SOP Template: Assessment and Competency
Evaluation Procedures

This SOP details the assessment and competency evaluation procedures, covering the systematic methods for
evaluating skills, knowledge, and performance of individuals. It includes planning assessments, selecting appropriate
evaluation tools, conducting fair and consistent testing, recording results, providing feedback, and ensuring continuous
improvement. The goal is to maintain high standards of competency, support professional development, and ensure
compliance with industry requirements.

1. Purpose

To outline standardized procedures for assessing and evaluating the competency of individuals to ensure ongoing
compliance, skill development, and organizational excellence.

2. Scope

This procedure applies to all team members involved in roles where competency assessments are required, as well as
managers and assessors responsible for conducting evaluations.

3. Responsibilities

¢ Supervisors/Managers: Plan and coordinate assessments, select tools, review results, and provide feedback.
¢ Assessors: Conduct assessments objectively and consistently.

Employees: Participate honestly and constructively in assessments.

HR/QA: Maintain records and oversee the competency evaluation process.

4. Procedure

1. Assessment Planning
o Identify the competencies to be evaluated based on job roles and industry requirements.
o Develop an assessment schedule and communicate it to relevant parties.
2. Selection of Evaluation Tools
o Choose appropriate tools such as written tests, practical demonstrations, interviews, or e-learning
modules.
o Ensure tools are valid, reliable, and aligned with assessment objectives.
3. Conducting Assessments
o Administer assessments in a consistent and unbiased manner.
o Provide clear instructions and allow sufficient time for completion.
o Ensure all participants understand the purpose, process, and criteria.
4. Evaluation and Recording Results
o Assess responses/performance using predefined criteria or rubrics.
o Record results in the designated system or logbook promptly and accurately.
5. Feedback and Improvement
o Provide individual feedback on strengths and areas for improvement.
o Document action plans for further development if required.
o Review competency trends and adjust training or assessment approaches as necessary.
6. Review and Continuous Improvement
o Periodically review assessment outcomes and procedures for effectiveness.
o Update the evaluation process based on feedback, regulatory changes, or best practices.



5. Documentation and Records

¢ Maintain all assessment records, feedback forms, and improvement plans securely for reference and audits.
¢ Ensure confidentiality of assessment data at all times.

6. References
¢ Industry regulations and compliance standards

e Company training and competency frameworks
e Relevant SOPs and HR policies

7. Revision History

Version Date Description Approved By

1.0 2024-06-18 Initial SOP release HR Manager
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