Standard Operating Procedure (SOP): Training
Session Delivery Standards and Facilitation Methods

This SOP defines the training session delivery standards and facilitation methods to ensure effective learning
outcomes. It covers the preparation of training materials, engagement techniques, communication strategies, use of
multimedia tools, participant involvement, feedback collection, and assessment methods. The objective is to maintain
consistency, clarity, and interaction during training sessions, fostering an environment conducive to knowledge
retention and skill development.

| 1. Scope

This SOP applies to all trainers and facilitators responsible for the delivery of training sessions within the organization.

| 2. Responsibilities
¢ Trainers/Facilitators: Deliver training as per standards, ensure participant engagement, collect feedback, and

report completion.
¢ Training Coordinator: Oversee training delivery, review feedback, and implement improvements.

| 3. Procedure

3.1 Preparation of Training Materials

¢ Develop clear, concise, and structured training materials aligned with learning objectives.
¢ Include varied content types (presentations, handouts, reference guides).
¢ Review and update materials for accuracy and relevance prior to each session.

3.2 Engagement and Facilitation Techniques

¢ Incorporate icebreakers, group discussions, and collaborative activities.
e Encourage active participation through Q&A, polls, and real-life scenarios.
¢ Adapt facilitation style to participant needs and session objectives.

3.3 Communication Standards

e Communicate clearly and at an appropriate pace.
e Confirm understanding by checking in regularly with participants.
¢ Ensure a respectful and inclusive environment for all attendees.

3.4 Use of Multimedia Tools

o Utilize slides, videos, audio clips, and digital whiteboards where appropriate.
e Ensure all media is tested and functional before the session.
¢ Comply with accessibility standards for all participants.

3.5 Participant Involvement

¢ Facilitate opportunities for questions and dialogue.
e Assignroles or tasks during group work to enhance engagement.
¢ Monitor and encourage quieter participants to contribute.

3.6 Feedback Collection

¢ Distribute standardized feedback forms or digital surveys post-session.
e Encourage honest, constructive feedback on content, delivery, and materials.
e Collate and review feedback for continuous improvement.

3.7 Assessment Methods

¢ Incorporate quizzes, practical exercises, or knowledge checks as appropriate.
¢ Evaluate participant performance against learning objectives.
e Document results and provide feedback to participants.



| 4. Documentation and Record-Keeping

e Maintain records of participant attendance, assessment resdults, and feedback.
e Store updated training materials and session plans in an accessible repository.

| 5. Review and Continuous Improvement

e Conduct regular reviews of training sessions based on participant feedback and facilitator reflection.
¢ Update the SOP and training materials annually, or when significant content changes occur.

Step Responsible Party Expected Outcome
Prepare training materials Trainer/Facilitator Up-to-date, objective-aligned materials
Facilitate training session Trainer/Facilitator Participant engagement and knowledge transfer
Collect and document feedback Trainer/Facilitator Feedback for improvement
Review and update Trainer/Training . - .
materials/SOP Coordinator Continuous enhancement of training delivery

| 6. References
¢ Organizational Training Policy

¢ Participant Feedback Guidelines
¢ Accessibility Standards for Learning

| 7. Revision History

Version Date Description Author

1.0 2024-06-13 Initial Draft Training Department
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