SOP: Managing Appointment Scheduling and Calendar
Coordination

This SOP details the process for managing appointment scheduling and calendar coordination, covering the steps
to efficiently organize, schedule, and confirm appointments while preventing conflicts. It includes guidelines for using
calendar tools, coordinating with all involved parties, handling rescheduling and cancellations, and maintaining accurate
records. The objective is to ensure smooth communication, optimize time management, and enhance overall productivity
through effective calendar management.

1. Scope

This SOP applies to all staff members responsible for scheduling appointments and managing shared or individual
calendars.

2. Responsibilities

¢ Scheduler: Initiates, manages, and updates appointments in the calendar.
¢ All Attendees: Respond to appointment requests and notify of availability or potential conflicts promptly.
¢ Supervisor/Manager: Reviews scheduling conflicts as escalated and approves changes when necessary.

3. Tools and Systems

¢ Official calendar software (e.g., Outlook, Google Calendar, etc.)
¢ Email or instant messaging for confirmations and notifications
e Phone or video calls for urgent coordination

4. Procedure

1. Appointment Scheduling

Check calendar availability for all involved parties.

o Propose multiple date and time options if possible.

o Send meeting invitation via official calendar tool, including agenda and location (physical or virtual).
o Request confirmation from all attendees.
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2. Conflict Prevention
o Always use the calendar tool's conflict-checking features.
o Avoid double-booking and allow buffer time between appointments.
o Ifa conflict arises, notify affected parties promptly and facilitate resolution.

3. Appointment Confirmation
o Confirm acceptance/rejection from all parties.
o Send reminders 24 hours and 1 hour before the appointment.

4. Rescheduling & Cancellations
o If rescheduling is needed, propose new dates/times to all parties.
Update the calendar immediately upon agreement.
Send updated invitations and ensure attendees acknowledge the changes.
For cancellations, remove the appointment and notify attendees with reason if appropriate.
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5. Maintaining Accurate Records
o Ensure all appointments are recorded in the official calendar.
o Document reasons for rescheduling or cancellations as needed.
o Regularly review the calendar for errors or outdated entries.

5. Communication Guidelines

e Use clear, concise language for all appointment-related communications.
¢ Respond to scheduling communications within 24 hours.
¢ Maintain confidentiality and privacy for sensitive appointments.



6. Escalation Process

¢ [f conflicts cannot be resolved at the scheduler level, escalate to the supervisor or relevant authority for resolution.
¢ Document escalation steps and final decisions in the calendar record.

7. Review and Continuous Improvement

¢ Review calendar management procedures quarterly for effectiveness.
¢ Seek feedback from users and make improvements as necessary.
¢ Update this SOP annually or when significant changes to tools or processes occur.

8. Revision History

Date Author Change Description Version

2024-06-20 Admin Initial SOP Creation 1.0
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