SOP Template: Roles and Responsibilities of Personnel
Involved

This SOP defines the roles and responsibilities of personnel involved to ensure clear accountability and effective
collaboration within the organization. It outlines specific duties for each role, establishes communication protocols, and
promotes adherence to organizational standards and policies to enhance operational efficiency and safety.

1. Purpose

To clearly define the roles and responsibilities of all personnel involved in organizational processes to ensure effective
collaboration, compliance, and achievement of business objectives.

2. Scope

This SOP applies to all employees, contractors, and stakeholders involved in the operational activities of the organization.

3. Roles and Responsibilities

Role Responsibilities

Oversee daily operations and resource allocation
Assign tasks and set performance expectations
Ensure team adherence to organizational policies
Provide training and support to team members
Report progress and issues to senior management

Manager/Supervisor

Execute tasks as assigned by the manager/supervisor
Follow established procedures and safety protocols
Report obstacles or incidents to their supervisor
Collaborate effectively with colleagues

Maintain accurate records of activities as required

Team Member/Staff

Monitor compliance with quality standards and SOPs
Conduct regular audits and inspections

Document and report any deviations or inefficiencies
Recommend corrective actions for process improvement

Quality Assurance Personnel

Ensure a safe working environment

Conduct safety training and drills

Investigate and report incidents or accidents

Maintain regulatory compliance related to occupational safety

Health and Safety Officer

Maintain documentation and records

Communicate and distribute information as needed
Support logistical arrangements for meetings or operations
Assist with onboarding new personnel

Administrative Support

4. Communication Protocol

1. Regular team meetings to discuss progress and challenges.

2. Immediate reporting of incidents or deviations to relevant authorities.

3. Documentation of all significant actions and decisions.

4. Use of official communication channels (e.g., email, company messaging platform).

5. Adherence to Policies and Standards

All personnel must act in accordance with the organization's code of conduct, operational policies, safety guidelines, and
relevant regulatory standards.



6. Review and Revision

This SOP will be reviewed annually or as needed to reflect changes in organizational structure or processes.

7. Approval

Prepared by:
Reviewed by:

Approved by:
Date:
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