SOP: Staff Hiring, Onboarding, and Training
Guidelines

This SOP details staff hiring, onboarding, and training guidelines, encompassing recruitment procedures,
candidate selection criteria, employee orientation programs, initial and ongoing training protocols, and performance
evaluation methods. The objective is to ensure a consistent, efficient, and compliant process for hiring qualified
personnel, integrating them effectively into the organization, and equipping them with the necessary skills to excel in
their roles.

1. Purpose

To outline a standardized process for hiring, onboarding, and training that ensures all staff are qualified, informed, and
equipped to perform their duties efficiently and in compliance with organizational requirements.

2. Scope

This SOP applies to all new staff hires across all departments and divisions of the organization.

3. Responsibilities

HR Department: Oversees recruitment, onboarding, and training processes.

Hiring Managers: Define job requirements, participate in interviews, and evaluate candidates.
Supervisors: Support onboarding and coordinate ongoing training.

New Employees: Complete onboarding and training activities as required.

4. Recruitment Procedures

Job Analysis: Define job descriptions, essential skills, qualifications, and performance standards.
Job Posting: Advertise open positions internally and externally.
Application Collection: Receive and organize applications for review.
Screening: Review applications for minimum qualifications and shortlist candidates.
Interview Process:
o Conduct structured interviews (in-person, phone, or virtual).
o Assess technical skills, experience, and cultural fit.
Selection: Choose the top candidate(s) based on evaluation criteria.
Reference and Background Checks: Complete necessary checks prior to extending an offer.
8. Offer Letter: Send employment offer, including job description, compensation, and terms.

5. Candidate Selection Criteria

aobrwbd-=

No

¢ Relevant education and qualifications
¢ Professional experience and technical skills

¢ Alignment with organizational values

e Communication and interpersonal skills

¢ Demonstrated ability to meet job requirements

6. Employee Onboarding Program

1. Pre-boarding: Send welcome email and prepare workspace, equipment, and access credentials.
2. Orientation:
o Introduction to organization's mission, values, policies, and procedures.
o Completion of required HR paperwork and compliance forms.
o Tour of facilities and introductions to colleagues and teams.
3. Job-specific Onboarding:
o Review job responsibilities, expectations, and performance standards.
o Assign mentor or buddy for guidance during the initial period.
4. IT and Security Training: Setup email, software, and data access; complete required IT security training.

7. Initial and Ongoing Training Protocols



Type Overview
Job-specific Hands-on training on core job responsibilities, workflows, and
Training systems.
Compliance Review organizational policies, safety, confidentiality, and legal
Training requirements.

Workshops or e-learning for continuous improvement (technical

Skill Development and soft skills).

Performance

Feedback Regular feedback sessions and coaching for skill reinforcement.

8. Performance Evaluation Methods

Probationary reviews at 30, 60, and 90 days
Annual performance appraisals

Review of key performance indicators (KPIs) and achievement of goals

Frequency

Upon hire and as
needed

At onboarding and
annually

Quarterly or as
scheduled

Ongoing

o
[ ]
e Feedback from supervisors, peers, and subordinates (360-degree feedback as applicable)
°
[ ]

Documentation of opportunities for improvement and further training if required

9. Records and Documentation

¢ Maintain accurate records of all recruitment, onboarding, training, and performance activities in secure HR

management systems.
¢ Ensure compliance with organizational and legal data retention policies.

10. Review and Continuous Improvement

¢ Periodically review and update the SOP to ensure relevance and effectiveness.

¢ Solicit feedback from stakeholders involved in the hiring, onboarding, and training processes.

¢ Incorporate best practices and lessons learned into process improvements.



	SOP: Staff Hiring, Onboarding, and Training Guidelines
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Recruitment Procedures
	5. Candidate Selection Criteria
	6. Employee Onboarding Program
	7. Initial and Ongoing Training Protocols
	8. Performance Evaluation Methods
	9. Records and Documentation
	10. Review and Continuous Improvement


