
SOP: Continuous Improvement and Preventive Action
Procedures
1. Purpose
This SOP defines continuous improvement and preventive action procedures, focusing on identifying opportunities
for process enhancement, analyzing root causes of issues, implementing corrective and preventive measures, monitoring
effectiveness of actions taken, and fostering a culture of ongoing quality improvement. Its aim is to proactively address
potential problems, minimize risks, and enhance overall operational performance through systematic review and
improvement cycles.

2. Scope
This procedure applies to all departments and personnel involved in organizational processes, quality management, and
operational performance improvement.

3. Definitions
Continuous Improvement: Ongoing efforts to enhance products, services, or processes for increased efficiency
and effectiveness.
Preventive Action: Steps taken to eliminate the cause of potential nonconformities or undesirable situations.
Root Cause Analysis: Systematic process of identifying the fundamental source of a problem.
Corrective Action: Steps taken to eliminate the cause of a detected nonconformity or undesirable situation.

4. Responsibilities
Process Owners: Identify and propose improvement opportunities; track implementation status.
Quality Manager: Lead root cause analysis, monitor effectiveness, and maintain improvement records.
All Employees: Contribute suggestions and participate in improvement activities where appropriate.

5. Procedure
1. Identification of Opportunities

Review performance metrics, customer feedback, audits, and incident reports.
Solicit employee suggestions and recommendations for process improvements.

2. Root Cause Analysis
Collect relevant data and evidence.
Utilize structured techniques (e.g., 5 Whys, Fishbone Diagram) to determine underlying causes.

3. Developing Corrective and Preventive Actions
Define actions that address identified root causes.
Assign responsibility and set deadlines for implementation.

4. Implementation
Carry out planned actions.
Communicate changes and provide necessary training.

5. Monitoring and Follow-up
Evaluate effectiveness of actions taken through audits, KPIs, and reviews.
Document results and make further adjustments as required.

6. Documentation and Recordkeeping
Maintain records of all improvement initiatives, actions taken, and outcomes.

6. Review and Continuous Improvement
Periodically review this SOP and update as needed to reflect changes in practices, technologies, or regulatory
requirements.
Encourage a culture where continuous improvement is part of daily activities.

7. References



ISO 9001:2015 Quality Management Systems â€“ Requirements
Internal audit reports, process performance data, and relevant organizational policies

8. Document Control

Version Date Description Owner

1.0 2024-06-01 Initial Release Quality Manager
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