Standard Operating Procedure (SOP): Conflict-
checking and Resolution Protocols for Schedules

This SOP details the conflict-checking and resolution protocols for schedules, encompassing the identification
of scheduling conflicts, evaluation criteria for prioritization, communication procedures among stakeholders, methods
for conflict resolution, and documentation standards. The objective is to ensure efficient and seamless scheduling by
proactively detecting and resolving conflicts to optimize resource allocation and maintain operational productivity.

1. Purpose

The purpose of this SOP is to establish standard procedures for identifying, evaluating, communicating, resolving, and
documenting scheduling conflicts to ensure optimal resource use and uninterrupted operations.

2. Scope

This SOP applies to all team members, schedulers, managers, and stakeholders involved in creating, managing, or
using schedules for resources, personnel, facilities, or events.

3. Definitions

¢ Scheduling Conflict: Any overlap or mismatch in resource allocation, timings, or availability that may
impact workflow or productivity.

¢ Stakeholders: Individuals or groups affected by schedule changes or resolutions.

¢ Resolution Protocol: The structured process for addressing and solving identified conflicts.

4. Procedures

1. Conflict Identification
o Utilize scheduling systems or tools with built-in conflict detection features.
o Regularly review schedules for overlapping bookings, double allocations, or unavailable resources.
o Encourage team members to report observed or anticipated conflicts promptly.
2. Evaluation & Prioritization
o Assess the impact of each conflict based on urgency, operational criticality, and resource
availability.
o Prioritize conflicts according to pre-established criteria (e.g., critical business needs, contractual
obligations, customer commitments).
3. Communication with Stakeholders
o Notify all affected stakeholders of the identified conflict and possible implications.
o Gather input regarding priorities, constraints, and possible solutions.
o Ensure transparent, documented, and timely communication throughout the resolution process.
4. Conflict Resolution Methods
o Propose alternatives such as rescheduling, resource reallocation, or sharing resources.
o Escalate unresolved or critical conflicts to management for decision-making.
o Reach consensus with stakeholders on the preferred resolution path.
5. Documentation Standards
o Record all detected conflicts and their resolution steps in the scheduling system or designated log.
o Include conflict description, stakeholders involved, decisions made, and final outcomes.
o Archive documentation for auditing, continuous improvement, and reference.

5. Roles and Responsibilities
¢ Schedulers: Monitor schedules, identify conflicts, initiate communication, and document resolutions.

¢ Managers/Supervisors: Support escalated conflict resolution, reprioritize resources when required.
* Team Members/Stakeholders: Report conflicts, provide timely input, cooperate in resolution discussions.

6. References

e Company Scheduling Policy
¢ Resource Management Guidelines
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