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THIS NOTICE MUST ACCOMPANY EVERY COPY OF THIS DOCUMENT

IMPORTANT NOTICE

This document, (“Document”) is the exclusive property of Government Expenditure & Projects Efficiency Authority.

This Document should be read in its entirety including the terms of this Important Notice. The government entities
may disclose this Document or extracts of this Document to their respective consultants and/or contractors, provided
that such disclosure includes this Important Notice.

Any use or reliance on this Document, or extracts thereof, by any party, including government entities and their
respective consultants and/or contractors, is at that third party’s sole risk and responsibility. Government Expenditure
and Projects Efficiency Authority, to the maximum extent permitted by law, disclaim all liability (including for losses or
damages of whatsoever nature claimed on whatsoever basis including negligence or otherwise) to any third party
howsoever arising with respect to or in connection with the use of this Document including any liability caused by
negligent acts or omissions.

This Document and its contents are valid only for the conditions reported in it and as of the date of this Document.
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1.0 PURPOSE

The purpose of this procedure is to identify the process and responsible parties for developing, delivering,
and documenting training of personnel and outline required training subjects.

This procedure applies to the training of personnel at all locations, including contractors, sub-contractor,

employees. Courses developed internally shall follow this process. Any external courses should be
reviewed against the requirements of the procedure to ensure compliance with the included standards.

2.0 SCOPE

The scope of this procedure applies to all works performed under all Government Construction Contracts
executed throughout the Kingdom of Saudi Arabia.

3.0 DEFINITIONS

Definitions Description

ADDIE Analysis, Design, Development, Implementation, Evaluation: A
generic process used by training developers for building effective
training.

ALARP As Low As Reasonably Practicable

Computer Based Training (CBT) | Self-study training that is delivered to personnel via computer.

Course Catalogue The listing of available training courses

Course Roster A tool to capture data on the completion of training

CPR Cardiopulmonary resuscitation

Craft Assessment A written examination that evaluates the skill level of craft personnel.

HSSE Health, Safety, Security, and Environment

Instruction The delivery of information to enable learning; the process of

transferring knowledge and / or skills to learners.

Instructional System Design | An orderly process for gathering and analysing collective and
(ISD) individual performance requirements to respond to identified training
needs. The application of a systems approach insures that learning
programs and the required support materials are continually
developed in an effective and efficient manner to match a variety of
needs in a rapidly changing environment.

Instructor An individual who transfers knowledge and / or information to learners
in a systematic manner by presenting information, directing structured
learning experiences, and managing group discussions and activities.

JHA Job Hazard Analysis

Learning Management System | The system used to track and report completion of training
(LMS) requirements to document compliance with this procedure
Proficiencies Levels of ability (basic, intermediate, and advanced) in competencies.
Project-Specific Training Training developed or accessed by the Project to ensure that

personnel have the competencies required for Project assignments.
Project-specific training includes courses, professional development,
on-the-job training and community activities.

SAM System Approach Model

STARRT Safety Task Analysis and Risk Reduction Talk

Subject Matter Expert (SME) An individual who is an expert in a particular area or topic and
contributes to content development and reviews.

Training Plan The Training Plan specifies the training goals for the work site
location.

4.0 REFERENCES

e EPM-KS0-MN-000001 Project New Employee HSSE Summary Flyer
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5.0 RESPONSIBILITIES

5.1 Project Manager

The Project Manager for the Project is responsible for ensuring the resources and arrangements are
available for the implementation and management of this procedure

5.2 Site Construction Manager

The Site Construction Manager is responsible for the following:

e Ensuring compliance with Construction Training Requirements.

e Approval of Construction Training Plan.

o Allocating sufficient resources to implement, develop, and maintain Health, Safety, Security and
Environment HSSE performance throughout the life of the Project.

e Setting expectations for compliance with the training program.

e Ensuring Contractor Project Managers are responsible for implementing this Plan.

5.3 HSSE Manager

The HSSE Manager is responsible for:

e Ensuring compliance with HSSE Training Requirements.
e Approval of HSSE Training Plan.

