SOP: Employee Orientation and Training Procedures

This SOP details employee orientation and training procedures designed to ensure new hires understand company
policies, job responsibilities, workplace safety, and organizational culture. It covers the onboarding process, training
program development, delivery methods, evaluation of training effectiveness, and continuous skills development to
enhance employee performance and integration into the team.

1. Purpose

To establish standardized procedures for the orientation and training of new employees, ensuring successful onboarding,
compliance, and skills development.

2. Scope

This procedure applies to all new hires, HR personnel, managers, and trainers within the organization.

3. Responsibilities

HR Department: Oversee orientation and maintain records.

Supervisors/Managers: Support departmental onboarding and monitor training progress.
Trainers: Design and deliver training content.

Employees: Participate in orientation and training programs.

4. Procedure

1. Pre-Onboarding Preparation
o Prepare required documents and access credentials.
o Assign onboarding buddy/mentor if applicable.
o Set up new hire workspace and tools.
2. Employee Orientation
o Welcome message/introduction to the organization.
Presentation on company structure, mission, and values.
Review of employee handbook and workplace policies.
Explanation of job responsibilities and expectations.
Overview of benefits and administrative procedures.
Tour of facility and emergency exits.
3. Training Program Development
o Identify required skills and compliance training for the position.
o Develop training materials (manuals, guides, e-learning, etc.).
o Create individualized training plans and timelines.
4. Training Delivery
o Facilitate training sessions via in-person, online, or blended methods.
o Utilize job shadowing, workshops, and hands-on practice where applicable.
o Document completion of required training modules.
5. Evaluation of Training Effectiveness
o Assess knowledge and skills via quizzes, practical tests, or observation.
o Obtain participant feedback through surveys or interviews.
o Revise and improve training materials based on outcomes.
6. Continuous Skills Development
o Identify ongoing training needs during performance appraisals.
o Provide access to further professional development opportunities.
o Encourage cross-training and knowledge sharing within teams.
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5. Documentation

Orientation attendance sheets
Completed training checklists
Training evaluation records
Employee feedback forms

6. Review and Update

This SOP is to be reviewed annually by the HR department and updated as necessary to maintain compliance and



address organizational changes.

7. References

e Employee Handbook
e HR Policy Manual
e Health and Safety Regulations
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