SOP Template: Visual Management and Performance
Tracking

This SOP defines the processes for visual management and performance tracking, including establishing visual
indicators, setting performance benchmarks, monitoring key performance indicators (KPls), utilizing dashboards and
visual tools, conducting regular reviews, and implementing continuous improvement strategies. The goal is to enhance
transparency, improve operational efficiency, and facilitate data-driven decision-making through clear and effective visual
communication methods.

1. Purpose

To establish a standardized approach for visual management and performance tracking that enhances visibility, supports
continuous improvement, and enables data-driven decision-making.

2. Scope

This SOP applies to all departments and employees involved in performance monitoring, process improvement, and
operational management.

3. Responsibilities

Department Managers: Oversee implementation and maintenance of visual tools and performance benchmarks.
Team Leaders: Ensure accurate data collection and engage teams in performance discussions.

Employees: Participate in data gathering, provide feedback, and propose improvements.

Continuous Improvement Team: Analyze trends and coordinate improvement initiatives.

4. Process Steps

1. Establish Visual Indicators
o Identify key metrics relevant to team/department objectives.
o Develop and display visual signals (charts, status boards, Kanban, traffic lights, etc.) at prominent locations.
2. Set Performance Benchmarks
o Define target values or acceptable ranges for each KPI.
o Regularly review and update benchmarks based on business needs.
3. Monitor KPlIs
o Collect, record, and validate performance data at defined intervals (daily, weekly, monthly).
o Update visual indicators to reflect current performance.
4. Utilize Dashboards and Visual Tools
o Implement digital or physical dashboards that consolidate and display relevant KPIs in real-time.
o Ensure dashboards are accessible to all stakeholders.
5. Conduct Regular Performance Reviews
o Hold scheduled meetings to review data and discuss performance against benchmarks.
o Document action items and assign responsibilities for closing performance gaps.
6. Continuous Improvement
o Analyze trends and root causes for underperformance.
o Implement corrective actions and improvement strategies.
o Review effectiveness of changes in subsequent review cycles.

5. Visual Tools & Examples

Tool Description Example Use

Dashboards Digital or physical boards displaying real-time KPI data. i':gggﬁrson output, quality rates, safety

Visual workflow management using cards, columns, and Task progress tracking, project status
Kanban Boards | signals. updates.



Traffic Light Color-coded signals (red, yellow, green) representing Daily operational targets, issue
Indicators performance status. escalation levels.

On-site boards summarizing process performance and Shift handovers, corrective action

Gemba Boards | .
issues. follow-up.

6. Review and Audit

e Scheduled quarterly audits of visual management processes and data accuracy.
¢ |Improvement suggestions to be documented and reviewed by the Continuous Improvement Team.

7. Revision History

Date Version Description of Change Author

2024-06-18 1.0 Initial template release SOP Automation
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