5.4 Training Manager

The Training Manager is responsible for is responsible for the logistics involved with the implementation of
this plan on the Project, maintenance of training material, development of new training material, and
maintenance of the training records/database. Other responsibilities include the following:

e Overall responsibility for managing and implementing the training requirements contained in this
procedure.

e Auditing Responsible Contractors and Sub-contractor’'s compliance to the Plan.

e Reporting compliance to the Plan monthly.

e Providing Train-the-Trainer instruction and follow up assessment as applicable in regards to
training packages developed by Contractor Training department.

e Participating in reviews of corrective actions to help ascertain where training would help minimize
reoccurrence/repetition of non-conformance or an incident.

5.5 Training Coordinator

o Manages logistics of training events.
e Management of class rosters.
e Providing course credit in the LMS.

5.6 Training Administrator

e LMS data entry and reporting.
e Monitors course registration.
e Manages the training calendar.

6.0 TRAINING AND DEVELOPMENT PLAN
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Each Project will develop a Training and Development Plan describing the training and education
requirements for the Project. This plan should be based on the Project’s natural progression, focusing
training efforts where and when needed. This plan should address the development needs for the
attendees (e.g. Administrative/Clerical, Engineers/Coordinators, Manual/Non-Manual, etc.). ldentify the
courses, workshops, instructors, and other similar items necessary to execute this plan.

The standard course offerings may include:

Project HSSE Orientation/Indoctrination.

Procedure Specific.

Hazard Recognition.

Safety Leadership Workshop.

System Tools (Self-Assessment Program and Safety Leadership Review).
Customer Site Specific Requirements.

Applicable Government and/or, Local Requirements.

Basic elements of a typical natural progression of a Project, HSSE Training Plan, categorized by Project
phase, include the following:

6.1 Pre-Mobilization Phase

Preparation of the Project specific training and education plan occurs during the earliest phase of the Project
life cycle. The following elements must be considered:

e Budget needs.

e HSSE Training facility and Location.
Course offerings (e.g. First Aid/ Cardiopulmonary resuscitation CPR, and Blood Borne
Pathogens).

Training Media, equipment.
Develop/Acquire Presentation Packages.
Customer Requirements.

Site Security.

Preliminary schedules.

Required attendees and instructors.
Management approvals (as required).

6.2 Mobilization — Civil Phase

The training schedule is refined, as required, and the education and training programs begin during this
phase. The following elements must be considered:

Project overview training, as necessary.
Specific training — Project Execution Plan.
Applicable Procedure training.

Applicable Hazard Recognition training.
Site Access/Security.

6.3 Mechanical/Electrical Phase

Education and training effort continues. The following elements must be considered:

o Safety Leadership.

e Environmental Compliance Workshop.

e Procedure Training.

e Applicable Hazard Recognition Training.
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6.4 Commissioning/Startup—Operations

Education and training effort continues. The following elements must be considered:

Safety Leadership (Subsequent Sessions).
Team Development and Training.
Project-specific Hazard Recognition Training.
Procedure Training, as required.

7.0 COURSE DEVELOPMENT

7.1 Methodology

A defined process of course development will be implemented. One of several different processes or
methodologies could be used, including:

e ADDIE - The ADDIE Model generally consists of five stages — Analysis, Design, Development,
Implementation, and Evaluation.

e Systems Approach Model (SAM) — The SAM model is a systems approach that consists of three
phases, with integrated iterative processes to develop and refine instruction material.

When completed, a course should:

Have defined learning objectives.

Align with business needs.

Ensure consistency in quality, delivery and results.

Be relevant, scalable, and flexible to meet the needs of a variety of Project or office locations.

7.2 Elements of a Completed Course
Each completed course should consist of the following:

7.2.1 Instructor-led or Virtual Instructor-led courses

Presentation slide deck.
Instructor Guide.
Participant Guide.

Train the Trainer plan.
Any other job-aids.

7.2.2 Computer Based or online courses

e Completed course fully functioning within the LMS.
e Any job-aids or material to be used outside of the LMS.

