Employee Training and Awareness Policy

1. Purpose

The purpose of this policy is to establish guidelines for ongoing employee training and to ensure awareness of
important organizational practices, procedures, and regulatory requirements.

2. Scope

This policy applies to all employees, contractors, and temporary staff employed by [Company Name].

3. Policy Statement
[Company Name] is committed to providing regular training and promoting awareness to:

e Enhance workforce competence and preparedness.
¢ Ensure compliance with legal, regulatory, and company standards.

* Maintain a safe, secure, and productive work environment.

4. Responsibilities

 Management: Ensure employees receive adequate training and resources for awareness.
¢ Human Resources (HR): Coordinate and document training activities.

* Employees: Participate in assigned training and stay informed on relevant policies.

5. Training Requirements

¢ All new hires must complete orientation and mandatory training within their first month of employment.
¢ Ongoing training sessions will be held annually or as required by regulations.

e Specialized training (e.g., data privacy, safety) must be completed by relevant staff.

6. Awareness Initiatives

¢ Regular communication of policy updates and best practices via email or intranet.
¢ Awareness campaigns and refresher courses as needed.

¢ Immediate notification of any significant changes to applicable laws or internal procedures.

7. Documentation and Record Keeping

¢ All training sessions and employee participation must be tracked and recorded by HR.

* Employees are responsible for maintaining up-to-date knowledge of relevant policies.

8. Review



This policy will be reviewed at least annually or as necessary to address legislative changes or business needs.

9. Enforcement

Non-compliance with this policy may result in disciplinary action, up to and including termination of
employment.

Important Notes:

e This policy should be tailored to align with specific industry regulations and company size.

Documented training and awareness help demonstrate compliance during audits.

Clear communication and regular updates improve policy effectiveness.

e Management support is crucial for successful implementation.

Employees should be encouraged to provide feedback on training needs.
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