SOP Template: Periodic SOP Review and Continuous
Improvement Protocols

This SOP details the periodic SOP review and continuous improvement protocols, encompassing scheduled
evaluations of standard operating procedures, feedback collection from stakeholders, performance metrics analysis,
update and revision processes, compliance verification, and the integration of best practices. The objective is to
maintain SOP relevance, enhance operational efficiency, ensure regulatory compliance, and foster a culture of ongoing
improvement within the organization.

1. Purpose

To outline structured processes for the periodic review, evaluation, and continuous improvement of existing standard
operating procedures (SOPs).

2. Scope

This SOP applies to all departments and personnel involved in developing, implementing, reviewing, and updating
SOPs within the organization.

3. Responsibilities

SOP Owners/Process Owners: Initiate and oversee SOP reviews.

Quality Assurance (QA): Monitor compliance and facilitate improvement activities.
Department Managers: Ensure participation and alignment with organizational goals.
Stakeholders: Provide feedback during reviews.

4. Review Schedule

Activity Frequency Responsible Party

SOP Review Annually / Semi-annually (as designated) SOP Owner, QA
Feedback Collection Ongoing, with formal collection during review periods | Department Managers, QA
Performance Metrics Analysis | Quarterly SOP Owner, Data Analyst
Compliance Verification Annually and as required by regulation QA, Compliance Officer

5. Procedure

Initiate Review: Notify relevant stakeholders and schedule review sessions according to the review calendar.
Gather Feedback: Collect feedback from users and stakeholders via surveys, interviews, and suggestion logs.
Analyze Performance Metrics: Evaluate SOP effectiveness using established KPIs and operational data.
Assess Compliance: Verify current SOP compliance with internal and external regulatory requirements.
Integrate Best Practices: Benchmark SOPs against industry standards and incorporate improvements.
Document Updates: Revise SOPs as needed, document changes, and control versioning.

Communicate & Train: Inform staff of changes and conduct necessary training sessions.

Archive Old SOPs: Maintain archives of previous SOP versions for reference and compliance records.
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6. Documentation and Records

SOP review logs

Feedback summaries

Performance analysis reports

SOP version history and change log
Training records

Compliance audit reports



7. Continuous Improvement

¢ Establish a system for ongoing feedback and suggestion submission.
e Encourage a culture of improvement, openness, and learning.
¢ Regularly compare with industry benchmarks and regulatory changes.

8. References

¢ Internal Quality Management System
¢ Industry Regulatory Guidelines
¢ Relevant ISO Standards

9. Revision History

Version Date Description of Change Author

1.0 2024-06-16 Initial release. SOP Team
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