SOP Template: Reporting and Feedback Collection
Procedures

This SOP details the reporting and feedback collection procedures to ensure efficient communication and continuous
improvement within the organization. It includes guidelines on how to accurately document incidents, submit reports, collect
stakeholder feedback, analyze data, and implement corrective actions. The aim is to foster transparency, enhance
operational effectiveness, and support decision-making through systematic information gathering and responsive feedback
mechanisms.

1. Purpose

To establish standardized procedures for reporting incidents, submitting regular reports, collecting feedback, analyzing
information, and implementing corrective actions.

2. Scope

This SOP applies to all employees, managers, and relevant stakeholders engaged in reporting and feedback processes
within the organization.

3. Responsibilities

Role Responsibilities

Employees ggacglri?zgt and report incidents; participate in feedback surveys; comply with reporting

Managers/Supervisors | Review incident reports; ensure timely submission; facilitate feedback collection and response.

Quality/HR Team Analyze feedback and reports; recommend corrective actions; maintain records.

4. Procedure

1. Incident Reporting
o Immediately document incidents using the approved Incident Report Form.
o Submit the completed form to the line manager within 24 hours.
o Managers review the report and escalate if necessary.
2. Routine Reporting
o Submit monthly/quarterly reports as per departmental schedule.
o Ensure reports are factual, clear, and complete.
3. Feedback Collection
o Distribute feedback forms/surveys to stakeholders after key events or quarterly.
o Allow anonymous submissions when possible to encourage honesty.
o Collect feedback electronically or via designated collection points.
4. Data Analysis
o Collate responses and reports for analysis each month.
o Identify trends, recurring issues, and improvement opportunities.
5. Corrective Actions
o Present analysis to the management team.
o Develop action plans to address identified issues.
o Communicate corrective actions and monitor implementation.
6. Monitoring & Review
o Review SOP annually or after significant incidents.
o Update procedures as needed for continuous improvement.

5. Documentation

Incident Report Form
Monthly/Quarterly Reporting Template
Feedback Survey/Form Template
Corrective Action Plan Template



6. References

¢ Organization Policy Manual
e Data Protection Policy

7. Revision History

Date Version Description Author

2024-06-15 1.0 Initial creation [Your Name]
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