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Agenda

1. Overview
2. Contract TM Training Requirements Request Form

3. Contractor Training Tracking Template

Mercedes-Benz Tracking of Contract TM Required Training Guide| HR/AIDT | revised March 5, 2021



Overview

1. Departments must track their contract TMs’ required training and ensure the refresher requirements
are also up to date.

* Contract TMs, for the purpose of tracking required training, are those TMs who work in a role
that could have an impact on the quality of the product. This does not include service providers
(e.g. employees working in areas such as the cafeteria, cleaning, Visitor’s Center, etc.)

2. The process for determining training requirements must be followed.
3. Tracking/documenting completed required training for contract TMs is required.

4. Use of the AIDT tracking tool is optional, if you have a tool that better fits your area’s needs.
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Contract TM Training Requirements (,Ly VorcodesBeny | Cortract Team Member Training
\ - S Requirements Request Form
Request Form & Process

Com ;:Ir-te this form to |j::nnf, reg ing for contract Team Member
a 58 Production and Warehouse T
S srr-urnn] Please list o
. . .. . same or similar typ uire: d (s)
50 epartment can populat tor training on the ¢ tra-t rTr ainin
Form must be used to identify training requirements for > your department can populate and rack contractor raining on the Contractor Tinhg
billtaylorinstitute com/forms. htm)

contract Team Members (except NAOS Production & fequestor:
- " Name: Phone # Email: ate:
Warehouse since the onsite NAOS HR TMs track those I
TMS’ training). f_'.'omm-r:rTeam Member Information: - - N
First Name: Last Name: Hire Date: Dept. | Team:
: : o I:ll:ll:ll:]
ThIS form IS |Ocated On the AlDT WebSIte FormS and Job Title: MBUSI Supervisor:  Contract Company: ork Email:

:I:I:Il:l

MBUSI Team Members:

Documents’ page at the Bill Taylor Institute.

First Name: Last Name: Peoplesoft 1D: Supervisor:

A link to the AIDT website is also available on the Daimler
Social Intranet on the MBUSI HR section.

Approval Signatures (Required):

Complete all areas of the form including up to three
MBUSI TMs working in same/similar role to match
training requirements.

Supervisor Name — Printed Supervisor Name - Signature

AIDT Use Only: Date Entered: Signature:

** Please fax signed form to AIDT at x2299 or send to aidt.forms.inbox@mercedes-benz.com**

Either fax or email (see form) form. After processing AIDT
will send the requestor the required training list including
refresher periods for MBUSI TMs listed on form.
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Complete All Areas of the Form — including up to three MBUSI TMs

Please note the following to help you find the PeopleSoft ID of the listed MBUSI TMs
* Supervisors have access to their TMs’ PeopleSoft (PS) IDs in the Kronos timekeeping system.

* If the PeopleSoft ID number (preferred) is not available to the requestor, please include the badge
number which is printed on the TM’s badge.
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Contract TM Training Requirements (1) Morcedesony  Comtract Team Member Training

\ Requirements Request Form

Re que St Form Com ;:Ir-te this form to |j::nnf, reg ing for contract Team Member ol
a 553 CK S ¥iS)

Production and Warehouse T
S srr-urnn] Please list o
same or similar typ

. o e . 50 epartment can populat ;cr—tralmn on the ( tra-t rTr urnn: -
* Match the required training list from AIDT to your w.m‘g,éi‘:i,,[,?:“fiﬁ‘:?; s Documents pageof e GA Taylr st websie (119

contractor and use the contract TM tracking template Requestor:

Name: Phone # Email: ate:
for listing your contractor’s required training and [N R E—E—

Contract Team Member Information:

Completed training. First Name: Last Name: Hire Date: Dept. | Team:
I:II:ISS

* A process has been established to ensure all changes to SEIN e e
P ” . . 5 :I:::I
MBUSI TMs training requirements are communicated so MBUS1 Team Mambers:

departments Can update the requirements for any First Name: Last Name: Peoplesoft 1D: Supervisor:
impacted contractors in their area.

Approval Signatures (Required):

* As new contractors join your department, please send
new forms to AIDT to receive the correct required
training list for the new contract TM.

Supervisor Name — Printed Supervisor Name - Signature

AIDT Use Only: Date Entered: Signature:

** Please fax signed form to AIDT at x2299 or send to aidt.forms.inbox@mercedes-benz.com**

* For any questions about the form or required training,
please contact Tara Anderson or Brittany Phillips.

[ Ay aidt
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AIDT Tracking Template for Contractor Training

The Tracking Template consists of five worksheets

1. Instructions

. Please review carefully and follow instructions to use template correctly.

2. NHO Courses

* This lists all required trainings in New Hire Orientation (NHO) which your contract TM must take. Information on
NHO course refresher requirements for everyone and how to complete the training is also included.

3. Contractor List

*  This worksheet is the “masterlist” where you should list all of the contract TMs working in your area. The last
column (Date NHO completed) is where you will record the final date that all NHO Courses (listed on the 2"

worksheet) has been completed for each contractor. Until this date is populated, the cell will be highlighted red to
indicate the contract TM is overdue.

| i [® H i 1 I 1k L 2 Hire Orientatior E
Ia 3| Tl 1 43 7 =1 L I 45 { .'-|l"'| S il
———— '
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AIDT Tracking Template for Contractor Training

4. Required Training List

. Use this worksheet (under the ‘Department Specific Training’” header) to list all course titles, course codes and
refresher periods provided to you by AIDT, except for the 4 already listed at the top of the form. These courses are
required for all TMs and are already listed.

List of Required Training Courses [excluding New Hire Orientation) ®

N, .
Ay aidt
Plant Wide Training - All TMs q I
Course Title Refresher Period

Globally Harmonized Systems

Prevention of Harassment (Refresher) | COMSHT/COMPHR |
RCRA | TECRCB
Product Safety SAEPST

Department Specific Training Use drOp down arrow at the

| N — | end of each line to select the
Please enter the course title and course code for training that is required for contractors in your . . .
department. refresher period, which will
be provided by AIDT.

Course Title r Course Code - Refresher Period

Hearing Conservation Refresher | COMHCR

* Next you will input the requirements for each of your contractors on the ‘Overview’ worksheet.
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AIDT Tracking Template for Contractor Training

5. Overview

. Use this worksheet to list and track all required training for all of your
contract TMs.

*  Enter contractor’s badge number and their name will fill automatically.

Select all required courses for each contractor from the course title drop
down on each line and the course code will fill automatically.

. Next enter the most recent course date and the refresher due date and
refresher status (red = overdue) will fill automatically. The contractor in
the example below only completed training in NHO and therefore has
overdue training.

Enter date training completed | Populates automatically | Populates automatically | Populates automatically

Most recent course date Refresher Due Date REFRESHER STATUS

Enter TM's badge number | Populates automatically | Populates automatically

Last Name First Name

Benz

Choose from drop-down Populates automatically

Course Title Course Code

Globally Harmonized Systems

Hearing Conservation Refresher COMHCR

To notify contract TM of required
training via email, use this link (only

11/15/2017 f15/2018 send e-n this TM
' ) / available if an email is entered on
ali send e-mail to this TM contractor list worksheet).
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