iNSAN KAYNAKLARI
Human Resources

E§|t|mler‘)

Nasil Verilmeli m ? ;
How Should Training Be Given e

X'= YY)

52 Calisanlarin egitimini bir masraf degil de yatirim olarak goren sirketler, elde ettikleri geri
doniisle karlilikta dnemli bir avantaj yakaliyor. Grup Peryod Bagkani Dr. Selami Erarslan,
i¢ ve dis egitimlerin nasil verilecegi sorusunu tiim asamalariyla anlatiyor.

E;Il?n Companies that view personnel training as an investment rather than an expense get greater
Arahik profitable returns than others. Dr. Selami Erarslan, chairman of Grup Peryod answers every
2012 question there is needed to know about inhouse and external training should be given and their

VISION various stages.



Yatirim denilince akla arsa, fabrika, sermaye, insan giici,
ham madde, enerji, lojistik, pazarlama, para-sermaye
piyasalar1 ve benzerleri gelir. Insan giici, ise uygun
vasiflari tastyan is gliclintin istthdami olarak algilandig:
i¢in ise alindiktan sonraki egitimi genellikle ihmal edilir.
Opysa, diger kalemlerdeki gibi teknolojideki son gelisme ve
trendlere uyum icin gereken yatirim, insan giicii i¢in de
gereklidir ve karlilikta 6nemli rol oynar.

Grup Peryod Entegre Yonetim Bilgi Sistemleri A.§.
Yonetim Kurulu Baskani Dr. Selami Erarslan, “Egitim

bir masraf degil yatirimdir. Bu sebeple oncelikle buna
inanmak ve en ucuz degil en karli yatirimin pesinde
olmak gerekir.” diyerek sirketlerin egitim icin izleyecekleri
yol haritasint MABIAD VISION okurlart i¢in veriyor.

Dr. Selami Erarslan egitime inanan sirketlerde, 6ncelikle
kurumun biytikligiine gore bir veya birden fazla

“Egitim Sorumlusu” tayin edilmesi gerektigini belirtiyor.
Temelde, sirketin Insan Kaynaklar1 Béliimiine bagli olan
ancak istisnai durumlarda direkt Genel Midiire de bagh
olabilecek Egitim Sorumlusunun, egitim 6ncesinde egitim
igeriklerini 6nceden kontrol ederek, kurumun yapisina
adaptasyon cercevesinde gerekli gordiigii taleplerini
egitimciye bildirmesi gerekiyor. Dr. Erarslan, bu noktada
egitimden dogru sonuglar alinmasini oncelikle saglayacak
olan sirket yonetiminin bakis agis1 ve vizyonunun 6nem
tagidigini vurgulayarak, egitim ihtiya¢ ve konularini su
basliklar altinda veriyor:

o Direkt tist yonetim veya diger ¢aliganlardan gelen talepler
o Personel profil analizleri

o Performans degerlendirmesi

« Kariyer planlamasi

o Eleman rotasyonlari

« Otomasyon / Re-Engineering

o Kurum kiiltiirii veya degisimi

« Kalite Yonetim Sistemi ¢alismalar:
« Isbag1 egitimleri

o Oryantasyon egitimleri

o Tekrar egitimleri

Investment first brings to mind factories, capital, human
power, energy, logistics, marketing, money-capital markets
and other revenues. But in human power, training personnel
in proper skills after employment is often disregarded. In
reality, the training personnel is as necessary as in obtaining
the latest technology to catch developments and trends and
plays a key role in profits.

“Training isn’t an expense. It’s an investment,” says Dr.
Selami Erarslan, chairman of Grup Peryod Entegre Yonetim
Bilgi Sistemleri A.S. “For this reason, we have to seek the
highest profits, not cheap investments.” He gave the road
map on how companies should train their personnel to the
readers of MABIAD VISION.

Dr. Erarslan says that companies which believe in training
must appoint one or more individuals, according to the size
of the firm, to be responsible for training. The personnel
responsible for training should come under the human
resources division, but under certain circumstances be
under the general manager. He should control programs
before training begins to have the trainer adopt the changes
needed by the company. For training programs to be

successful, Dr. Erarslan says, the vision and perspective of the management is key and have the following:

o Meet the needs of top management or other employees.
o Personnel profile analysis.

o Performance evaluation

o Career planning

« Rotations of personnel

o Automation/Re-engineering

o Corporate culture or changes

o Quality Management Systems work
o On-the-job training

« Orientation programs

o Updated training
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I Dahiti ve Harici Egitimter

Belirlenen egitim ihtiyaglarinin dahili ve harici
olabilecegini belirten Dr. Selami Erarslan, su aciklamalar:
yapiyor: “Kurum icerisindeki bazi1 gorevlerdeki kisilerin
verecegi dahili egitimler s6z konusu ise hangi egitimi
kimin verecegi, egitim dokiimantasyonu, egitimin

siiresi, egitmenlerin yedekleri gibi konular1 géz éniinde
bulundurmak gerekir. Ayrica taslak bir biit¢e planlamasi
yapilarak, egitim alacak ve egitimi kurum i¢inden
verecek kisilerin siire maliyetleri veya egitim esnasindaki
dokiimantasyon, ikram vb. hususlar dikkate alinmalidir.

