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PURPOSE:
The purpose of this procedure is to ensure an adequate retraining and updating of

laboratory staff after a leave of absence.

PROCEDURE INSTRUCTIONS:
Step Action

Leaves of absence taken by Laboratory Staff shall be broken down into 2 categories:
1 1. Lessthan 12 months

2. 1 year or more

If: Then:
The leave of absence is less than 12 The Laboratory Supervisor will determine the
months length of retraining based upon the length of

leave and the amount of updates that have

taken place.

The employee shall be allowed one week on
) each bench to review the manual and update

their knowledge.

The Tech Il, Laboratory Supervisor and the
Employee will determine if additional training

time is required.

NOTE: Thisis a CONTROLLED document for internal use only. Any documents appearing in paper form are
not controlled and should be checked against electronic version prior to use.

FILENAME: QUA30270LabRetrainingAfterLOAPRO.doc | PRINT DATE: 1 March 2016




TITLE: Revision Date: Issue Date:
Laboratory Retraining After a Leave of 28 February 28 February
Absence 2018 2016
Document Number: QUA30270 Status: Approved
Distribution: Laboratory Quality Manual Page: 2 of 3

The leave of T —
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absence is The same procedure is followed as for new

greater than 1 hires; i.e. lab orientation and lab training. A

year Lab Orientation Checklist is completed and

filed in the Laboratory training binder.

RELATED DOCUMENTS:

e QUAS30200 Laboratory Orientation Procedure
e QUA30210 Laboratory Orientation Checklist
e Individual Department Orientation Checklists
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