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1. PURPOSE
Certification Examination for “<Procedure Name>” (Doc No: 06.11.0001)

This certification examination shall be administered by an authorized examiner.

This examination shall be considered an “open book test”, allowing the trainee to use the <Procedure Name> Work Instruction or the factory service manual to assist in answering any of these questions in a timely manner.
2. SCOPE

The <Procedure Name> Certification shall be implemented under the guidance of the following departmental managers:

Engineering Manager:

Shall be responsible for providing the training and examination standards for the safe operation of the <Procedure Name> machine.

Shall ensure that all documents are updated when required, and that all affected personnel are provided with these updates.

Shall ensure that the training matrix is updated.

Production Manager:

Shall be responsible for determining which employees shall be trained and certified on the safe operation of the <Procedure Name> machine.

The <Procedure Name> Certification Examination shall be administered by an authorized examiner under the following guidelines:
The examiner shall determine the amount of demonstration the trainee is required to perform based on that trainee’s own ability or comfort level in performing each required task.
The examiner shall determine if the timeliness of the response by the trainee meets company standards.

Timeliness should show either knowledge of the system or knowledge of the reference material.  Simply stated, if the trainee does not know the answer, the trainee should know where to look for the answer.

The examiner should be aware that each individual will have strengths in some areas and weaknesses in others.  The examiner should be looking for “balance” between a trainee’s strengths and weaknesses.
3. APPLICATION
This certification applies to all operator level work performed in the <Procedure Name> area.
Changes to the <Procedure Name> procedure manual may affect this certification document.
When changes to the procedure manual affect this certification document, it is up to the discretion of the Engineering Manager to determine the level of re-training to all employees who are currently certified on this procedure.

The Engineering Manager reserves the right to render all certifications null and void, requiring a re-certification of all employees who are currently certified.

Upon completion of the examination, the examiner shall:

Complete the bottom portion of the certification document.

Promptly report the results of the examination to the trainee’s supervisor.

Give the exam to the Engineering Manager for filing purposes.
4. EXAMINATION
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5. CERTIFICATION
_____ Certified      _____ Not Certified
Date___________________________________

Employee_________________________ Employee Signature________________________

Examiner__________________________ Examiner Signature________________________
