
SOP: Documenting Feedback, Ratings, and
Improvement Areas
This SOP details the process for documenting feedback, ratings, and improvement areas to ensure systematic
collection and analysis of input from stakeholders. It covers methods for gathering feedback, rating performance
metrics, identifying key improvement areas, and maintaining accurate records. The objective is to facilitate continuous
improvement by creating a clear and organized documentation procedure that supports informed decision-making and
enhances overall quality and effectiveness.

1. Purpose
To establish a standardized procedure for collecting, documenting, and analyzing feedback and ratings; and to
systematically identify and address improvement areas.

2. Scope
This SOP applies to all team members and stakeholders involved in providing, collecting, reviewing, and acting upon
feedback and performance ratings within the organization.

3. Responsibilities
Team Members: Provide constructive feedback and self-ratings as required.
Supervisors/Managers: Facilitate feedback sessions, review submissions, identify improvement areas, and
document outcomes.
HR/QA Personnel: Maintain records and assist in trend analysis for continuous improvement.

4. Procedure
1. Feedback Collection

Utilize designated feedback forms (digital or paper-based) for formal input.
Schedule periodic feedback sessions (e.g., quarterly, project-end).
Accept verbal feedback and document it promptly.

2. Rating Performance Metrics
Use established rating criteria (e.g., 1-5 scale) relevant to the activity or project.
Ensure objectivity and consistency in ratings by clearly defining metrics.
Document ratings alongside feedback for clear reference.

3. Identifying Improvement Areas
Summarize recurring themes or issues mentioned in feedback.
Use rating data to highlight strengths and areas needing enhancement.
Prioritize improvement areas based on impact and feasibility.

4. Documentation and Recordkeeping
Store all feedback, ratings, and improvement action items in a secure, accessible database or shared
folder.
Update documentation after each feedback cycle or session.
Ensure confidentiality and data protection requirements are met.

5. Analysis and Reporting
Review collected data regularly to identify trends.
Generate summary reports to inform management and guide decision-making.
Track progress of improvement actions over time.

5. Documentation Template Example

Date Feedback
Provider Feedback/Comments Performance

Rating (1-5)
Improvement

Area(s) Identified Action Taken/Planned

2024-
06-10 Jane Doe

Response times could
be quicker. 3 Timeliness Implement daily standups

to monitor progress.



6. Review and Continuous Improvement
Conduct regular audits of feedback documentation for completeness and accuracy.
Update this SOP annually or as process changes dictate.
Gather meta-feedback on the feedback process to drive additional improvements.

7. References
Company Feedback Policy
Data Privacy Guidelines
Performance Appraisal Framework
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