lessons organised by the SPPS.

6.2. Methods for transferring information

Training may take place:

a) in groups;

b) individually;

c) in the form of a meeting;

d) in the form of a presentation/demonstration.

6.3. Duration of studies

6.3.1. The duration of unplanned training should not exceed the time limit of two hours, because it is the optimum time period when the ability to focus is still present.

6.3.2. The duration of planned studies depends on the work programme and the wishes of trainees, providing for a meal break and/or coffee breaks as necessary.

6.4. Participants of training

6.4.1. Lecturer – visiting lecturers or any employee of the NSTL or SCD who leads training.

6.4.2. Trainees – all employees of the NSTL.

6.5. Responsibility and duties

6.5.1. The head or deputy head of the laboratory shall be responsible for planning, organising and course of training.
6.5.2. The persons responsible for the field shall be responsible for unplanned training.

6.5.3. The head or deputy head of the laboratory shall be responsible for the joint course of training in relation to ISTA proficiency test, the person responsible according to SOP 10.01. “Performance of ISTA Proficiency Tests” shall be responsible for the particular test.

6.5.4. Expert training – the head of the laboratory shall be the responsible person, indicating the tasks/duties to be carried out by the persons responsible for the field.

6.5.5. Duties of the responsible persons:

6.5.5.1. to plan the course of training – duration, the necessary number of employees;

6.5.5.2. to prepare training materials (for theoretical and practical visual aids);

6.5.5.3. if necessary to prepare a test work or examination work;

6.5.5.4. at the end of the year before the management review meeting to prepare a review on the training conducted and proposals for the training plan of the subsequent year (the persons responsible for the field shall submit it to the of the laboratory who shall aggregate everything);

6.5.5.5. to ensure recording of minutes at any training (making of notes).
6.5.6. Duties of employees:

6.5.6.1. to take active part in training;
6.5.6.2. to use the acquired knowledge in practice;

6.5.6.3. to become acquainted with the available reviews on work trips/seminars in which they did not participate themselves;

6.5.6.4. to suggest and provide proposals for training themes;

6.5.6.5. to participate in keeping notes on training and in analysis of benefits from training.

6.7. Documentation

6.7.1. Any training should be documented, indicating the following information:

6.7.1.1. date / place;

6.7.1.2. theme;

6.7.1.3. participants (leader of the training; employees who participate in training);

6.7.1.4. benefits (conclusions, decisions).

6.7.2. Notes shall be kept at a place available to employees:

a) in work premises of each test field;

b) if all employees participated in training – in the cabinet in the purity room where minutes of the meetings of employees are kept;

c) if the employee was on a work trip or at a seminar, the review shall be kept in electronic form in sub-folder “Pārskati” [Reviews] of the map “Komandējumi” [Work Trips] of the internal network site SKD_Lab.

7. ACTIVITIES:

7.1. Organising of training

7.1.1. The head of the laboratory shall prepare a draft plan of the planned training, evaluating the need for training, before the management meeting of the reporting year, during which it shall be discussed, making corrections in the plan if necessary.

7.1.2. Upon evaluating the type and amount of training, the person responsible for training shall carry out the necessary organisation work:

7.1.2.1. preparation of the length/programme of training;

7.1.2.2. planning of the number of employes who will participate in training;

7.1.2.3. selection of the place/room where training will take place;

7.1.2.4. selecting the leader of the training or engaging a lecturer;

7.1.2.5. provision of the preparation of the training material (presentation sample in PowerPoint format is located in the map “PREZENTĀCIJAS” [PRESENTATIONS] of the NSTL internal network site SKD_LAB);

7.1.2.6. provision of the necessary technical aids.

7.1.3. The person responsible for the field shall co-ordinate the particular training programme with the head or deputy head of the laboratory.

7.1.4. The head or deputy head of the laboratory shall inform employees regarding the place and time of training.
7.1.5. If an issue is identified during the work process, regarding which training is necessary, it shall be organised and documented by informing all the interested employees and upon mutual agreement by the employees regarding the location of the training and the person who will be the leader of the training.

7.1.6. The leader of the training or the head of the laboratory shall determine the person who will take minutes at the training.

7.1.7. If training is led by a visiting lecturer, in order to evaluate the benefits and quality of training employees shall fill in a training evaluation questionnaire after training, the themes of questions to be included in which are indicated in Annex.

7.2. Feedback

7.2.1. Once a quarter or more frequently, if necessary, the training benefits and the need for new training shall be discussed at staff meetings.

7.2.2. Evaluation of training led by a visiting lecturer shall be carried out on the basis of the training evaluation questionnaire completed by employees.

7.2.3. At the end of the year a review on benefits of any training that has taken place and a draft training plan of the subsequent year shall be prepared for the meeting where the management review will be examined.
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