Standard Operating Procedure

Ongoing Professional Development Planning

This SOP details the process for ongoing professional development planning, including identifying individual and
organizational learning needs, setting achievable development goals, selecting appropriate training methods and
resources, scheduling and tracking progress, and evaluating the effectiveness of development activities. The purpose is
to foster continuous skill enhancement, knowledge growth, and career advancement to improve overall professional
performance and organizational success.

1. Purpose

To outline procedures that ensure continuous professional development for staff, enhancing skills, knowledge, and
organizational competitiveness.

2. Scope

This SOP applies to all employees and management involved in the professional development program.

3. Responsibilities

¢ Employees: Participate in assessments, provide input on needs, engage in development activities, and track
progress.

¢ Supervisors/Managers: Support identification of needs, set goals with employees, review progress, and provide
necessary resources.

¢ HR/Training Department: Facilitate processes, maintain records, and assess program effectiveness.

4. Procedure

1. Identify Learning Needs
o Conduct regular performance reviews and skills gap assessments.
o Gather input from staff, supervisors, and organizational goals.
2. Set Development Goals
o Establish SMART (Specific, Measurable, Achievable, Relevant, Time-bound) goals for individuals and teams.
o Align goals with career aspirations and organizational objectives.
3. Select Training Methods & Resources
o Choose suitable learning formats (workshops, e-learning, coaching, conferences, job rotation, etc.).
o Allocate necessary resources and budget.
4. Schedule Development Activities
o Create annual or semi-annual development calendars.
o Ensure activities fit within work schedules and minimize disruption.
5. Track Progress
o Maintain records of participation, completion, and milestones.
o Supervisors/managers conduct periodic check-ins and provide feedback.
6. Evaluate Effectiveness
o Collect feedback from participants and supervisors.
o Assess impact on job performance and achievement of development goals.
o Revise planning process as needed based on outcomes.

5. Documentation & Records

Individual development plans (IDPs)
Participation and completion records
Evaluation forms and feedback
Annual development summary report

6. Review & Continuous Improvement

This SOP and the professional development process will be reviewed annually to ensure effectiveness, alignment with
organizational strategy, and compliance with best practices.



7. References

¢ Organization's HR and Training Policy
e Performance Management Framework
¢ Relevant industry standards
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