SOP Template: Change Management and Staff
Training Protocols

This SOP details the change management and staff training protocols, encompassing procedures for managing
organizational changes, assessing impact, communicating effectively, and ensuring employee engagement. It includes
guidelines for planning and implementing change initiatives, training needs analysis, developing training materials,
conducting training sessions, and evaluating training effectiveness to support smooth transitions and enhance staff
competence.

1. Purpose

To provide a standardized approach for managing organizational change and implementing effective staff training to
ensure seamless transitions and competency enhancement.

2. Scope

This SOP applies to all departments and staff involved in, or affected by, change management and training initiatives
within the organization.

3. Definitions

Term Definition

A structured approach for ensuring that changes are implemented smoothly and

Change Management successfully to achieve lasting benefits.

Training Needs

Analysis (TNA) The process of identifying gaps between current and required knowledge, skills, or abilities.

Change Initiative A project or set of activities designed to implement organizational change.

4. Responsibilities

Management: Approves and supports change initiatives and training programs.

Change Manager: Leads planning, implementation, and communication of change.

HR/Training Coordinator: Assesses training needs, coordinates, and evaluates training sessions.
Employees: Participate in change and training activities as required.

5. Change Management Protocol

1. Initiation
o Identify need for change (regulatory, process improvement, etc.).
o Document change proposal and objectives.
2. Impact Assessment
o Assess affected areas, stakeholders, risks, and resource requirements.
o Develop impact assessment report.
3. Planning
o Create change management plan, including timelines, resources, and communication strategy.
o Define success criteria and KPls.
4. Communication
o Notify all stakeholders of change rationale, benefits, and process via appropriate channels (emails,
meetings, intranet, etc.).
o Provide regular updates throughout implementation.
5. Implementation
o Execute change according to plan and monitor progress against KPIs.
6. Review & Feedback
o Collect and review feedback from stakeholders.
o Make adjustments if required and document lessons learned.



6. Staff Training Protocol

1. Training Needs Analysis
o Assess knowledge, skill, and competency gaps relevant to the change initiative.
2. Training Planning
o Define training objectives, topics, schedule, and attendee list.
3. Development of Training Materials
o Develop or update manuals, guides, presentations, and e-learning modules.
4. Training Delivery
o Conduct training sessions via appropriate formats (workshops, webinars, on-the-job training, etc.).
o Ensure attendance and participation is recorded.
5. Evaluation
o Collect participant feedback via surveys or interviews.
o Assess training effectiveness using tests or performance observation.
6. Continuous Improvement
o Utilize evaluation results to enhance future training and change initiatives.

7. Documentation

¢ All change management and training documents, including plans, materials, feedback, and assessments, must
be recorded and securely stored for audit and review purposes.

8. Review

e This SOP must be reviewed annually, or when significant changes occur, to maintain relevance and
effectiveness.



	SOP Template: Change Management and Staff Training Protocols
	1. Purpose
	2. Scope
	3. Definitions
	4. Responsibilities
	5. Change Management Protocol
	6. Staff Training Protocol
	7. Documentation
	8. Review


