SOP: Job-Specific Skills Assessment and Certification

This SOP details the process for job-specific skills assessment and certification, including criteria for evaluating
employee competencies, standardized testing procedures, certification requirements, record-keeping protocols, and
periodic re-assessment to ensure continuous skill development and compliance with industry standards. The aim is to
validate and certify the proficiency of personnel in their designated roles to maintain high-quality performance and
workplace safety.

1. Purpose

To outline a standardized process for assessing, certifying, and maintaining records of employee job-specific skills in
order to ensure ongoing competency, compliance, and safety.

2. Scope

This SOP applies to all employees seeking certification for job-specific skills required in their designated roles within the
organization.

3. Responsibilities

¢ Supervisors/Managers: Initiate assessment requests, schedule evaluations, and ensure completion.

¢ HR/Training Department: Develop assessment tools, maintain records, issue certificates, and schedule re-
assessments.

¢ Employees: Participate in assessments and maintain up-to-date certification status.

¢ Assessors: Conduct assessments, document results, and provide feedback.

4. Procedure

1. ldentify Assessment Criteria
o Define job-specific competencies and performance standards.
o Develop assessment matrices based on job descriptions and industry standards.
2. Develop and Standardize Assessment Tools
o Design written, practical, and/or oral tests as applicable.
o Validate tools through pilot evaluations and feedback.
3. Schedule and Administer Assessments
o Notify candidates of assessment dates and requirements.
o Administer assessments under standardized conditions by qualified assessors.
4. Evaluation and Certification
o Score assessments following predefined rubrics.
o Certify employees who meet or exceed required benchmarks.
o lIssue official certificates valid for a specified period (e.g., 2 years).
5. Record-Keeping Protocol
o Maintain digital and/or physical records of assessment results and certifications.
o Ensure confidentiality and data protection as per legal requirements.
6. Re-Assessment
o Schedule periodic re-assessment (e.g., annually or biennially) per job/industry requirements.
o Monitor regulatory and industry changes to update competency standards as necessary.

5. Certification Requirements

Criteria Description
Minimum Score 80% or higher on standardized assessment
Practical Demonstration Successful completion of onsite task(s) as judged by assessor
Compliance Training Attendance and completion of required compliance modules
Re-assessment Period Every 2 years, or as industry standards dictate

6. Document Control



¢ All assessment materials and certification records must be version-controlled and stored securely.
¢ Review and update this SOP every 3 years or as required by policy changes.

7. References

¢ Relevant industry or regulatory competency standards
e Company Training and Development Policy
e Data Protection Guidelines
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