7.3 Course Review

A periodic review of course material should be completed to ensure that the course remains relevant to the
operating environment, systems in use, and processes included. The review should be completed with the
assistance of a subject matter expert, trained instructor, and a member of the training department.

7.4 Course Delivery

7.4.1 Instructor Certification
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A process will be implemented to ensure that instructors are competent for classroom instruction. This
process also ensures that every attendee receives a quality learning experience, regardless of location.

This process should include:

Completion of the relevant course.

Instruction in proper course facilitation and instruction techniques.

Completion of a Train-the-Trainer course covering the critical learning objectives.
Co-instruct the course with a qualified instructor.

Instruct the course and be observed by a qualified instructor.

The following should be considered when identifying instructors:

Expertise in subject matter.

Interest in course instruction.

Prior experience in course instruction.
Communication and leadership skills.

7.4.2 Training Plans

7.4.2.1 Construction

Each Project will develop a Construction Training Plan describing the training and education requirements
for the Project. This plan should be based on the Project’s natural progressions, focusing training efforts
where and when needed (tied to the different Stages of the Project) and includes, but is not limited to:

Manufacturer.

Supplier.

Site-based.

Quality and any other training requirements contained in this procedure.

This plan should address the development needs for the attendees (e.g. Administrative, Clerical, Engineers,
Coordinators, Craft, Non-Manual, etc.).

7.4.2.2 Health, Safety, Security and Environmental

Each Project will develop a HSSE Training Plan describing the training and education requirements for the
Project. This plan should be based on the Project’'s natural progressions, focusing training efforts where
and when needed (tied also to the different Stages of the Project and includes, all training requirements
contained in Section 9.0 of this procedure as a minimum.

7.4.2.3 Professional and Leadership Skills
The Project will develop a Professional and Leadership Skills Training Plan describing the training and
education requirements for the Project. This plan should be based on the Project’'s natural progressions,
focusing training efforts where and when needed and includes, but is not limited to:

e Communication skills,

e Supervisory skKills,

e General leadership and any other training requirements contained in this procedure.

This plan should address the development needs for the different types of attendees.

7.4.3 Course Reqister

For each course that is delivered, a course register will be collected. The register should contain the
following elements:
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Course name or title.

Course date and time.

Location.

Attendee name.

Attendee signature.

Unique identifier, such as email address or employee ID number.

Additional elements can be added to support administration of the training program.

Once a course is completed, the Course Register will be entered into the LMS to track compliance with the
training requirements and be maintained according to the Project record retention requirements.

8.0 ASSESSMENT/EVALUATION

Where the Supervisor (with feedback from the worker’s Buddy or other employee) and the HSSE Manager
recommends, a new employee requires further training, the employee may be selected for additional
training, prior to continued employment in the workplace.

The areas needing improvement should be repeated. An evaluation can be done one (1) week later.

8.1 Learning Management System

The Learning Management System (LMS) is the system used to track course completions and progress in
the completion of assigned training requirements. A system will be in use at all locations to monitor progress
and provide reporting as indicated in the procedure or as required by management. An ideal system would
allow for tracking across multiple Project locations within a given entity and to also be the repository of
course material.

8.2 Course Evaluation

To assist in maintaining the quality of delivered courses, evaluations shall be conducted. The Kirkpatrick
Model of Learning Evaluation is most prominently used in professional training organizations. The model
utilizes four levels to address the behaviour changes that occur as a result of the training. They consist of
the following:

Level 1: Reaction — a Participant’s reaction to the course.
e A standard post-event evaluation used to capture participant’s reaction to the course with flexibility
to add custom questions to address course-specific learning objectives. An example of a Level 1
evaluation can be seen as Attachment 7.

Level 2: Learning — a Participant’s resulting increase in knowledge, skills, and / or attitudes as a result of
the course.

e A standard pre-test and post-test assessment used to analyse the resulting increase in knowledge,
skills, and / or attitudes as a result of the course.

