SOP Template: Tutor Recruitment, Vetting, and
Training Protocols

This SOP details the tutor recruitment, vetting, and training protocols, encompassing the systematic process for
attracting qualified candidates, conducting thorough background checks and assessments, and providing comprehensive
training programs. It aims to ensure the selection of competent tutors who meet organizational standards and deliver high-
quality educational support, ultimately enhancing learner outcomes and maintaining institutional integrity.

1. Purpose

To outline clear procedures for the recruitment, vetting, and training of tutors to guarantee the highest standards of

educational support and institutional compliance.

2. Scope

This SOP applies to all personnel involved in the recruitment, selection, vetting, and training of tutors within the
organization.

3. Roles and Responsibilities

HR Department: Coordinates recruitment, manages applications, and oversees background checks.

Academic Department: Assesses candidates' subject-matter competence and pedagogical skills.

Training Coordinator: Develops and implements the tutor training curriculum.

Compliance Officer: Ensures adherence to legal and institutional standards during the vetting process.

4. Procedures

4.1 Tutor Recruitment

1. Publish job postings on appropriate platforms specifying qualifications and role requirements.
2. Accept and log applications; acknowledge receipt to all candidates.

3. Preliminary screening based on qualifications and experience.

4. Shortlist candidates for initial interview.

4.2 Vetting Process

Conduct first-round interviews focusing on instructional ability, subject expertise, and communication skills.
Administer subject-specific assessments or teaching demonstrations as required.

Verify references, educational qualifications, and work experiences.

Perform background checks (e.g., criminal, regulatory, ID verification) in compliance with legal standards.
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Document all vetting actions and decisions for audit purposes.

4.3 Tutor Training Program

1. Enroll successful candidates in the induction program.
2. Provide training modules covering:
o Teaching pedagogy and learning methodologies
o Institutional policies, code of conduct, and academic integrity



o Use of organizational platforms/tools
o Reporting procedures and documentation standards
3. Facilitate practical teaching workshops and peer observations.
4. Conduct final assessment (e.g., micro-teaching, written test).
5. Evaluate training outcomes and issue certification of completion where applicable.

5. Documentation and Record-Keeping

¢ Maintain secure records of recruitment, vetting, and training activities for each tutor.

e Ensure all documentation complies with data protection and privacy regulations.

6. Review and Continuous Improvement

¢ Regularly review and update protocols based on feedback, best practices, and regulatory changes.
¢ Solicit feedback from tutors and stakeholders to enhance processes.

7. Appendices

Document/Checklist Description
Recruitment Checklist Step-by-step record of actions taken during recruitment
Vetting Compliance Form Template for recording vetting process and verification checks
Training Attendance Log  Tracks participation and completion of training modules

Feedback Form Template for collecting feedback from tutors and evaluators
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