SOP Template: Daily Staff Briefing and Role
Assignment

This SOP details the process for conducting a daily staff briefing and role assignment, ensuring clear
communication of daily objectives, tasks, and responsibilities. It covers preparing the briefing agenda, assigning
individual roles based on skills and operational needs, addressing any immediate concerns or updates, and fostering
team alignment and motivation to enhance productivity and workplace efficiency.

1. Purpose

To ensure all staff members are informed of daily objectives, their roles, and any critical updates, promoting efficiency
and team alignment.

2. Scope

This procedure applies to all team leads and staff members required to participate in daily briefings and operational
role assignments.

3. Procedure

1. Preparation (Prior to Briefing):
o Team lead reviews operations schedule and identifies daily objectives.
o Prepare an agenda covering:
s Key tasks and targets
= Role assignments
s Critical updates or concerns
= Motivational or team-building notes
o Assess staff availability and any absences or special requirements.
2. Conducting the Briefing:
o Begin ontime and ensure all required staff are present.
o Review the day's objectives and planned activities.
o Communicate important announcements or updates.
3. Role Assignment:
o Assign specific roles/tasks to staff based on individual skills and operational needs.
o Clarify expectations and ensure understanding.
o Record role assignments for accountability.
4. Address Immediate Concerns:
o Invite questions, highlight any anticipated challenges.
o Discuss contingency plans if necessary.
5. Motivate and Align the Team:
o Share positive feedback and encouragement.
o Reiterate collective goals and the importance of collaboration.
6. Close the Briefing:
o Ensure everyone is clear on their assignments and expectations.
o Confirm next check-in time or escalation process for issues.

4. Documentation

Maintain a daily log including:

¢ Agenda and discussion points
e Names and roles assigned
¢ Noted concerns or updates
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5. Responsibilities

¢ Team Lead: Prepares agenda, leads briefing, assigns roles, oversees documentation.
o Staff Members: Attend briefing, seek clarification if needed, perform assigned roles.

6. Review and Continuous Improvement

Briefing procedures should be reviewed periodically for effectiveness. Solicit staff feedback and implement
improvements as necessary.
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