SOP Template: Root Cause Analysis of Process
Inefficiencies

This SOP provides a systematic approach for conducting root cause analysis of process inefficiencies, focusing on
identifying underlying issues affecting operational performance. It covers data collection methods, analysis techniques
such as cause-and-effect diagrams and the 5 Whys, prioritization of root causes, implementation of corrective actions,
and ongoing monitoring to ensure continuous process improvement. The goal is to enhance efficiency, reduce waste, and
improve overall productivity by addressing the fundamental causes of inefficiencies.

1. Purpose

To establish a standardized process for identifying, analyzing, and addressing the root causes of inefficiencies within
organizational processes.

2. Scope

This SOP applies to all departments and teams involved in process improvement and operational analysis activities.

3. Responsibilities

¢ Process Owners: Initiate and oversee the root cause analysis process.
¢ Analysis Team: Collect data, conduct analysis, develop corrective actions, and monitor improvements.
¢ Management: Support resource allocation and ensure implementation of corrective measures.

4. Procedure

1. ldentify Process Inefficiencies
o Collect performance data and metrics indicating potential inefficiencies.
o Solicit feedback from staff and stakeholders.

2. Define the Problem Statement
o Clearly articulate the specific inefficiency to be analyzed.
o Set objectives for the root cause analysis.

3. Data Collection
o Use interviews, observations, process audits, and system logs to gather information.
o Document relevant process maps and workflows.

4. Conduct Root Cause Analysis
a. Utilize analysis tools:
s Cause-and-Effect (Fishbone/Ishikawa) Diagram
s The 5 Whys Technique
= Failure Mode and Effects Analysis (FMEA) if applicable

b. Engage cross-functional teams for diverse perspectives.

5. Prioritize Root Causes
o Rate root causes based on impact, frequency, and feasibility of mitigation.
o Use prioritization matrices as needed.

6. Develop and Implement Corrective Actions
o Assign responsibilities and timelines for each action item.
o Communicate the plan to all stakeholders.

7. Monitor, Review, and Follow-Up
o Track implementation progress and outcome effectiveness.
o Conduct follow-up evaluations to ensure sustained improvement.

8. Documentation and Reporting



o Document each step, analysis findings, actions taken, and results achieved.
o Share lessons learned and best practices across the organization.

5. References

¢ Process Improvement Guidelines
e CQI(Continuous Quality Improvement) Frameworks

6. Review and Revision

This SOP should be reviewed annually and updated as necessary based on feedback and process changes.
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