Level 3: Behavior — Participant transfer of knowledge, skills, and / or attitudes to the job
e A standard 60-day follow-up evaluation for select instructor-led courses with flexibility to add
custom questions to address course-specific learning objectives. A sample Level 3 evaluation can
be seen as Attachment 8.
Level 4: Results — Business results attributed to completion of a course
e A comparison of business performance before and after delivery of the training course. Specific

measures of performance should be identified and tracked both before and after delivery. Efforts
should be made to identify and isolate influencing factors.
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A Level 1 evaluation should be conducted for each course delivered. For courses where learning or
behaviour change are critical, Level 2 and 3 evaluations should also be conducted.

Results of course evaluations should be analysed regularly to improve course and instructor performance.

The evaluations should be conducted or input into the LMS to simplify data collection and analysis. It may
be beneficial for this analysist to be more frequent to assist in skills development for instructors or to
optimize course content and material.

9.0 SUPERVISORS’ HSSE ORIENTATION

Each supervisor, regardless of level in the organization, will receive Supervisors’ HSSE Orientation training
upon promotion, hire, or transfer.

This orientation will outline the duties and responsibilities of the supervisor with regard to HSSE, and
provide guidance on how to handle violations of the Job Site work rules.

Supervisors’ HSSE Orientation and training will be conducted by the HSSE Manager, Supervisor or
designee.

The Site Manager will participate in each Supervisor HSSE Orientation by opening or closing with a
statement championing the HSSE process and expressing the expectations.

Items discussed at the Supervisors’ HSSE Orientation training may include (as a minimum):

“Zero Accident” philosophy.

New employee orientation process.

Supervisor safety meetings.

Employee safety meetings.

Emergency procedures.

First aid and medical treatment process.

Incident reporting and investigations.

Safe work practices/areas.

Identification badges, Timekeeping, and Security.
Procedure familiarization.

Safe work assignments.

Risk Assessment/Analysis.

Safety Task Assignment Risk Reduction Talk (i.e., STARRT) and Job Hazard Analysis (JHA).
Fire prevention and protection.

Safety Performance and recognition.
Consequences for Violating Job Site work rules.
Violence, Drugs in the workplace.

Quality Assurance Awareness.

Special Safety/Health requirements/procedures.

A Supervisor's HSSE Orientation Checklist shall be used to ensure that each supervisor receives the
required HSSE information.

A sample Supervisor's HSSE Orientation Checklist is provided as Attachment 1.
10.0 BASIC NEW EMPLOYEE ORIENTATION SESSION

All Project manual and non-manual employees, whether newly hired or rehired, will receive, at a minimum,
a Basic New Employee HSSE Orientation.

The Basic New Employee HSSE Orientation is intended to be a formal session that provides an
understanding of HSSE, and Special Job Site requirements. It is designed to:
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e Provide the employee the knowledge, and information necessary to identify the hazards in their
work environment, and to apply the preventive measures, and techniques taught to eliminate or
reduce the exposure to illness and injury.

o Promote the Zero Accident Philosophy by introducing all employees to this concept, and how it can
be achieved on the Project.

A representative of the Project HSSE Department will conduct the Basic New Employee HSSE Orientation.

It is recommended that the Site Manager participate in each new hire orientation by beginning or closing it
with a statement championing the HSSE process and expressing the expectations.

The EPM-KS0-MN-000001 Project New Employee HSSE Summary Flyer will be issued to all new
employees and thoroughly discussed. Where applicable, the flyer shall be translated into the appropriate
language(s) used by the workforce.

Each employee will complete an acknowledgement page at the end of the training. This acknowledgement
page must be kept on file.

