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Policy: The purpose of this policy is to provide guidance on Core Lab’s commitment 

and expectations related to training and development. Especially in helping 
employees understand their role in seeking learning opportunities that will 
maximize their own potential and fulfillment within their jobs.  

 

 
I. SCOPE 

This policy is applicable to all departments, all Business Units and all employees of 
Core Laboratories. 
 

II. DEFINITIONS 
A. Development Plan – serves as an employee’s personal guide and detailed action 

steps to achieving goals, building capabilities, and maximizing career 
opportunities. Employees utilize the Development Plan module in the Talent 
Management System (TMS) to create their Development Plans.  

B. Online Learning - is defined as learning content that is electronically delivered via 
the internet, inside or outside a classroom environment. Core Lab offers an array 
of online learning opportunities through the TMS.  

C. A “Withdrawal” refers to an employee who can no longer attend an instructor-led 
course he/she is registered to attend and who removes himself/herself from the 
course registration list via the TMS. 

D. A “No Show” is an employee who has registered to participate in an instructor-led 
course, but who does not show up for the first day of the course session for which 
he/she has registered.  

E. A “Session” refers to an individual offering of a course.  
F. “Withdraw deadline” refers to the last possible date on which an employee can 

withdraw from a session without incurring a charge for costs associated with the 
course. The withdraw deadline is typically 2-3 weeks prior to the start of the 
course.  The actual withdraw date is posted in the detail section of every 
instructor-led session listed on the Course Catalog in the TMS.  

 
III. PROCEDURES 

A. Commitment and Expectations 
Core Lab is committed to the development of employee skill, expertise, and ability 
in support of its business strategies and operational plans. Additionally, Core Lab 



encourages employees to seek learning opportunities that will maximize their own 
potential and fulfillment within their current or future jobs. To facilitate this, Core 
Lab aims to ensure that: 
a. Each employee has the opportunity to put in place a development plan at the 

start of every performance cycle to cover and support the forthcoming 12 
month period. 

b. Managers have the ability to recommend specific educational courses as a 
performance improvement activity or as part of an employee’s development 
plan. 

c. Employees have the ability to request participation in specific job related 
training or activities as part of the employee’s development plan.  

d. Time spent away from work with manager approval for training, will be 
compensated in accordance with local pay practices and laws.  

 
B. Responsibilities 

a. Management: Managers play a key role in the training and development of 
employees. It is their responsibility to evaluate available training and 
development activities regarding business and individual needs, assist each 
employee in planning his/her development, encourage attendance, and follow 
up on the subsequent progress.  

b. Employee: The success of any development process is highly dependent on 
the individual employee. Individuals must be personally committed to their 
own growth by putting effort into learning, practicing and mastering skills and 
knowledge during and after the training and development activities.  

 
C. Mandatory Training 

a. New Hires - All new employees will undergo a Company orientation that 
includes, but is not limited to: 

 Company Culture and History 

 Code of Business Conduct and Ethics, 

 Safety 

 Terms and conditions of employment, 

 Job & work location details 
b. Current Employees – Core Lab requires all employees complete 

mandatory Compliance trainings, such as, but not limited to: 

 Ethics 

 Cybersecurity 

 Safety 

 Harassment  
c. New and Current Employees will be expected to complete their assigned 

training on or before specified due dates and should be accomplished 
during the employee’s scheduled work hours.   

 
D. Online Learning 

a. As part of Core Lab’s blended learning experience, an online learning platform 
has been made available to all employees via the TMS to provide the ability 
to access online learning solutions.  



b. Hourly Employees 
• Hourly employees must complete mandatory online learning during 

their normally scheduled work hours and will not be awarded any 
additional compensation.  

• If an hourly employee cannot complete mandatory online learning 
during normally scheduled work hours, the employee must seek 
approval from their manager, in advance of completing the online 
learning, to complete the online learning outside of the normally 
scheduled work hours.  

 If approved to complete online learning outside of the normally 
scheduled work hours, hourly employees will be compensated for a 
reasonable amount of time, not to exceed that which is indicated in the 
online learning course description.  

 
E. Withdrawals and No Shows 

a. Costs vary per session depending on the location where the session is being 
offered and could include, but are not limited to: 

 Printed materials such as workbooks and/or job aids 

 Digital components and/or licenses 

 Assessments, tests, or inventories performed or provided by external 
vendors 

 Visual aids 

 Meals and/or refreshments 

 Shipping 

 Room rental 

 External facilitator 
b. If an employee withdraws from a session after the withdraw deadline, the 

withdrawn employee’s crew code will be charged for costs associated with 
the course, and will not receive any course materials until he/she has 
attended the course.     

c. If an employee is counted as a No Show the morning of the session, the 
employee’s crew code will be charged for costs associated with the course 
and will not receive any course materials until he has attended the course.  

 


