1. This procedure describes the formal system for employee certification. It covers these items:

· The certification plan

· The process of achieving certification.

· The maintenance of certification

· Scheduling of certification

· The documentation of certification

· The responsibilities of all parties involved in certification. 
2. Flow of Certification

2.1. Critical process or inspection is identified.
2.2. An author of certification plan is nominated by Management.
2.3. The author will write the certification plan to the below guidelines.
2.4. The certification plan will be approved by the management team 
2.5. Once official, the certifying party will be selected based on their knowledge and familiarity of the procedure. Certifying party be documented in TrainingKeeper software.
2.6. Pertinent employees will then be scheduled for the certification. The schedule will be maintained in TrainingKeeper.
2.6.1. The employee will then take the certification test per the certification plan. The certifying party will proctor the employee during the entire certification process. 
2.6.2. The results of the certification test will be documented on the certification form for that certification plan. It will also be documented in TrainingKeeper.  
2.6.3. Employee will receive certification if student passes all phases of testing. 


9.0
RESPONSIBILITIES

9.1
Overall responsibility of the maintenance of the certification system will be with the QA department. 


9.2
Maintenance of database and scheduling will be the responsibility of human resources. 


9.3
The generation and maintenance of the certification plan will be the responsibility of the nominated individual per 8.2. Engineering manager and QA manager must select the individual.  


9.4
The auditor list includes QA, engineers, technicians, and manufacturing supervisors. All operators and leads are excluded from this list. The auditor is responsible for supervising the certification and making judgment with regards to passing and failing. 


9.5
Leads are responsible for training the employees. Leads will go through certification tests. 


9.6
Students or operators are responsible for learning the process and proving knowledge in the process by taking the certification test. 

10.0
CERTIFICATION PLAN


10.1
Prior to certifying an individual, a certification plan must be written, formalized and submitted for review.


10.2
The author must review the procedure(s), specification(s), and all other documentation that affect the certification plan. The author must assure that these documents are correct, current, and applicable. If not, author must initiate changes to make them such. 


10.3
When writing the certification plan, the author must keep in mind that the student can only pass with the 100% mark. The plan needs to be fair and relevant to the procedure. The plan cannot include any undocumented facet. 


10.4
There will be 3 elements to every plan.



10.4.1
A practical  test



10.4.2
A multiple choice closed book test.



10.4.3
A fill in the blank open book test. True and False questions are allowed. 


10.5
Practical Test guidelines

10.5.1
The author needs to note in the certification plan which elements of the procedure must be done correctly to assure employees accuracy and quality of the procedure. 

10.5.2
The author can note this by copying and pasting from the procedure onto the certification plan. The author can also note this by highlighting the important steps in the procedure and including this in the plan. 

10.5.3
All described areas must be accomplished by the employee to receive certification. 

10.5.4
Unless otherwise stated in the certification plan, the employee cannot refer to the procedure during the praticle test. The employee must prove that he / she knows the procedure. Under most praticle conditions, the employee is not referring to the procedure. 

10.5.5
The practical test must be from the beginning to the end. In some cases a procedure can be broken down into several principle steps. For example, setup, running, maintenance, cleanup. Depending on how evolved the steps are, a separate certification plan can be written for each step. At the authors descretion, time allowed per each step can also be part of the step. 

10.5.6
The practical test may include having the operator correct a non normal situation, as long as the procedure covers it. 

10.5.6.1
For example, proper bridge setup. The bridge may be set correctly prior to testing. The auditor can set up the bridge so that it is not correct. The operator must prove they can set up the bridge correctly to the procedure. 

10.5.7
The practical test should also include the processing of poor parts. 

10.5.7.1
This means that in some cases the sample will need to be loaded prior to the testing. For example, the solderability procedure would include a visual inspection for solderability. On that particular day all parts might pass solderability. Therefore no evidence was provided that the employee knew the difference between bad and good. The plan could have the auditor give the employee both good and bad parts and then have them distinguish between the parts. 


