Standard Operating Procedure (SOP): Review and
Update of Training and Development Programs

This SOP details the systematic process for the review and update of training and development programs, ensuring
continuous improvement and relevance. The aim is to maintain high-quality, up-to-date training that enhances employee
competencies and supports organizational growth.

1. Purpose

To establish a standardized procedure for regularly reviewing and updating training and development programs in order to
improve effectiveness, address skill gaps, incorporate industry best practices, and meet organizational objectives.

2. Scope

This procedure applies to all training and development programs provided by the organization to its employees.

3. Responsibilities

Role Responsibilities
HR Manager /L&D Lead Oversee SOP implementation, review feedback, approve updates
Trainers / Program Owners Deliver training, collect feedback, propose improvements
Employees Participate in training, provide feedback
Stakeholders Offer input on program relevance and effectiveness

4. Procedure

1. Assessment of Current Programs
o Review existing training materials, attendance data, and completion rates.
o Evaluate program objectives against current organizational goals.
2. Effectiveness Evaluation
o Collect quantitative and qualitative feedback from training participants.
o Assess post-training performance indicators (e.g., assessments, job performance).
3. Identification of Skill Gaps
o Analyze performance appraisals, surveys, and competency assessments.
o Consult with supervisors and department heads to understand emerging needs.
4. Incorporation of New Standards/Technologies
o Research and integrate relevant industry standards, regulations, and technologies.
o Benchmark against industry best practices and competitor programs.
5. Feedback Collection
o Conduct surveys, interviews, or focus groups with participants and stakeholders.
o Document suggestions for improvement and areas of concern.
6. Revision of Content and Methods
o Update training materials, modules, delivery methods, and resources.
o Ensure content reflects latest trends, technologies, and compliance requirements.
7. Scheduling of Program Reviews
o Setan annual or bi-annual review cycle for all programs.
o Schedule ad-hoc reviews in response to significant changes or feedback.
8. Approval and Implementation
o Submit revised training programs for management review and approval.
o Communicate updates to all stakeholders and provide necessary support for implementation.
9. Documentation and Recordkeeping
o Maintain detailed records of all reviews, updates, feedback, and approvals.

5. Documentation

e Training program review reports
¢ Feedback forms/survey results
¢ Revised training materials



e Approval records
e Review schedules

6. Review and Revision

This SOP is to be reviewed annually or as required following organizational or regulatory changes. All revisions must be
approved by the HR Manager or designated authority.

7. Approval

Name Title Date Signature
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