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1. Purpose

The purpose of this Standard Operating Procedure (SOP) is to establish a controlled, compliant, and
auditable process for the training, qualification, and ongoing competency of personnel performing GDP-
impacting activities within SIR LANCELLOT LOGISTICS. This SOP ensures that all applicable staff are
adequately trained prior to performing unsupervised duties, that training effectiveness is verified, and
that training records are maintained in accordance with Good Distribution Practice (GDP) and Good
Documentation Practice (GDocP) requirements.

2. Scope
2.1 Staff

This SOP applies to all staff members performing dispatcher functions or other GDP-impacting
operational roles. Any employee transitioning between business units, departments, or roles shall
undergo a training gap assessment and complete all required training applicable to the new role prior to
performing unsupervised activities.

2.2 Contractors

Training requirements for independent contractors are governed by the Contractor Management SOP.
Where contractors interface with dispatcher-controlled processes applicable to customers or regulatory
training requirements shall be verified prior to assignment.

3. Policy
3.1 Responsibilities

e Quality Manager
o Oversees the training program to ensure compliance with GDP and GDocP requirements
o Approves training curricula, assessments, and training records
o Reviews training effectiveness and trends
o Director of Operations / Operations Manager
o Ensures personnel are trained and qualified prior to assignment

o Assigns role-appropriate training curricula

SOP-QA-Dispatcher Training SOP v. 2.0 Page 1



Docusign Envelope ID: 67CBA891-434E-4571-AD64-1F3B7E399D0B

\// ( 4 Dispatcher Training SOP

SIR LANCELLOT

o Ensure retraining occurs when required

e Supervisors / Designated Trainers
o Conduct training and On-the-Job Training (OJT)
o Document training contemporaneously and accurately
o Assess trainee competency against defined criteria

e Employees / Trainees
o Complete all required training and assessments
o Adherent to SOPs and training requirements
o Notify management of any training gaps

3.2 New Employee Training

For all newly hired dispatch staff:

e Issue the approved dispatcher job description outlining roles and responsibilities
e Assign required training curricula in accordance with the Training Matrix
e Ensure the employee and line manager sign and date the job description

e Approval of the job description shall occur within two (2) weeks of employment and prior to the
employee performing any unsupervised tasks

Initial training shall be scheduled and completed within two (2) weeks of hire and may include, but is not
limited to:

e GDP Training (customer-specific where applicable)

GDocP Training

e TSA Security Threat Assessment (STA), where applicable
e HazMat Training, where applicable

e Xcelerator System Training

e Samsara / Thermo King Monitoring System Training
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3.3 On-the-Job Training (OJT)
Where training requires task observation and practical demonstration:

e A Record of Training form shall be issued prior to OJT commencement
e Trainers must be qualified and authorized for the task being taught
e Each activity shall be assessed and documented at the time it is performed

e OJT completion requires documented demonstration of competency prior to independent task
execution

3.4 Recurrent and Refresher Training

e All applicable personnel shall complete recurrent training annually within the same calendar
month as their initial qualification

e Retraining is required when any of the following occur:
o SOP or process revisions
o Regulatory or customer requirement changes
o Deviations, incidents, or audit findings
o Role changes or business unit transfers
o Extended absence exceeding 90 days

3.5 Training Assessment and Effectiveness

e All training assessments require a minimum passing score of 80%
e Asecond assessment attempt is permitted following retraining
e Failure of retraining shall be escalated to Quality and Operations Management

e Training effectiveness shall be monitored through performance reviews, deviation trends, and
audit outcomes
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3.6 Deviations and Non-Compliance

e Failure to complete required training or demonstrate competency shall be treated as a quality
deviation

e Employees shall not perform unsupervised GDP-impacting tasks until training deficiencies are
resolved

e Deviations shall be documented, investigated, and closed in accordance with the applicable
Quality SOP

3.7 Training Records and Documentation

e All training records shall be maintained in the SIR LANCELLOT LOGISTICS Portal

e Training records shall be attributable, legible, contemporaneous, original, and accurate
(ALCOA+)

e Records shall include, at minimum: employee name, role, training title, SOP or system version,
trainer, assessment results, and completion date

e Training records shall be retained for the duration of employment plus a minimum of three (3)
years

e Access to training records shall be controlled to preserve data integrity
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