Standard Operating Procedure (SOP): Regular Loss Prevention
Training and Awareness Sessions

This SOP details the implementation of regular loss prevention training and awareness sessions designed to educate enployees on
identifying, preventing, and responding to potential losses. The purpose is to enhance overall organizational security, reduce theft, minimize waste,
and promote a culture of vigilance and accountability. Sessions cover best practices, risk assessment techniques, incident reporting procedures,
and ongoing evaluation to ensure continuous improvemment in loss prevention efforts.

1. Purpose

To provide a structured framework for conducting regular training and awareness sessions related to loss prevention, thereby safeguarding
company assets and ensuring employee readiness to address loss-related incidents.

2. Scope

This SOP applies to all employees, supervisors, and managers within the organization.

3. Responsibilities

¢ Loss Prevention Manager: Oversees training curriculum, schedules, and tracks attendance and participation.
¢ Supervisors: Ensure all team memnbers attend scheduled sessions and implement learned practices in their areas.
¢ Employees: Participate actively in sessions and apply loss prevention practices daily.

4. Training Frequency

¢ New Employee Orientation: Loss prevention training included as part of onboarding,
¢ Ongoing: Quarterly refresher sessions for all staff.
¢ Ad-hoc: Additional sessions in response to incidents or emerging risks.

5. Training Content

Overview of organizational losses and their impact

Common types and sources of losses (theft, fraud, waste, etc.)
Best practices in loss prevention

Risk assessment techniques

Incident identification and reporting procedures

Case studies and scenario-based learning

Updates on procedures, threats, or tools

6. Session Delivery Methods

In-person seminars and discussions

Online courses and webinars

Interactive workshops or role-play scenarios

Printed and digital materials (handbooks, quick reference guides)

7. Attendance & Evaluation

Maintain attendance records for all sessions

Conduct post-training quizzes or feedback surveys to assess understanding
Supervisors review implementation during routine audits

Continuous improvement based on evaluation results and feedback

8. Incident Reporting
¢ Reinforce reporting protocols in every session

¢ Encourage prompt reporting of suspicious activity or losses
¢ Provide guidance on how to document and escalate incidents

9. Records and Documentation



e Maintain comprehensive records of all training sessions, attendance, and evaluation outcomes

¢ Review and update training materials at least annually
¢ Document improvements or changes based on audit and feedback findings

10. Continuous Improvement

Regularly review and enhance the training program based on emerging risks, industry best practices, and feedback from participants to ensure that
loss prevention efforts remain effective and up-to-date.

11. References

e Company loss prevention policy
¢ Incident reporting procedures
¢ Industry standards for security and loss prevention
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