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Raimon Land PLC.
Training and Development Policy

1.0 Purpose

The Company is committed to encouraging, supporting and providing relevant
training and development that will enhance skills, knowledge and maximize job
performance.

The Company will always wish to make budgetary decisions about training in the
context of overall Company finances and the Company has made a commitment
to investing in our people and will ensure wherever possible sufficient funding is
made according to the needs identified.

2.0 Scope

This policy applies to all staff of Raimon Land Ple and affiliated company. The
Training process will ensure that the resources required to meet training needs are
fully identified, the training is properly focused and the benefits of the training
can be demonstrated.

3.0 Definitions

Training and Development refers to the processes whereby employees
acquire new knowledge, understanding and skills within their particular
field of expertise, as well as behaviors or attitudes that specifically
required for their duties at the Company. The knowledge and skills should
be those required for the functions and activities of each employee’s work,
and should be relevant to departmental/ Company’s objectives.

Individual Development Plan (IDP) is a statement of a person’s training
and developmental goals established jointly by the employee and the
Company for mutual benefit. The IDP reflects specific training and
experience the employee will gain by agreed upon timeline and relates
them to competencies used on the job. IDP is normally prepared annually
at performance appraisal time.

4.0  Roles & Responsibilities

Vice President (Head of Department):

Ensure the proposed training reflects the goals and directions of the
Company

Consider training & development as integral part of the business planning
process or department objectives

Encourage and create positive attitude or environment to support
subordinates self development
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5.0

Direct supervisor.

]

Identify a skill base for a position as well as area of improvement from
subordinates’ performance or behavior

Preparing, in conjunction with the staff, a Training plan through Individual
Development Plan (IDP)

Identify and consider appropriate and cost effective training both on the
job training and formal training based on Department/ Company
objectives

Follow up and evaluate the effectiveness of staff’s trainings and
development activities

Support training attendance

Employee:

Actively participating in the IDP process.

Identify and communicate their training and development needs
Participate in agreed training and development activities

Provide feedback to Direct supervisor/ Function Head on learning
outcomes from training and development activities

Apply new learning to the workplace

Evaluate their learning

Obtain approval from their supervisor to attend training programs

Human Resources -Training & Development function (T&D):
o Identify general training and development needs and designing,

implementing and evaluating relevant internal/ external training and
development activities and fully administer all events

¢ Provide a consultancy service for identifying and coordinating external

training courses

¢ Evaluate all centrally funded events to ensure they are cost effective and to

the benefit of the Company

Areas of Training

The Training and Development policy will encompass the following elements in
order to increase the Company’s efficiency, productivity and competitiveness.

The trainings include, but are not limited to:

Employee Onboarding program:

All new staff will receive comprehensive Orientation training upon
commencement. Human Resources Dept. will facilitate this training so
that new staffs are familiar with Company’s history, products and services,
organization chart, company rules and regulations, welfare and benefits
guidelines, Performance evaluation, efc.
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o Internal/ External/ Public training program:
HR will define the training needs based on priority of need according to
Individual Development plan which in line with Company direction,
strategy and employees’ performance appraisal

e Sales Force Program
This program is provided by Information System Team (IS) and
attendance may be mandatory for Sales persons, Client Management
(except OPC staff), Direct Marketing and Advertising staff.

6.0 Procedures

6.1 Requesting for Training and Development
1. Employee
a) Obtains blank Training Requisition form (Attachment 1) through
SharePoint at www.sharepoint.raimonland.com or from T&D.
b) Fills out the form providing all of the information requested
c) Gives the form and attached course outline/ detail to their Direct
supervisor and VP for approval, prior to attending the training.

2. Direct supervisor
a) Signs the form approving the training.
b) Routes the Training Request form and attached paperwork to the T&D
for processing, at least 15 business days before the program date. This will
allow for sufficient time for registration and payment to the vendor.
c) If the training is disapproved, the supervisor should inform the
employee of the disapproval of the request and the reason(s) for its denial.

3. Human Resources, Training and Development function (T&D)
a) Reviews the training request following the Training and Development
policy, organizational priorities and professional development plans.
b) Present the training request to CEO/ COO for final approval.
c) After receiving final approval from CEOQ/COQ, T&D will coordinate
registration with training vendor.
d) Advises the employee and their Direct supervisor of the status of the
training request.

