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Abstract:  

 

The main aim behind this research of Design and Implementation of HR Standard operating 

procedures in line with Integrated Management System (IMS) requirements 

IMS provides the framework in which all the processes, activities are carried out within the 

brackets of policies and guidelines towards the Safety, environment and quality.  

Standard operating procedure is a set of written instructions that document a routine or repetitive 

activity followed by an organization. SOPs should be prepared in full compliance with guidelines 

and regulations and must mirror current organizational practices. In this report we had taken 

some case studies and deeply analyzed and documented the standard operating procedures to be 

used for various works by the HR department. These procedures are to be used and followed for 

the mutual benefit of the organization and the employees. 
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Introduction 

 

About the Topic 

 

Integrated Management System (IMS) 

An integrated management system (IMS) is a management system which integrates all 

components of a business into one coherent system so as to enable the achievement of its 

purpose and mission.  

 

International Organization for Standardization (ISO) 

ISO management standards are a series of frameworks that help you run your business 

effectively. ISO is generic standard, which means that it can be applied to any organization 

(large or small), whatever its product and service, in any sector of activity andwhether it is a 

Business enterprise, a Public administration or Government department.ISO certification agency 

helps you develop SOP’s & work Instructions for all your processes. ISO implementations help 

to manage the resources effectively, as you become able to utilize all your resources to its 

maximum extent. 

 

ISO 9001 - Quality Management System 

ISO 9001 is based on the plan-do-check-act methodology and provides a process-oriented 

approach to documenting and reviewing the structure, responsibilities, and procedures required 

to achieve effective quality management in an organization. 

 

ISO 14001 - Environmental management system 

 

https://www.legalraasta.com/iso-registration/
https://asq.org/quality-resources/pdca-cycle
https://asq.org/quality-progress/2001/12/standards-outlook/the-process-approach-to-qms-in-iso-9001-and.html
https://asq.org/quality-progress/2001/12/standards-outlook/the-process-approach-to-qms-in-iso-9001-and.html
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ISO 14001 is the international standard that specifies requirements for an 

effective environmental management system (EMS).The ISO defines an environmental 

management system as “part of the management system used to manage environmental aspects, 

fulfill compliance obligations, and address risks and opportunities.”  

 

ISO 45001 - Occupational health and safety system 

ISO 45001 specifies requirements for an occupational health and safety (OH&S) management 

system and gives guidance for its use to enable organizations to provide safe and healthy 

workplaces by preventing work-related injuries, illnesses, and fatalities and by proactively 

improving OH&S performance. 

 

Standard operating procedures (SOP) 

A Standard Operating Procedure (SOP) is a set of written instructions that describe how to 

perform a routine activity in an organization. Standing operating procedure should never be 

difficult to read or vaguely worded. It should be brief, easy to understand and contain actions 

steps that are simple follow. A good standard operating procedure should clearly outline the 

steps and inform the employee of any safety concerns. 

The standing operating procedures should be updated every year to ensure they stay relevant to 

the current needs of the organization. 

 

Objectives of Study: 

 

• To understand the need of Standard operating procedure at HR department 

• To compare 10 Samples SOPs with the Solaris Chemtech HR SOPs manual and figure 

out some different Structures of SOPs. 

• Development and recommendation of new SOPs 

 

 

Literature Review 
 

Based on Jain, SK. (2008) stated that all organizations, businesses, etc. should have SOPs. It’s a 

live document that detail written instructions describing specific steps to follow in all activities 

under defined conditions. SOPs are mainly associated with specific documentation necessities. It 

should not be forgotten that “If you don't document, it didn't happen!  
 

According to Cardiff University, 2009 SOPs are used to accomplish standardization when 

performing specific functions and are used to set out the way practice and procedures 

necessitated to be performed. SOPs are written instructions and records of procedures agreed and 

adopted as standard practice. 

