SOP: Action Plan Development for Service Improvement

This SOP details the process of action plan development for service improvement, focusing on identifying service gaps,
setting clear improvement objectives, designing strategic action steps, assigning responsibilities, establishing timelines,
monitoring progress, and evaluating outcomes to enhance overall service quality and customer satisfaction effectively.

1. Purpose

To provide a structured framework for developing action plans aimed at improving service quality and customer satisfaction by
systematically addressing identified service gaps.

2. Scope

This SOP applies to all departments and personnel involved in service delivery and improvement initiatives.

3. Responsibilities

¢ SOP Owner: Oversee execution and review process effectiveness.
¢ Team Leaders/Managers: Lead action plan creation, assign tasks, and monitor progress.
o All staff: Comply with assigned actions and contribute to continuous improvement.

4. Definitions

¢ Service Gap: Any discrepancy between expected and actual service delivery outcomes.
¢ Action Plan: A documented set of tasks and steps formulated to close service gaps and achieve improvement goals.

5. Procedure

1. ldentify Service Gaps
o Gather feedback via surveys, complaints, audits, or performance metrics.
o Analyze data to document specific gaps in service delivery.

2. Set Improvement Objectives
o Define SMART (Specific, Measurable, Achievable, Relevant, Time-bound) goals to address identified gaps.

3. Design Action Steps
o Develop clear, actionable steps that directly address improvement objectives.

4. Assign Responsibilities
o Designate accountable individuals or teams for each action step.

5. Establish Timelines
o Set start and end dates for each activity, defining key milestones.

6. Monitor Progress
o Track completion status, regularly update stakeholders, and address delays or obstacles.

7. Evaluate Outcomes

o Assess whether objectives are met using predefined criteria; document lessons learned and recommend further
actions if needed.

6. Documentation Template
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7. Review & Continual Improvement

¢ Review action plans regularly for relevancy and effectiveness.
e Update procedures in response to feedback or changing requirements.
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