Harici egitimlerdeki siire¢ daha farkli ve uzun olacaktir.
Oncelikle taslak olarak bir biitce hazirlanmali ve yonetime
onaylatilmahdir. Egitim ihtiyaglarina gére farkli kurum
veya kisilerden teklifler alinarak, kalite anlaminda en
uygun alternatiflerin segilmesiyle net biitge olusturulmali
ve yonetimin onaylamasiyla birlikte egitim takvimi
hazirlanarak kurum igerisinde duyurulmalidir. Dahili
egitimler de bu takvimde olmalidir. Egitim takvimini
hazirlarken, kisilerin ayni veya muadili bir egitimi tekrar
almalar1 gibi bir durum olmamasi konusuna hassasiyet
gostermek gerekir”

. Katilimin Saglanmasi

Dr. Selami Erarslan, egitime
katilacak kisilerin de
takvimlerinin mutlaka
diizenlenmesi ve kigilerin
egitimlere katilmasi i¢in

gereken 6n hazirhigin

yapilmasi gerektigini

belirterek; “Ornek olarak,
Pazarlama Midiriiniin

asistan1 2 giinliik bir egitime
katildiginda, onun yerine kimin
vekalet edecegi netlestirilmeli bu
her katilimer i¢in

mutlaka yapilmalidir. Zira ne yazik ki siz biitiin
organizasyonu yapsaniz da en 6nemli boliim, egitim
almasi gereken kisilerin egitimlere mutlaka katilmasini
saglamaktir” diyor.

Dr. Erarslan, egitim sonrasi katilimei ve egitimcilerin,
onceden hazirlanmis olan degerlendirme formlarini
doldurmalar: gerektigine dikkat ¢ekerken, ayrica dahili
egitimlerde kurum tarafindan, harici egitimlerde

ise egitimi veren kisi veya kurumun hazirlayacagi
sertifikalarin verilmesinin altini giziyor. Dr. Erarslan,
katilimcilara sunulan sertifikalarin birer kopyalarinin
sirketin egitim departmani ve personel dosyalarinda
muhafaza edilmesi gerektigini ifade ederek su bilgiyi
veriyor:

“Harici egitim sonrasi katilan kisinin aldig: sertifika,
kendisine verilen egitim notlarinin bir kopyast ile anket
sonuglarinin birlikte dosyalanmasi ve egitim isleminin
sonuglandig1 anlamina gelir. Egitim takviminin 6 aylik
veya 1 seneyi kapsayacak sekilde hazirlanmasi ve her
egitim sonrasi yukaridaki hususlarin dikkate alinarak bir
sonraki yilin planlanmasi uygun olacaktir”

. Internal and External Training

According to the needs, internal and external training
programs can be given, Dr. Selami Erarslan, says and adds:
“If certain personnel within the organization are to give
training, who will give each program need to be chosen.
Training documents and training periods have to be
determined. Extra trainers should also be available. Should
the internal training take place, a plan and budget should
be established to determine the length individuals will give
the program, who will be trained and what these will cost
the company, including documentation and snacks offered
during the program.

External training programs are different and longer. First
a plan and budget must be estabilished and these have to
be approved by the management. Offers should be taken
from different organization or individuals, according to
the training needs, to chose the highest quality program
and prepare a budget. After these are approved, a training
calendar will be prepared and personnel will be notified.
Special care is required so that employees don’t take the
same or similar training programs of the past.

. Achieving Attendance
. Dr. Erarslan says those
who will participate
and the calendar must
be set and preparation
must go forward to get
full attendance. “As an
example.

If the marketing manager is to take
part in a two day training session, it must

be determined who will look after his job during his
absence. This must be done for every participant so that the
personnel that need to be trained are present throughout
the program,” he commented.

After the program has been completed, trainers should fill
out the evaluation forms, which were prepared in advance,
Dr. Erarslan says.

Participants of the training programs, whether internal or
external, should receive certificates prepared by the training
companies. One copy of each certificate needs to be kept in
the dossiers of each employee in the company’s personnel
department.

“After external training programs, copies of the certificate
and the evaluation documents given should be kept in the
files of that individual. This indicates that the training
program for that individual has been completed.

The training program calendars should be prepared for
six months to a year and after each program has been
completed, the above should be applied. These should be
taken into consideration whemn preparing next year’s
training program,” he remarked.





