Standard Operating Procedure (SOP): Ongoing
Professional Development and Certification
Maintenance

This SOP details the process for ongoing professional development and certification maintenance, including
continuous learning requirements, tracking educational achievements, scheduling training sessions, updating
certifications, evaluating competency, and ensuring compliance with industry standards. The goal is to support employee
growth, maintain professional qualifications, and uphold organizational excellence through structured development and
certification renewal practices.

1. Purpose

To provide a standardized approach for managing employee professional development, monitoring ongoing certification
status, and facilitating continuous education to ensure compliance with regulatory and organizational requirements.

2. Scope

This SOP applies to all employees required to maintain professional certifications as part of their job function and to
supervisors responsible for supporting ongoing developmental activities.

3. Responsibilities

e Employees: Participate in required training, maintain certification records, and proactively communicate
certification status.

e Supervisors/Managers: Monitor staff compliance, approve development plans, schedule training, and facilitate
renewal processes.

¢ HR/Training Department: Track education activities, update certification database, and notify employees of
upcoming renewals.

4. Procedure

1. Continuous Learning Requirements
o |dentify mandatory and optional educational activities relevant to each role.
o Establish annual development targets (e.g., education hours, required courses, seminars).

2. Tracking Educational Achievements
o Employees upload evidence of completed training/courses (certificates, transcripts) to HRIS/learning
management system (LMS).
o HR/Training reviews submissions monthly for completeness and relevance.

3. Scheduling Training Sessions
o HR/Managers communicate upcoming training opportunities via email and internal calendar.
o Employees register for sessions and confirm attendance within the LMS.

4. Updating Certifications
o HR/Training maintains a master certification log, noting expiration/renewal dates.
o Automated reminders are sent 60 and 30 days before certificate expiry.
o Employees complete renewal requirements (courses, exams, CE credits) as needed.

5. Evaluating Competency
o Supervisors conduct annual performance and competency reviews, referencing completed development
activities.
o Deficiencies or expired certifications are addressed in development planning.

6. Ensuring Industry Compliance

o Certification and training records are audited annually for regulatory compliance.
o Any gaps identified are documented, with corrective actions assigned and tracked to resolution.

5. Documentation and Records



Document/Record

Responsible Party Retention Period
Training Completion Records HR/Training 5 years
Certification Database HR Active + 2 years
Development Plans Managers Duration of Employment
Competency Review Forms Managers 3 years

6. Review and Revision

This SOP will be reviewed annually by the HR department or upon significant regulatory or internal process changes.

7. Related Documents

e Employee Handbook
e Continuing Education Policy
e Performance Appraisal SOP

8. Appendix

o Sample Certification Tracking Table
Employee Name Certification Issue Date Expiration Date Status

Jane Smith PMP 01-Jan-2023 31-Dec-2025 Active

John Doe CISSP 15-May-2022 15-May-2025 Renewal Required
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