
SOP: Daily Staff Briefing and Section Assignment
This SOP outlines the process for daily staff briefing and section assignment, ensuring effective communication,
clear task delegation, and coordinated teamwork.

Objectives
Ensure all staff receive relevant updates and understand their responsibilities.
Discuss daily goals, safety reminders, and protocol changes.
Assign staff to sections or roles based on skills and workload.
Maximize productivity, operational efficiency, and foster a cohesive work environment.

Scope
This procedure applies to all staff and supervisors involved in daily operations.

Responsibilities
Supervisors/Managers: Prepare briefings, communicate updates, assign sections/roles.
Staff Members: Attend briefings, seek clarification, and perform assigned tasks.

Procedure
1. Preparation (Prior to Shift Start)

Review any updates from previous shifts or management.
Identify key priorities, daily goals, and staffing requirements.
Prepare section/role assignment list based on skills and workload balance.

2. Conduct Daily Briefing
Gather all staff at designated time and location.
Share management updates and operational news.
Communicate daily goals, expectations, and key performance indicators.
Deliver safety reminders and protocol changes, if any.
Encourage questions and feedback.

3. Section and Role Assignment
Announce assignments; ensure each staff member understands their role and location.
Distribute a written or digital section/role roster if possible.
Adjust assignments if staff absences or workload changes arise.

4. Record-Keeping
Document briefing topics, assignments, and attendance.
Store records for future reference and accountability.

Sample Daily Assignment Table

Staff Name Assigned Section/Role Skills/Notes

Jane Doe Front Desk Customer Service, First Aid

John Smith Stock Room Inventory Management

Emily Lee Sales Floor POS, Merchandising

Review & Continuous Improvement
Supervisors to review briefing outcomes weekly.
Collect staff feedback for process improvements.
Update SOP as needed based on operational changes.
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