The Basic New Employee HSSE Orientation will provide a standardized level of awareness training to the new
employee. Typical topics discussed at the Basic New Employee HSSE Orientation may include:

¢ Management commitment ¢ Incident investigation
e Safe behavior overview o Injuryl/iliness reporting
e General Project/facility rules e STARRT/JHA
Emergency procedures e Lock-out and tag-out
e Personal protective equipment e Confined spaces
e Hazard communication e Compressed gas cylinders
e Housekeeping e Back injury prevention

e Fire prevention and protection
o Safety, Toolbox meetings
o Fall protection/prevention

Hazard awareness
Excavations and trenching
Industrial Relations

e Barricades e Hand power tool safety

Where applicable, all training shall be provided in the language spoken by the workforce, and a test (oral
or written) given to measure retention. Multi-lingual training material and a feedback mechanism shall also
be developed to ensure that the training provided is fully understood by the workforce.

After this basic orientation, the supervisor will meet with the new employee and discuss the items listed in
the “New Employee HSSE Education and Development Checklist - Week No. 1" (Attachment 3). The
supervisor will complete this form and return it to the Training Department.

The supervisor is responsible for ensuring that all employees reporting to him receive the basic New
employee HSSE Orientation. If the new employee is assigned to the work area prior to the Basic New
Employee HSSE Orientation, the Supervisor must contact the HSSE Supervisor, to arrange for a
condensed version of the Orientation. The employee is then scheduled to attend the next scheduled
Orientation.

For work with potential hazardous exposure, orientation will be completed before employees are involved
in potentially hazardous exposure activities.

The Training Manager will develop a process to verify the training has been understood. Verification can
be done either orally or in writing, but must be documented and kept on file.
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11.0 NEW EMPLOYEE CONTINUING HSSE EDUCATION AND
DEVELOPMENT (WEEKS 1-4)

The continuing education and development of new employees is designed to provide them with the
knowledge and information necessary to perform their work in keeping with HSSE requirements. It also
reinforces comprehension and retention regarding HSSE practices and procedures through the use of
multiple contact sessions.

Continuing education shall be used where the Project incorporates specific high-risk tasks such as in the
nuclear or chemical/refinery industry.

Attachments 3 - 6 provide checklists to be used during continuing education and development process.

11.1 Buddy System

At any time during the orientation process, the supervisor may assign the new employee to work directly
with a veteran employee to facilitate the transition into the workplace.

This provides the new employee with an opportunity to validate his or her progress, and an atmosphere to
build constructive working relationships.

12.0 VISITORS & VENDORS

All visitors and vendors must comply with applicable site rules and regulation concerning HSSE. Visitors
and vendors who are to be on site for more than 5 days will be required to attend a full orientation.

Alternatively, those who are on site from one to five days will be required to attend a basic visitor's orientation
(Attachment 2).

13.0 SPECIALIST TRAINING

Many employees at the Project or facility may require special training and certification where necessary,
above the Project orientation. Special training shall include in all sub-headings listed below, the Hazards
associated with each one, and controls that can be implemented to reduce the risk as low as reasonably
practicable (ALARP). Special Training may include:

Safety Leader Workshop
Process Safety Management
Respirator protection
Work in confined spaces
Safe work observation
Traffic control
Safety/Fire watch
Scaffold Operations
Users

Program Hazardous Waste Site S&H Training

(erection/dismantling)

Cranes & Material Handling
Excavations and trenching
Suspended personnel platforms
Articulating boom platforms
Forklift operation
Non-destructive Testing
Powder-actuated tools
Rigging Methods

Steel Erection

Radiological Hazards
Hazard Awareness Training

14.0 CONSTRUCTION SITE TRAINING DOCUMENTATION

Document No.: EPM-KS0-PL-000003 Rev 003 | Level - 3-E - External

e The Training Coordinator prepares and distributes reports on site construction training including
metrics on progress towards achieving the Construction Site Training Plan.

e The Site Manager evaluates achievement of the site construction training goals and achievement
of the Construction Site Training Plan.

Page 14 of 23

Electronic documents once printed, are uncontrolled and may become outdated. Refer to ECMS for current revision
This Document is the exclusive property of Government Expenditure & Projects Efficiency Authority. And is subject to the restrictions set out in the Important Notice contained in this
Document



/\( Project HSSE Orientation and Training Plan

15.0 RE-TRAINING
Retraining shall be provided where appropriate on Project.

16.0 JUST-IN-TIME TRAINING

The concept of “Just in Time” Training is to provide specific training relating to specific activities prior to a
specific task or scope of work being performed, emphasis is placed on tasks with significant risk as identified
within the Specialist Training section above.