0.2 Approved Training Requests
1. Employee

a) Contacts T&D if vendor confirmation is not received at least one week
prior to the scheduled date of training.
b) Notifies their Direct supervisor and T&D of a need to cancel a request
or to reschedule.
If an employee fails to attend a prearranged training session without prior
notification and proper reason, they will be subject to possible disciplinary
action in accordance with the Company’s working rules and regulations.
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2. Human Resources, Training and Development function
a) Sends reminder to employee and their Direct supervisor one-week prior

to the scheduled training.
b) Sends employee Post Internal/ External Training Evaluation form
(Attachment 2, Attachment 3) to be completed after training event.

6.3 After training is completed
Employee completes the Post Internal/ External Training Evaluation form and

returns it to the T&D.

Authorization

The following table summarizes authorization level:

VP
{Head of
Detail Direct Supervisor| Department) VP-Human Resources| CQO CEQ
Identify, review and recommend the

3 training course. v
2 Pre-approval the Training request v v
3 Approval for the Cost of training :

- Free Training v v

- up to 5,000.- baht v

- > 5,000 - 30,000.- baht v

- >30,000.- baht v

This policy is effective from October 1, 2012.
Approved by:

(Mr. Hubert R.Viriot)
Chief Executive Officer
Raimon Land Ple.
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RAIMON LAND

...developing o betar anvitonment

Attachment |

TRAINING REQUISITION FORM
nuUvapuNGnausN

Name do-sna:

Date of Employment Jui3uau:

Position @unii:

Department nun:

Instruction:

1. Employee must complete this Training Requisition form to seek pre-approval from Direct Supervisor and VP prior to

attending the training.

2. Upon completion, please submit this form along with course outline/ detail to HR Dept. at least 15 business days

before the program date.

3. After receiving final approval from CEQ/COO, you will be notified via email regarding the Course/ Training detail.

Course Name:
Pourngns

Organizer:
W law

Trainer:
Anonng

Venue:
|
AOUARNDUTH

Training Details

Training Date:
Tunknouan

Time:
LIRDUTH

Training Fee:
ADUIH

Employee: Wh&at specific improvement/benefit do you expect from this proposed course?
viuazianudd 1dsu S lumsvhauetin s

Reasons for Training

Direct Supervisor: Why dqﬂyou think this employee needs this training?
witnnudaruduiuaing lsfdeadh Sumsausu

Employee:

Direct Supervisor:

Date:

Date:

Department Head
(VP or above)

VP-Human Resources CEO/COO

U Approved

Reason:

O Not Approved

U Approved
U Not Approved

U Approved
U Not Approved

Reason: Reason:

Date:

Date: Date:

HRO009 - Training Requisition Form

Last Update: 24 Sep 2012



Post-Internal Training Evaluation Form

R’A!MOIN LAND
dnndngas: nenns:
Course Name: Trainer: Attachment 2
Fu/nan: AnTnL:
Date / Time: Training Provider:
AaUT:
Venue:

Tusaviniadasuans / aslualasirednseninaiudaivaasinnnaige
Please tick / in the scale to indicate your opinion.

1

uANFNS Uatiandslsznaunisausu
Course & Training Materials

1.1 amansmdnganiuldauyaalsraeaiaels
The objectives for the course were identified and followed

1.2 iauwansmdngasidanulAmaas / danadasAuouuasviu
The content of the program was relevant to my job responsibilities.

1.3 Aanusitlasu aTivinugansawenaniulstinsawluaisviteuuasviu
The knowledge will help me improve and increase my effectiveness on the job.

1.4 lnsTuarad nsallssnaunisausuabh ahivinuinnuaihlatuddanivasansausy
The textbook and/or training materials helps me understand more about the content.