10.6
Multiple Choice closed book test

10.6.1
The questions must come directly from the procedure on which the certification is based upon. 



10.6.2
A series of questions will be developed by the author. 



10.6.3
All answers must be multiple choice. 



10.6.4
Not all questions will be presented to the student during the test. The author will write 3 times as many questions as presenting to the student. For example, if the student has to answer 10 questions, 30 will be written. 

10.6.5
The questions will be randomly selected by the auditor prior to the certification test. The auditor  will cut and paste the questions for the student. 



10.6.6
The student must answer each question correctly.



10.6.7
The author must designate amount of time allowed for test. 


10.7
Fill in the blank Open book test



10.7.1
These questions can come from the procedure and from other procedures. 

10.7.2
The author should have these questions refer to other procedures that call the certification plan procedure. 

10.7.3
The author should have questions that relate to document control on the procedure. 

10.7.4
The question should be fill in the blank or one word answers. Essay answers cannot be used. 

10.7.5
The author must follow 10.6.4  through 10.6.7 above. 

10.8
The author must design a form that covers each section such that the auditor can write results for each section. The form should include suggestions for improvement or reason for rejection of certification. 

10.9
The certification plan must be kept restricted. Leads and Operators will not have access to the plan. 

11.0
SCHEDULING OF CERTIFICATION

11.1
All employees who are involved with areas covered by the Certification Plans must go through certification testing. 

11.2
All employees will be assign to departments. Each department will have a list of certification plans. These will all be tracked in the training database. 

11.3
Based on the department and the employee, the training database will assign due dates of certification. Human Resources will assist in scheduling.

11.4
New employees cannot receive certification until after the first 90 days of employment.

11.5
If employee fails test, they must try for recertification from  7 to 90 days after initial test. 

11.6
If the employee fails after 3 tries then the employee and the certification plan will be reevaulated by Engineering manager, production manager and quality assurance manager. 

12.0
CERTIFICATION PROCESS

12.1
All auditors will be tracked in training database for each certification plan. Only those auditors will be allowed to administer the certification. 

12.2
The student, lead, production manager and auditor will agree on the day of the testing. 


12.3
Prior to the test date, the auditor will become familiar with the certification plan. The auditor will also generate the closed book and open book test from the certification plan. 

12.3
The auditor must review all documentation of the certification plan for correctness. If the plan or procedures are not correct, the auditor must issue the new plan or  procedure to match the current situation. This must be done prior to conducting the test.


12.4
During the practical test verification, actual production parts will be used. (In some cases a loaded sample will be used for the employee to distinguish between defects. Refer to certification plan.) 

12.4.1
The auditor will monitor the employee. The auditor will evaluate the employee to the certification plan. All highlighted elements must be completed. 

12.4.2
If the employees’ procedure is different from the procedure and the employee demands that their process is the correct way, the situation will have to be reviewed by QA. Note the discrepancy and complete the testing. 

12.4.2.1
If the employee diverges significantly from the procedure, then stop the certification testing immediately. Let the employee know what is incorrect. Do not continue with the test and reject the certification. 

12.5
Once the employee has passed the practical verification, then the employee will take the closed book test. The auditor must be there during the taking of the test. No books or notes are allowed during the testing. 


12.5.1
The employee must complete the test during the allotted time. 


12.5.2
The employee must answer each question correctly.

12.6
The employee will then take the open book test. The employee may use the procedure book and any other notes as needed to take the test. The auditor must be there during the test. 


12.6.1
The employee must answer each question correctly.

12.7
After the testing is complete, the auditor must summarize his findings and make a recommendation for certification. 

13.0
CERTIFICATION DOCUMENTATION

13.1
If the employee receives the certificate they will receive a certification within one week of the certification. 

13.2
The certification will be documented in the training database by Human Resources.

