
SOP: Training and Competency Requirements for
Staff

1. Purpose

This SOP defines training and competency requirements for staff, focusing on identifying essential skills,
establishing training programs, assessing employee competencies, ongoing professional development, and
maintaining comprehensive training records. The goal is to ensure all staff possess the necessary knowledge and
abilities to perform their roles effectively and safely, promoting a competent and efficient workforce aligned with
organizational standards.

2. Scope

This SOP applies to all employees, contractors, and temporary staff within the organization.

3. Definitions

Competency: The combination of skills, knowledge, and experience required to perform a job effectively.
Training: The process of enhancing employees' skills and knowledge relevant to their job roles.
Professional Development: Ongoing learning and development activities undertaken by staff.

4. Responsibilities

Position/Role Responsibilities

Department
Managers

Identify training needs, ensure staff participation, evaluate competency, and approve training
records.

Human Resources Develop and coordinate training programs, maintain training records, and support managers.

Staff Participate in required training and competency assessments; maintain awareness of
competency requirements.

5. Procedure

1. Identification of Training & Competency Requirements
Managers analyze job roles to identify required skills and knowledge.
Consult regulatory requirements and organizational policies.

2. Development of Training Programs
HR develops training materials and schedules sessions.
Training may include orientation, job-specific instruction, safety, compliance, and soft skills.

3. Competency Assessment
Assessments include written tests, observations, interviews, or on-the-job evaluations.
Results are documented and reviewed by the manager.

4. Ongoing Professional Development
Encourage continuous learning via refresher courses, workshops, conferences, or external certifications.
Staff are responsible for pursuing ongoing development with manager support.

5. Training Records Management
All training and assessment activities are recorded in a central database or HR system.



Records are reviewed periodically for completeness and accuracy.

6. Documentation

Training Needs Analysis Form
Training Attendance Sheet
Competency Assessment Checklist
Training Record Log
Certificates of Completion

7. Review and Continuous Improvement

The effectiveness of training and competency programs shall be reviewed annually. Recommendations for
improvement must be documented and implemented as appropriate.

8. References

Company Training Policy
Regulatory and Compliance Requirements
Industry Best Practices

9. Revision History

Date Version Description Author

2024-06-01 1.0 Initial SOP template HR Department
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