
SOP: Protocols for Engaging External Service
Technicians
This SOP details the protocols for engaging external service technicians, encompassing the selection criteria, verification
of qualifications, scheduling and communication procedures, safety and compliance requirements, confidentiality agreements,
on-site access and supervision guidelines, performance monitoring, and post-service evaluation. The objective is to ensure that
all external technicians are properly vetted, effectively coordinated, and managed to maintain operational efficiency and
workplace safety.

1. Selection Criteria

1. Identify service requirements and necessary expertise.
2. Review and shortlist vendors/technicians based on experience, reputation, and past performance.
3. Request references and verify business licenses and insurance coverage.
4. Ensure selection aligns with organizational standards and budget constraints.

2. Verification of Qualifications

1. Collect copies of technician certificates, licenses, and training records.
2. Verify credentials with issuing authorities if needed.
3. Assess technicians' familiarity with equipment or systems involved.

3. Scheduling & Communication

1. Coordinate mutually agreeable service dates and times.
2. Communicate work scope, site-specific requirements, and contact details to technician and relevant internal teams.
3. Document all communication for reference.

4. Safety and Compliance

1. Provide technicians with company safety policies and requirements prior to site arrival.
2. Ensure Personal Protective Equipment (PPE) and compliance with health, safety, and environmental (HSE) regulations.
3. Conduct a safety briefing or orientation upon arrival.

5. Confidentiality Agreements

1. Have external technicians sign NDAs or confidentiality agreements as required by company policy.
2. Ensure confidentiality clauses are included in all service contracts.

6. On-site Access and Supervision

1. Register technician upon arrival and verify identification.
2. Issue visitor passes and restrict access to approved areas only.
3. Assign an internal point of contact or supervisor to oversee work and provide assistance.

7. Performance Monitoring



1. Monitor technician performance during service against agreed standards and timelines.
2. Document any incidents, non-compliance, or outstanding work issues.

8. Post-Service Evaluation

1. Conduct a service debrief with internal stakeholders and the technician (if necessary).
2. Complete performance evaluation forms and record lessons learned.
3. Close out paperwork, including service reports, invoices, and feedback documentation.

Note: Deviations from this SOP must be documented and authorized by management. All records must be maintained for
audit purposes.


	SOP: Protocols for Engaging External Service Technicians
	1. Selection Criteria
	2. Verification of Qualifications
	3. Scheduling & Communication
	4. Safety and Compliance
	5. Confidentiality Agreements
	6. On-site Access and Supervision
	7. Performance Monitoring
	8. Post-Service Evaluation