1.5 FraznA T TuATaLSY
The program duration was proper.

2 wenns

Trainer/ Facilitator

2.1 fiannugianlszaumsalludaisay
The trainer was experienced and knew about the topic that he/she delivered.
2.2 fdeuaunsalunmsaianananusiaadiniay
The trainer presented clearly to assist my learning and understanding.
2.3 fdmsieduaudruazaiifiunisausaiuagief
The trainer was well prepared / organized.
2.4 nszqulvibidhsunsausudsiusinlunisiBauday
The trainer made sure the participants were actively involved in the learning process.
2.5 Azt andiuanzsutunnsaaudianuuazafagedn

The trainer provides adequate time for questions and discussion

ARULAEAS AR nausy
Venue & Arrangement

3.1 Wnlszaunudanuwsaulunisiaduunisnaunazstiirensilnausy
T&D Co-ordinator is well prepared and is ready to provide service.
3.2 Fuhlszgueda i uauasa i ivinunaaanisilnausy
T&D Co-ordinator facilitates the training coursefor your convenince.
3.3 anuiifnausudanumanzay uassiusyuAIsS LU Ty
The venue is proper and support your learning.
4 awsnisilnausy

Overall Rating

4.1

AWSINUBIANTAUSH
How do you rate the training in overall?

viruazhidaua andnaasilllailusuathels
What actions have you taken to put what you learnt in the training into practice? Please give specific example.

Poor Fair Good Excellent
1 2 3 4

1]

Poor Fair Good Excellent
1 2 3 4

| (]
| |
| |
|
|

|

L

Good Excellent

J 104
| 1 1]
I O O R

I R R

anusihdrudunisldmlgpnisiinausu
What aspects of the training could be improved?

Arnuziudatatsuanuznluigu
Other comment

Thank you for completing the Post-Internal Evaluation Form.

HRO019 - Post-Internal Training Evaluation Form




Post-ExternalTraining Evaluation Form

R'AIlMOLN LAND
daudngns: AMonns:
Course Name: Trainer:
dui: foion: Attachment 3
Session: Training Provider:
W/ na: Anuvi:
Date / Time: Venue:

1 wangas
1.1
1.2
1.3
1.4
1.5

2 nenns
Trainer/
2.1
2.2
2.3

24

25

3.1

3.2

4.1

4.2

Tsaviniadasuuna / aeluriasitodnseanuanudamiuaasiunnaign
Please tick / in the scale to indicate your opinion.

wazianaslsznaunisausuy

Course & Training Materials

iamaasuin leﬂu‘lﬂmu‘i‘mnﬂsxam’ﬂﬁ’o"l’f
The objectives for the course were identified and followed

Lﬁauwamﬁnqmﬁﬂmmtﬁuw’ao | sanadasAuIUaRINIY

The content of the program was relevant to my job responsibilities.

anusilaFuah aTiviuawsawmnnasindssdnsamtumsviouaasvi
The knowledge will help me improve and increase my effectiveness on the job.
lamsuaralnsailsznaunsausuabh utividaandlahudawaasnisausu
The textbook and/or training materials helps me understand more about the content.

sraznaviladluniTausy
The pregram duration was proper.

Facilitator

dennusuaznlszaunisailuidaeiiaau

The trainer was experienced and knew about the topic that he/she delivered.
fdannuausaTunisaianana g ladniau

The trainer presented clearly to assist my learning and understanding.
dnsieduudinasaiivarsavsuiluadiai

The trainer was well prepared / organized.
nszauhididhsunisausuddrudiuTunisiBnuday

The trainer made sure the participants were aclively invelved in the learning process.

Tdtanarinainnzauunisaaudanunazaagedn
The trainer provides adequate time for questions and discussion

3 amuinazmsdszarueuaasanniiy
Venue & Arrangement

Wmihaasdnniuannamuszanivihuanannisilnausu
Co-ordinator of the institute facilitates the training coursefor your convenince.

sauiilnausidan szl parafusyuAISIEIUSI a9ty
The venue is proper and suppart your learning.

4 awsNnsinausuy
Overall Rating

AWTINADINTAUTY
How do you rate the fraining in overall?

vinuaznushmangasibiau
You will recommend this program to others

5 vihwanhidamanudngasillladlueuatrels
What actions have you taken to put what you leamt in the training into practice? Please give specific example.

Poor Fair Good Excellent
1 2 3 4
I D N
]
]
(_ | 1]
OO0,
Poor Fair Good Excellent
1 2 3 4

Poor Fair Good Excellent
1 2 3 4

I R R R
I R .

Poor Fair Good Excellent
1 2 3 4

1101
]

Thank you for completing the Post-External Evaluation Form.

HRO20 - Post-External Training Evaluation Form




