Standard Operating Procedure (SOP)

Staff Training and Competency Assessment Procedures

This SOP establishes staff training and competency assessment procedures to ensure all employees possess
the necessary skills and knowledge for their roles. It covers the identification of training needs, development of training
programs, delivery methods, assessment criteria, and regular competency evaluations. The objective is to maintain
high performance standards, promote continuous professional development, and ensure compliance with industry
regulations and organizational policies.

1. Purpose

To outline the procedures for staff training and competency assessments, ensuring employees are qualified and
compliant with relevant standards.

2. Scope
This SOP applies to all staff members and departments within the organization.
3. Responsibilities

¢ HR Department: Coordinate training programs, maintain records, and schedule competency assessments.
¢ Managers/Supervisors: Identify individual and departmental training needs and monitor progress.

¢ Employees: Participate in assigned trainings and assessments, communicate any additional needs.

¢ Trainers: Design, deliver, and evaluate training programs and materials.

4. Procedure

1. ldentification of Training Needs
o Conduct annual competency reviews and needs assessments.
o Use performance appraisals, regulatory requirements, and feedback to identify gaps.

2. Development of Training Programs
o Design programs addressing identified needs, including compliance, technical, and soft skills training.
o Update training materials regularly to reflect changes in policies or regulations.

3. Delivery of Training
o Utilize a variety of methods, such as classroom, online modules, workshops, and on-the-job training.
o Record attendance and completion of all mandatory trainings.

4. Competency Assessment
o Define clear assessment criteria for each role and training module.
o Evaluate through written tests, practical demonstrations, and observation.

5. Regular Evaluation and Continuous Improvement
o Schedule periodic competency assessments (e.g., annually or as required by regulations).
o Adjust training content and delivery based on assessment outcomes and feedback.
5. Documentation

¢ Maintain records of training completion, assessment results, and certificates.
e Store documentationin a secure, accessible location for audits and regulatory reviews.

6. Review

This SOP shall be reviewed annually and updated as necessary to reflect changes in organizational structure, roles, or
regulatory requirements.

7. References

¢ Industry standards and regulatory guidelines relevant to the organization.
e Company policies on training and professional development.

8. Appendix



Record Responsibility Retention Period

Training Attendance Sheets HR/Managers 5 years
Competency Assessment Results HR/Managers 5 years or as required by regulation

Training Materials Trainers As long as current
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