Standard Operating Procedure (SOP)

Education and Training Requirements for Staff and Students

This SOP details the education and training requirements for staff and students, encompassing necessary
qualifications, mandatory training programs, continuous professional development, compliance with regulatory
standards, assessment and certification processes, and monitoring of training effectiveness. The goal is to ensure all
personnel and students possess the essential knowledge and skills to perform their roles safely and competently while

fostering an environment of continuous learning and development.

1. Purpose

To establish standardized procedures for verifying, delivering, documenting, and monitoring the education and training
requirements for all staff and students within the organization.

2. Scope

This SOP applies to all current and prospective staff and students engaged within the organization, including part-time,

temporary, and contract personnel.

3. Responsibilities

e Supervisors/Managers: Ensure team compliance with training requirements; coordinate access to
required training.

¢ Human Resources/Training Coordinators: Maintain records; organize and track training programs; verify
qualifications.

o Staff and Students: Participate in required training; provide documentation; pursue continuous
professional development.

4. Education and Qualifications

1. Verification: All staff and students must submit documentation of relevant educational qualifications prior to
appointment or enroliment.

2. Minimum Standards: The organization will set minimum qualification standards for each role/position.
Exceptions require documented justification and approval.

5. Mandatory Training Programs

1. All new staff and students must complete induction/orientation covering:

o

Health and safety protocols

[e]

Organization-specific policies and procedures

[e]

Confidentiality and data protection

o

Role-specific requirements
2. Job-specific or regulatory training must be completed prior to undertaking relevant duties.

6. Ongoing Training and Professional Development

1. Continuous professional development (CPD) activities shall be provided and encouraged, including
workshops, seminars, e-learning, and conferences.

2. All staff and students must fulfill annual training refreshers as per compliance requirements.



7. Compliance with Regulatory and Accreditation Standards

1. All training programs must comply with applicable laws, regulations, and accreditation standards.
2. Changes in requirements must be promptly reflected in training content and procedures.

8. Assessment, Certification, and Documentation

1. Completion of training programs shall be assessed through tests, practical demonstrations, or certification
as appropriate.
2. Certificates and other proof of completion must be retained in personnel/student files.

3. Training records must be kept up-to-date and accessible for audits.

9. Monitoring and Review of Training Effectiveness

1. Training feedback will be collected from participants and supervisors.
2. Effectiveness will be evaluated based on outcomes, incident rates, and periodic reviews.
3. Training programs will be reviewed annually and updated as necessary.

10. Non-Compliance

Non-compliance with education and training requirements may result in disciplinary action, suspension of duties, or
exclusion from activities until requirements are met.

11. References

e Relevant regulatory guidelines (list as applicable)
¢ Internal Policies and Procedures
e Accreditation requirements

12. Revision History

Version Date Description | Approved by

1.0 2024-06-10 | Initial creation | [Name/Position]
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