 
 
 

According to Frank, D. (2010) SOPs should be written in a step-by-step, easy-to-read format by 

subject-matter experts who know the processes and the structure of the organization. The 

purpose of a SOP is to reach out the operations correctly and always in the same manner. A SOP 

should be available at the place where the work is done". SOPs assist the progress of constant 

application of processes and procedures so even when there are changes in personnel, 

https://asq.org/quality-resources/environmental-management-system
https://www.intechopen.com/books/latest-research-into-quality-control/standard-operating-procedures-what-are-they-good-for-#B9
https://www.intechopen.com/books/latest-research-into-quality-control/standard-operating-procedures-what-are-they-good-for-#B2
https://www.intechopen.com/books/latest-research-into-quality-control/standard-operating-procedures-what-are-they-good-for-#B4
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organizations avoid inconsistencies and safety risks. SOPs support employees with the 

information necessitated to perform their jobs regularly and help guarantee consistency in the 

quality of performance. 

 

Manghani, K. (2011) stated, company provides common and repeated use, rules, guidelines or 

characteristics for activities or their results with a view to promote transparency, consistency, 

reproducibility, interchangeability and to facilitate communication. The hierarchy and types of 

quality documents relevant to quality systems will depend upon Company business objectives 

and business model. SOPs are Level 2 quality documents and, along with other related quality 

documents, guarantee the efficacy and effectiveness of quality systems. A quality system is 

defined as the organizational structure, responsibilities, processes, procedures and resources for 

implementing quality management. they should be absolute, unambiguous and must be written in 

plain language.  SOPs are controlled documents and are best written by persons involved in the 

process or function that is required to be specified or covered in the SOP. SOPs must be 

reviewed prior to their approval for release, for adequacy, completeness and compliance with 

Company standards and all applicable legal, ethical and regulatory requirements. They must be 

checked out and updated as necessitated over their life cycle and any changes made to the SOPs 

must be re-approved. They must bear a revision status on them and their distribution must 

continually be documented and controlled. Only relevant SOPs in their current version must be 

available at points of use and must remain legible.  

 

 

Research Methodology 
 

Sources of information  

 

All the information incorporated in this report has been collected from secondary sources. 

• Data were collected from Head HR of Solaris Chemtech 

• Company Hr SOPs Manual (2018) 

• Through official website of the company. 

 

 

Data Analysis and Interpretation 

 

Research has been done on the following procedures. 

1. Recruitment. 

2. Housekeeping. 

3. Procedure for vehicle maintenance. 

4. Medical Waste Disposal. 

5. Training Need Identification. 

Inputs highlighted below are suggested for the betterment 

 

Standard operating procedure for Recruitment 

 

INTRODUCTION:  

 This document details the Standard Operating Procedures for the recruitment Process 

https://www.intechopen.com/books/latest-research-into-quality-control/standard-operating-procedures-what-are-they-good-for-#B11
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(This point was missing in the company manual. Therefore, suggestion was given to 

incorporate the introduction for better understanding and clarity) 

 

Purpose 

 

To define how to recruitment process are carried out to meet the man power requirements of 

various department 

 

Scope 

 

Applicable to unit Khavda as well as Ratadia unit 

 

Standard Reference 
 

Standard Clause number 

IMS 

  

  

  

 

Process details (Chart) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Process details (Chart) 

 

 

 

 

 

 

Request Received from 

Various Dept. for 

Recruitment  

Get Approval and 

Summarize  

Arrange Interviews and If 

Candidate Found 

Suitable make an Offer 

Pre medical check and 

Join Formality 

Induction and Training   Final Posting  

Request received from various departments for 

recruitment 

Get Approval and Summarize 

      Start 
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(Suggested new flowchart on the basis of certain gaps identified during review) 
 

 

RESPONSIBILITIES: 

The HR Head will assume the responsibility of the recruitment of either replacement or new 

staff. 

 

(Responsibilities was missing in the company’s manual, suggestion was given to add this for 

better understanding and clarity) 

 

4.1.5       Procedure Details 

1. Request received from various Dept. for recruitment. 

2. If the position is sanctioned then to precede otherwise return back to requisitioned for 

approval / sanction.  

3. To summarize the received responses i.e. can it be filled internally or externally? 

4. For internal, fill the vacancy based through available / suitable candidates based on 

Qualification, experience and job knowledge i.e. within the org. through appraisal 

system. 

