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Language: ar
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Objective

:By the end of this training course, participants will be able to

.Understand the strategic role of SOPs in organisational success e

.Develop clear, concise, and compliant SOPs tailored to specific processes

Apply industry best practices for SOP review, approval, and version control

Integrate SOPs into digital platforms and training systems e

.Ensure ongoing compliance through effective auditing and updates

Audience
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Training Methodology
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Course Content & Outline

Section 1: Understanding SOPs

.Definition, purpose, and benefits of SOPs

.Regulatory and industry compliance considerations

.SOPs as a foundation for quality management systems

Section 2: SOP Design & Structure

.Components of an effective SOP

\Writing techniques for clarity and consistency

Visual aids, workflows, and formatting standards

Section 3: SOP Implementation & Integration

Approval processes and stakeholder involvement e



.Training employees on SOP use e

.Linking SOPs to digital tools, LMS, and knowledge bases e

Section 4: Monitoring, Auditing & Compliance

.SOP review schedules and triggers for updates e
.Auditing processes for compliance and effectiveness e

.Managing feedback and continuous improvement e

Section 5: Advanced Practices & Digital Transformation

.Digital SOP management systems and version control e
.Integrating SOPs into automation and Al-powered tools e

.Future trends in SOP design and governance e
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What Is a Standard Operating Procedure (SOP)? A Full Guide

Discover what a Standard Operating Procedure (SOP) is, why it matters, its benefits, and

.best practices to improve efficiency, compliance, and quality
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