SOP: Continuous Improvement (Kaizen) Event
Procedures

This SOP details the Continuous Improvement (Kaizen) event procedures, including event planning and
preparation, team formation and roles assignment, problem identification and analysis, idea generation and evaluation,
action planning and implementation, progress monitoring and documentation, and post-event review and follow-up. The
objective is to foster a culture of ongoing improvement by systematically identifying inefficiencies, encouraging employee
involvement, and implementing effective solutions to enhance processes, quality, and productivity within the organization.

1. Purpose

To standardize Kaizen event execution for consistent, effective process improvements across all departments.

2. Scope

This procedure applies to all Kaizen events conducted within the organization, regardless of process area or team
involved.

3. Responsibilities

Role Responsibilities
Event Sponsor Provides leadership, resources, and final approval of event objectives and solutions.
Kaizen Facilitator Guides the team; ensures adherence to process; documents progress/evidence.
Team Members Participate in all stages; contribute ideas and expertise.
Process Owner Implements and sustains approved changes post-event.

4. Procedures

4.1 Event Planning & Preparation

¢ |dentify area or process needing improvement.
Define clear objectives, scope, and key metrics for the event.

e Secure management approval and event sponsor.
e Develop preliminary schedule and allocate resources.
e Communicate event details to stakeholders.

4.2 Team Formation & Roles Assignment

e Assemble a cross-functional team with relevant process knowledge.
e Assign facilitator and clarify individual roles and responsibilities.
¢ Provide team with training on Kaizen principles as needed.

4.3 Problem Identification & Analysis

e Collect baseline data (process maps, KPls, etc.).
e Use root cause analysis tools (e.g., 5 Whys, Fishbone Diagram) to analyze problems.
e Define problem statement and verify with data.



4.4 Idea Generation & Evaluation

¢ Facilitate brainstorming sessions for solutions and improvements.
e Evaluate ideas using criteria such as impact, feasibility, and cost.
e Select best ideas for implementation.

4.5 Action Planning & Implementation

e Develop an action plan with responsibilities, deadlines, and resources.
e Execute approved improvements following the plan.
e Provide necessary training to affected employees.

4.6 Progress Monitoring & Documentation

e Track implementation progress using a Kaizen event checklist and/or board.
e Update stakeholders regularly on status.
e Document actions taken, results, and any deviations from the plan.

4.7 Post-event Review & Follow-up

e Review results vs. objectives and baseline data.

e Capture lessons learned and best practices for future events.

e Develop a follow-up plan to sustain improvements (e.g., audits, control charts).
e Recognize and celebrate team achievements.

5. Documentation & Records

e Kaizen event charter

e Root cause analysis records
e Action plans

Checklists, progress reports

Event summary and final review report

6. References
e Kaizen Methodology Handbook

e |Lean Tools & Techniques Manual
e Company Quality Management System (QMS) Documentation

7. Revision History

Version Date Description Author

1.0 2024-06-30 Initial release Continuous Improvement Team
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