
Standard Operating Procedure (SOP) 
For Non-Formal Technical Training under the Livelihoods and Skills Development 
Sector (LSDS) 

 

1. Purpose 

This SOP establishes the minimum standards and procedures for designing and 
implementing non-formal technical training for refugees and host communities under the 
LSDS. It aims to ensure consistency, quality, safety, and compliance with Government of 
Bangladesh (GoB) and humanitarian policies, while fostering skills development that 
enhances self-reliance and resilience. 

 

2. Scope 

This SOP applies to all LSDS partners delivering non-formal technical training across 
camps and host communities in Cox’s Bazar. It covers: 

• Training design and duration 

• Trainer qualifications 

• Training facility requirements 

• Safety and security standards 

• Monitoring and reporting 

 

3. Standards for Training Design 

• Curriculum: Training must be based on nationally recognized competency standards 
(BTEB/NSDA Level 1–4, where applicable) and adapted to the local labor market 
context. 

• Duration: Each technical training must include a minimum of 120 instructional 
hours (for basic skills) up to 300 instructional hours (for intermediate skills), 
depending on trade. 

• Structure: Sessions should not exceed 6 hours per day, with adequate breaks to 
ensure learner well-being. 



• Literacy Support: Where needed, incorporate functional literacy and numeracy 
modules. 

• Gender and Inclusion: Training must ensure at least 50% female participation, 
with targeted measures for persons with disabilities and youth. 

 

4. Trainer Requirements 

• Minimum Qualification: Trainers must hold at least a Level 2–4 certification from 
BTEB/NSDA or equivalent recognized institution. 

• Assistant Trainers: May be engaged if certified trainers are limited but must work 
under the supervision of a lead certified trainer. 

• Experience: Trainers must have at least 2 years of proven technical and instructional 
experience in the relevant trade. 

• Code of Conduct: All trainers must sign and comply with the Code of Conduct and 
Safeguarding Standards, including Child Protection and PSEA commitments. 

• Continuous Capacity Building: LSDS will facilitate refresher training for trainers 
annually. 

 

5. Training Facility Standards 

• Approval: All training centers must be approved by LSDS and comply with 
Bangladesh Government guideline and RRRC and CiC approval 

• Infrastructure: 

o Safe, weather-resilient structures with adequate lighting and ventilation. 

o Gender-segregated, accessible sanitation facilities, Water, Breast feeding 
corner (based on the training center location and capacity, number of female 
participants) 

o Proper furniture and workstations suitable for the trade. 

• Equipment & Materials: Training equipment must be safe, functional, and 
sufficient to cover all practical components. Consumables must be replenished 
regularly. 



• Accessibility: Facilities must be accessible for persons with disabilities, Women 
friendly with the maintaining Social safeguard standards, Child protection and 
PSEA. 

 

6. Safety and Security 

• Emergency Preparedness: All centers must maintain fire extinguishers, first aid kits, 
and clear evacuation routes. 

• Health & Safety Training: All participants must receive a safety orientation on 
equipment handling, occupational hazards, and emergency procedures. 

• Protective Gear: Appropriate Personal Protective Equipment (PPE) must be provided 
and used during practical sessions. 

• Child Safeguarding: No person under the age of 18 may be enrolled, training 
facilitator and assistant as well. 

• Security Protocols: Facilities must comply with camp-level security guidelines 
issued by RRRC/ISCG, including registration of trainees and access control. 

 

7. Monitoring, Evaluation, and Reporting 

• Attendance Tracking: Daily attendance records must be maintained and verified. 

• Assessment: Pre- and post-training assessments are mandatory to measure skills 
gained and knowledge level.  

• Certification: Participants who meet attendance (minimum 80%) and assessment 
requirements must receive completion certificates (endorsed by LSDS/partners, or 
BTEB where applicable). 

• Reporting: Monthly progress reports, including gender-disaggregated data, 
challenges, and lessons learned, must be submitted to LSDS Coordination. 

 

8. Compliance and Accountability 

• LSDS will conduct quarterly quality assurance visits to ensure adherence to this 
SOP. 



• Non-compliance may result in suspension of training activities until corrective 
measures are implemented. 

• Partners are accountable for ensuring that training activities align with GoB 
restrictions and Humanitarian protection standards. 

 


