Standard Operating Procedure (SOP)

Continuous Improvement Team Formation and Roles Assignment

This SOP details the process for continuous improvement team formation and roles assignment, including the
selection criteria for team members, defining team objectives, assigning specific roles and responsibilities, establishing
communication protocols, setting performance metrics, and scheduling regular review meetings. The goal is to create an
effective team structure that drives ongoing operational enhancements and fosters a culture of continuous improvement
across the organization.

1. Purpose

To establish a structured process for forming continuous improvement teams, assigning appropriate roles, and ensuring
effective team functioning to support operational excellence throughout the organization.

2. Scope

This SOP applies to the formation of all department-level or cross-functional continuous improvement teams within the
organization.

3. Responsibilities

Continuous Improvement Leader: Oversees team formation and ensures adherence to this SOP.
Department Heads: Nominate team members and support the Cl process.

HR/Training: Facilitate training for Cl methodology and team skills.

All Team Members: Participate actively and fulfill assigned roles.

4. Procedure

1. Define Team Objectives
o Document specific, measurable, achievable, relevant, and time-bound (SMART) goals for the team aligned
with organizational strategy.
o Communicate objectives to all stakeholders prior to team formation.
2. Selection Criteria for Team Members
o Required skills and expertise relevant to Cl projects (e.g., problem-solving, data analysis, process
knowledge).
o Representation across functions if cross-departmental input is needed.
o Demonstrated commitment to continuous improvement values.
o Capacity to commit time and resources.
3. Team Member Selection
o Solicit nominations from department heads and management.
o Review and finalize team composition for optimal skill mix and diversity.
4. Assign Roles & Responsibilities

Role Key Responsibilities

Team Leader Facilitate meetings, track progress, ensure alignment with objectives, report to

management.
Process . . S .
Owner(s) Provide process knowledge, implement changes, maintain accountability.
Data Analyst Gather & analyze process data, compile reports.

Cl Facilitator Coach the team on Cl tools/methods, ensure adherence to Cl methodology.



Member(s) Actively participate, contribute ideas, assist in project tasks.

5. Establish Communication Protocols
o Define communication channels (e.g., email, instant messaging, project management tools).
o Document frequency and format of updates (e.g., weekly stand-ups, monthly reports).
o Set expectations for prompt and professional communication.
6. Set Performance Metrics
o Identify and document KPls to track progress (e.g., process improvements, cost savings, cycle time
reduction).
o Assign responsibility for data tracking and reporting.
7. Schedule Regular Review Meetings
o Establish cadence for team meetings (e.g., weekly/biweekly).
o Schedule periodic performance reviews with stakeholders (e.g., quarterly).
o Document attendance, agenda, and action items for each meeting.

5. Documentation and Records

¢ Maintain records of team member selection, roles assignments, objectives, meeting minutes, KPIs, and review
outcomes in a centralized repository.

6. Review and Continuous Improvement

¢ Review this SOP annually or as needed based on feedback and effectiveness.
¢ Solicit team feedback post-project to identify process improvement opportunities for the SOP itself.

7. References

¢ Organizational Continuous Improvement Policy
¢ ClMethodology Handbook (e.g., Six Sigma, Lean, Kaizen)
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