5. If not filled internally then go through external agencies and receive applications.  

6. Arrange for interview 

7. If candidate not found suitable then reject 

8. If found suitable make an offer. 

HRD arrange for interview: find suitable date and       
send notice to candidates 
 Interview Session 

 

Prepare Offer Letter 
 

Notify successful candidate and 
send out the letter offer 
 

Candidate decline offer 

Make offer to 2nd choice 

candidate. 

Candidate accepted offer 

Induction and training 

Final Posting 

Pre medical checkup and joining formality 
 

Face-to-face 
interview 
 

Suitable 

Candidate 

   Reject 

Candidate 

    End 
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9. Pre employment medical checkup certificate is essential prior to joining. In this checkup 

eye test and color vision are mandatory specifically for QC associates / Chemists. 

Another checkup as per the format maintained with HR.  

10. If the offer is accepted and medical checkup is satisfactory then joining formalities to be 

done. 

11. If not accepted then call the reserve candidates for interview.   

 

Documented information 

SL. No. 
Documented 

information 
Identification 

Retention period 

(Years) 
Responsibility 

01 Induction Form SCIL/HR/DI/06 01 Years Sr. Officer 

02     

03     

04     

05     

06     

07     

 

 

 

 

 

Amendment history 
 

SL. No. 
Particulars of 

amendments 
Version no. Effective date 

    

    

    

    

 

Documented information release 
 

Reviewed by   

Approved by   
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Develop three different SOPs which do not exist in the company. 

Following are the three SOPs suggested to company in order to yield good result: - 

1) Employment Personnel File 

2) Salary Processing 

3) Attendance and Time 

 

Here is one example- 

Standard operating procedure for Employment Personnel File 

Introduction 

This document details the Standard Operating Procedures for maintaining the Employee 

personnel file 

 

Purpose  

To establish a procedure to ensure that employee relevant document are maintained properly 

 

Scope 

Applicable to unit Khavda as well as Ratadia unit 

 

Standard reference 
 

Standard Clause number 

IMS 

  

  

  

 

Chart  

 

 

 

 

 

 

 

                                                                                                   YES 

 NO    

 

 

 

Responsibilities 

It is the responsibility of HR Department to ensure that personnel files are kept up-to-date 

Procedure Detail 

• At the time of joining employees submit their documents to the Human Resources 

department 

Submit the document to HR 
 

         Employee 
(At the time of joining) 
 

 

Appointment letter issued to 

the employee 

   Start 

  End 

If any document are incomplete Employee get one week for 
submitting the document 
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• The following documents are submitted by the employee: 

• Resume with a passport size color photograph 

• Education certificate 

• Date of Birth certificate 

• Experience certificates from previous employments 

• Government issue ID proof such as passport, driving license and Adhar card 

• Bank Details 

• Joining report 

• Provident fund (nomination detail) 

• Gratuity (nomination detail) 

• Form no. 11 (Employee provident form) 

• Form no. 35 (lease form) 

• Form no. 33 (medical form) 

• HR department make a appointment letter after completing the above documents   

• In case document are incomplete, employee are required to submit the same in one week 

• All current employee personnel files are maintained by Hr department 

• Any benefits, Promotions and Complaints are maintained in employee personnel file by 

HR department 

• Ex-employee personnel files should be kept in the designated record room for a period of 

5 years from the last working date of that employee 

 

Documented Information 

SL. No. Documented information Identification 

Retention 

period 

(Years) 

Responsibility 

01     

02     

03     

04     

05     

06     

 

 

 

 

Amendment History  

SL. No. Particulars of amendments 
Version 

no. 
Effective date 
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Documented information release 
 

Reviewed by   

Approved by   

 

 

Conclusion 

 

Study shows that 

 

• The Standard operating procedures of the company provides detailed, written instructions 

on how to perform a routine business activity. SOP will ensure that all employees are 

performing the business processes in the same way. 

• Having standard operating procedures in place will also give you the option to scale a 

business more quickly. This is because standard operating procedures make it easier to 

replicate these processes across organization. 

• The employees agree on the part of their performance that they know what is expected 

from them. 

• The employees understand how their work goals relate to company’s goals. 

• Company inspires the employees to do their best work every day. 
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