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The purpose of this SOP is to provide a clear and consistent process for creating a training calendar for the organization. The training calendar will ensure that all employees receive the necessary training to perform their job duties effectively and efficiently.

Introduction: 
This SOP applies to all employees involved in the creation and maintenance of the training calendar. The training calendar will be used to schedule and plan training sessions for all employees, as well as track their completion.

Scope: 
This SOP applies to the HR department and all employees of the organization. It covers the preparation and maintenance of the training calendar, including identifying training needs, scheduling training sessions, and communicating training opportunities to employees.

Definitions:
· Training: refers to any form of instruction or education provided to employees to help them perform their job duties.
· Training calendar: a schedule of all planned training sessions, including dates, times, and locations.

Responsibilities:
· HR department: responsible for creating and maintaining the training calendar, as well as coordinating with managers and trainers to schedule training sessions.
· Managers: responsible for identifying training needs for their teams and communicating them to HR.
· Employees: responsible for attending the scheduled training sessions and completing any necessary follow-up tasks or assignments.

Best practices:
· Schedule training at a time that is convenient for the majority of employee
· Allow sufficient lead time for employees to schedule and plan for training
· Provide a variety of training options, including in-person, virtual, and self-paced options
· Make the training calendar accessible to all employees
· Regularly review and update the training calendar

Steps:
· Identify training needs: HR will work with managers to identify the training needs of employees and create a list of required training sessions.
· Schedule training: HR will coordinate with trainers and managers to schedule training sessions and create the training calendar.
· Communicate the training calendar: HR will make the training calendar available to all employees, either through email or by posting it on the company intranet.
· Attend training: Employees are required to attend all scheduled training sessions and complete any necessary follow-up tasks or assignments.
· Review and update the training calendar: HR will regularly review the training calendar and update it as necessary to ensure that all employees receive the training they need.

Risks:
· Failure to identify training needs: if the training needs of employees are not identified, they may not receive the training they need to perform their job duties effectively.
· Scheduling conflicts: employees may have scheduling conflicts that prevent them from attending training sessions.
· Lack of participation: employees may not attend training sessions or may not take them seriously, which can negatively impact their performance.
· Insufficient resources: if sufficient resources are not allocated for training, employees may not receive the training they need in a timely manner.
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