SOP Template: Staff Training and Role Assignment
for Events

This SOP details the process for staff training and role assignment for events, including identifying training needs,
developing training materials, conducting training sessions, assigning specific roles and responsibilities, monitoring
performance, and providing ongoing support. The goal is to ensure all event staff are well-prepared, understand their
duties clearly, and contribute effectively to the successful execution of events.

1. Purpose

To establish a standardized process for training event staff and assigning roles to ensure event success, safety, and
cohesion.

2. Scope

This SOP applies to all staff involved in organizing and executing events under the organization.

3. Responsibilities

e Event Manager: Oversees the staff training and role assignment process.

¢ HR/Training Coordinator: Facilitates training needs assessment and delivery.
e Supervisors/Leads: Monitor performance and provide on-site support.

¢ All Event Staff: Attend training, understand roles, and execute assigned duties.

4. Procedure

1. Identify Training Needs
o Review event requirements and previous event feedback.
o Consult with department leads to assess gaps in skills or knowledge.
o Develop a list of essential skills and competencies required for the event.
2. Develop Training Materials
o Create or update handbooks, checklists, and presentation slides.
o Include event protocols, safety procedures, customer service standards, and emergency plans.
3. Conduct Training Sessions
o Schedule and communicate training sessions well in advance.
o Deliver the training using a mix of formats (in-person, online, practical drills).
o Assess staff comprehension with a brief quiz or interactive activity.
4. Assign Specific Roles and Responsibilities
o Match staff members' strengths and skills to appropriate roles.
o Provide each staff member with a written role description.
o Maintain a staff roster with assigned roles and contact information.
5. Monitor Performance
o Supervisors observe and support staff during the event.
o Provide active feedback and coaching if necessary.
6. Provide Ongoing Support
o Offer refresher trainings when needed.
o Collect and review feedback from staff after each event for process improvement.

5. Role Assignment Table (Sample)

Role Staff Name Responsibilities Contact

Event Coordinator ~ Jane Doe Oversee event logistics, manage staff jane.doe@email.com
Registration Desk  John Smith Check-in guests, assist with badges john.smith@email.com
AV Technician Mary White Setup and monitor audio/visual equipment mary.white@email.com
On-site Support Robert Brown  Direct guests, provide general assistance robert.borown@email.com

6. Documentation and Records



¢ Maintain attendance records for all training sessions.
¢ Archive training materials and updated role descriptions for future reference.
e Document performance feedback and improvement notes.

7. Review

This SOP should be reviewed annually or after each major event to incorporate lessons learned and improve
processes.
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