Module 12


Module 12: Personnel

	Purpose


	To provide personnel management principles that contribute to a workforce that is qualified, competent, and understands and follows quality laboratory practices.


	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.


	Topics
Covered
	12-1  Overview of personnel management

12-2  Recruitment and orientation
12-3  Competency and competency assessment 

12-4  Training and continuing education

12-5  Employee performance appraisal
12-6  Personnel records

12-7  Summary


	Resources
Available
	Annex 12-A

Annex 12-B

Annex 12-C

Activity sheet 12-1
Test questions
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