TRAINER GUIDE 


Module 12: Personnel
	Purpose
	To provide principles of personnel management that contribute to a workforce that is qualified, competent, and understands and follows quality laboratory practices.


	Module Time
(suggested)
	55 minutes:   45 minutes for presentation
                     10 minutes for activity


	Learning Objectives
	At the end of this module, participants will be able to:

· describe the role of personnel in the quality management system;
· develop a plan to verify employee competency; 

· describe the steps involved in assessing and maintaining employee competency;
· explain a process to maintain personnel records.


	Test Questions
(suggested)
	Suggested test questions (with answers bolded) for this module include:

1. In order to determine if an employee can perform a particular examination correctly in the laboratory, the manager should:

a. write a job description

b. orient the employee in the laboratory’s processes and procedures

c. review the employee’s qualifications

d. perform a competency assessment

2. If an employee has performance problems managers should first:

a. write a new job description for the employee

b. report the problem to upper management

c. discuss problem with employee and consider need for retraining
d. fire the employee


3. Sources of continuing education of laboratory employees should include:

a. only internal laboratory resources
b. only external laboratory experts

c. both internal and external resources
d. only manufacturer’s technical representatives
 

	Module Overview
(suggested)
	The following table suggests an agenda for organizing the module. Each trainer can modify it, as well as select and customize the available resources.



	Step
	Time
	Topics
	Contents
	Available resources 

	1
	5 min
	Module introduction
	--
	Presentation 12, Slides 1-4

	2
	10 min
	Overview of personnel management
	Content sheet 12-1
	Presentation 12, Slides 5-8
Activity sheet 12-1

	3
	10 min
	Recruitment and orientation
	Content sheet 12-2 
Annex 12-A
	Presentation 12, Slides 9-11


	4
	10 min
	Competency and competency assessment
	Content sheet 12-3

Annex 12-B
Annex 12-C
	Presentation 12, Slides 12-15

	5
	5 min
	Training and continuing education
	Content sheet 12-4


	Presentation 12, Slides 16-17

	6
	 5 min
	Employee performance appraisal
	Content sheet 12-5 
	Presentation 12, Slides 18-19

	7
	5 min
	Personnel records
	Content sheet 12-6
	Presentation 12, Slide 20

	8
	5 min
	Summary
	Content sheet 12-7
	Presentation 12, Slides 21-23

	Optional Material on the CD-ROM

	Presentation 12, Optional Slides 1-10


Material/Equipment Checklist
· PowerPoint slides or transparencies
· Overhead projector or computer with an LCD projector

· Prepared flipchart, white board, or chalk board
· Paper cards, markers, and tape

· Additional handouts as required. 
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