17.0 TRAINING ASSESSMENT

The HSSE Supervisor, the Site Manager, HSSE Manager, and other on site management will monitor
training performed on Project.

18.0 SAFETY/TOOLBOX MEETINGS

As a means of providing continued training on specific topics or issues of concern, all Contractors manual
and non-manual employees shall attend at least one safety meeting per week. The topic to be discussed
can be from the “Safely Speaking” topics issued to all Projects. Safety meetings shall be recorded and
records retained on file. Safety meetings shall also be monitored by on site management.

19.0 ATTACHMENTS

1. EPM-KSO0-TP-000004 - Supervisors Orientation Checklist

2. EPM-KSO-TP-000005 - Visitor Orientation Checklist

3. EPM-KSO0-TP-000006 - New Employee Education and Development Checklist (Week 1)

4. EPM-KSO0-TP-000007 - New Employee Education and Development Checklist (Week 2)

5. EPM-KSO0-TP-000008 - New Employee Education and Development Checklist (Week 3)

6. EPM-KSO0-TP-000009 - New Employee Education and Development Checklist (Week 4)

7. EPM-KSO0-TP-000010 - Level 1 Evaluation Sample Form Template

8. EPM-KSO0-TP-000011 - Level 3 Evaluation Sample Form Template
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Attachment 1 - EPM-KSO-TP-000004 - Supervisors Orientation Checklist
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Attachment 2 - EPM-KSO0-TP-000005 - Visitor Orientation Checklist

PROJECT MAME: DATE:

PURPOSE OF VISIT:

VISITOR NAME(S):

&
|:| EMERGENCY PROCEDURES ":{\ =
(O o

Emergency Phone Mumbsr:

N\ <

Evacuation Assembly Point: r"‘\ i\\\ '.,\\3.

[ ]| PERSONAL PROTECTIVE EQUIPI?EHT ﬁpﬁmﬁaummmm
) Hard Hat

[ Safety Glasses (with side shislds) — ) '..v-l
] Protective Clothing Requirements ‘C_:i/

] Hearing Protection Requirements (Posted Areas)

] Appropriste Footwear

D VISITOR RESPOMNSIBILITIES

L] Report to host any unsafe condition or activity observed

L] Report to host injury or adversa health effects expariencad
«  Comply with 2l posted signs, tags, and bamicades

«  Comply with =ll requirements, including smioking restrictions

D VISITOR RESTRICTIONS
isitors are not permitted fo:
*  Perform work without authorization
#  Tour unescorted
#  Remove any property from premises without suthorizetion
Bring cameras. video production and other photogrephic equipment without prior suthorizstion

ORIENTATION CONDUCTED BY:

Prinfed Mama [ Departmant Signature

VISITOR SIGNATURES:
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Attachment 3 - EPM-KSO-TP-000006 - New Employee Education and
Development Checklist (Week 1)
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Attachment 4 - EPM-KSO-TP-000007 - New Employee Education and Development
Checklist (Week 2)
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Attachment 5 - EPM-KS0-TP-000008 - New Employee Education and Development
Checklist (Week 3)
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Attachment 6 - EPM-KSO-TP-000009 - New Employee Education and
Development Checklist (Week 4)
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Attachment 7 - EPM-KS0-TP-000010 - Level 1 Evaluation Sample Form Template
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Attachment 8 - EPM-KS0-TP-000011 - Level 3 Evaluation Sample Form Template

Document No.: EPM-KS0-PL-000003 Rev 003 | Level - 3-E - External Page 23 of 23

Electronic documents once printed, are uncontrolled and may become outdated. Refer to ECMS for current revision.
This Document is the exclusive property of Government Expenditure & Projects Efficiency Authority. And is subject to the restrictions set out in the Important Notice contained in this
Document.



