Standard Operating Procedure (SOP)

Staff Scheduling, Training, and On-site Responsibilities

This SOP details the processes for staff scheduling, training, and on-site responsibilities to ensure effective
workforce management. It covers creating efficient staff schedules, organizing comprehensive training programs,
defining clear roles and duties during shifts, monitoring staff performance, and maintaining compliance with company
policies. The objective is to optimize productivity, enhance employee skills, and maintain a safe and organized work
environment.

1. Purpose

e Qutline standardized procedures for staff scheduling, training, and on-site responsibilities.
e Ensure efficient use of human resources and promote a professional, safe workplace.

2. Scope

¢ Allemployees involved in staff management, training, scheduling, and on-site operations.

3. Responsibilities

Role Responsibilities
M . Create schedules, organize training, assign duties, monitor performance, ensure
anager/Supervisor ;
compliance.
Training

Coordinator Develop and deliver training modules, maintain training records.

Staff Members Attend training, adhere to assigned schedules and duties, follow company policies.

4. Procedures
4.1 Staff Scheduling

e Assess staffing requirements based on workload, events, and seasonal demands.

¢ Develop staff schedules monthly (or as appropriate) to ensure adequate coverage.

e Consider employee availability, skills, and shift preferences where possible.

e Distribute schedules via company communication platforms at least one week prior to implementation.
e Address and resolve scheduling conflicts promptly.

4.2 Training Program

Conduct orientation for new hires covering company policies, safety, and job-specific tasks.
Offer ongoing training (e.g., quarterly refreshers, skill development workshops).

Maintain accurate records of all completed training sessions.

Evaluate training effectiveness through assessments or feedback forms.

4.3 On-site Responsibilities

Assign clear roles and tasks for each scheduled shift.

Ensure staff are aware of emergency procedures and safety protocols.
Conduct regular check-ins to monitor staff attendance and task completion.
Address performance or compliance issues according to company policy.

5. Documentation

e Maintain up-to-date schedules and attendance records.
e Store training records securely and review them regularly.
e Document and report any incidents, performance issues, or policy violations.



6. Compliance

e Ensure all procedures comply with company policies, labor laws, and health & safety regulations.
e Update SOP as necessary to reflect regulatory or organizational changes.

7. Review & Revision
e Review this SOP annually or whenever significant operational changes occur.

e Collect feedback from staff and supervisors to improve procedures.
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