SOP Template: Session Scheduling and Calendar
Management

This SOP details session scheduling and calendar management to efficiently organize meetings, appointments, and
events. It covers the steps for booking sessions, managing calendar availability, sending invitations and reminders,
coordinating with participants, handling rescheduling or cancellations, and maintaining an updated and synchronized
calendar system. The goal is to ensure optimal time management, reduce conflicts, and enhance overall productivity.

1. Purpose

To standardize the process of scheduling, managing, and updating sessions and calendar entries, ensuring reliable
communication and organization.

2. Scope

This SOP applies to all staff responsible for scheduling, organizing, or participating in meetings, appointments, or events
requiring calendar management.

3. Responsibilities

e Session Coordinators: Responsible for scheduling sessions and maintaining accurate calendar entries.

¢ Participants: Responsible for keeping track of their session schedules and notifying coordinators about availability
or changes.

e Administrative Staff: Support in inviting participants and managing reminders.

4. Procedure

1. Session Request & Booking
o Receive session request via email, form, or calendar invitation.
o Confirm required participants, date, time, and preferred location (physical or virtual).
o Check the organizer's and participants' availability using a shared calendar system.
2. Calendar Entry & Invitation
o Create a calendar entry with session details (title, agenda, date, time, location/link).
o Invite all required participants through the calendar system (e.g., Google Calendar, Outlook).
o Include any necessary documents or pre-read materials as attachments.
3. Communication & Reminders
o Send automated or manual reminders 24 and 1 hour before the session.
o Confirm attendance with all participants, if critical.
4. Rescheduling & Cancellations
o If changes are needed, initiate communication as soon as possible.
o Propose alternative times and confirm new availability with all participants.
o Update the calendar entry and resend invitations/reminders as necessary.
5. Synchronization & Updates
o Ensure all calendar systems are synchronized in real time.
o Regularly review upcoming sessions for conflicts or overlaps.
6. Documentation
o Maintain a log of scheduled, rescheduled, or cancelled sessions for record-keeping.

5. Tools and Resources

¢ Shared digital calendar (Google Calendar, Microsoft Outlook, etc.)
e Communication platforms (email, Slack, Teams, etc.)
e Session tracking log or spreadsheet

6. Review and Continuous Improvement

¢ Review this SOP biannually for process improvements.
e Gather feedback from team members to optimize session scheduling practices.
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