Standard Operating Procedure (SOP)

Training and Competency Assessment for Laboratory Personnel

This SOP details the process for training and competency assessment for laboratory personnel, covering the
identification of training needs, development of training programs, implementation of practical and theoretical training
sessions, evaluation of skills and knowledge, periodic competency assessments, documentation and record-keeping,
and continuous improvement strategies. The goal is to ensure all laboratory staff possess the necessary expertise and
qualifications to perform their duties accurately and safely, maintaining high standards of laboratory practice and
compliance.

1. Purpose

To specify procedures for the training and competency assessment of laboratory personnel to ensure proficiency in
laboratory tasks, compliance with regulations, and adherence to safety and quality standards.

2. Scope

This SOP applies to all laboratory personnel, including new employees, trainees, interns, and existing staff requiring re-
assessment.

3. Responsibilities

¢ Laboratory Manager/Supervisor: Oversees training and assessment programs, maintains documentation, and
reviews competency results.

¢ Trainers/Assessors: Deliver training, conduct assessments, and provide feedback.

¢ Personnel: Attend required training and demonstrate competency.

4. Procedure

4.1 ldentification of Training Needs
¢ Review job descriptions and required competencies for each role.
¢ |dentify regulatory, safety, and technical training requirements.
¢ Conduct gap analysis through performance reviews or audits.

4.2 Development of Training Programs

¢ Prepare theoretical and practical modules for laboratory methods, equipment, safety, and SOPs.
¢ Develop training materials, manuals, and checklists tailored to specific tasks.

4.3 Implementation of Training

e Schedule initial and ongoing training sessions (classroom, online, hands-on).
¢ Record participant attendance and topics covered.
¢ Provide access to resources and support during and after training.

4.4 Competency Assessment

Evaluate theoretical knowledge using written or digital tests.

Assess practical skills through observations, simulation, or proficiency testing.
Score assessments using predefined criteria and document results.

Provide feedback and remedial training if necessary.

4.5 Periodic Reassessment
¢ Conduct competency assessments at least annually, or as required by regulatory bodies or after significant SOP
changes.
¢ Immediately reassess personnel when performance concerns or procedural changes arise.

4.6 Documentation and Record Keeping

¢ Maintain records of training attendance, assessment scores, and evidence of competency for each staff member.
e Store documentation securely in compliance with regulatory requirements and organizational policies.



4.7 Continuous Improvement

¢ Solicit feedback from trainees to identify areas for improvement in training materials and delivery.
e Regularly review and update training content to reflect best practices and regulatory updates.
¢ Monitor trends in assessment outcomes to adjust training programs as needed.

5. References

¢ Laboratory Safety Manual

¢ Relevant regulatory standards and accreditations (e.g., ISO 15189, CLIA, CAP)

¢ Job Descriptions and Competency Matrices

6. Documentation and Records

Document/Record Location/Storage
Training Attendance Sheets Training File (Physical or Electronic)
Training Materials Training Resource Library
Assessment Results Personnel Files

7. Revision History

Version Date Details

1.0 Initial Issue

Retention Period
5 Years
As Updated

Employment Duration + 5 Years
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