SOP: Daily Briefing and Section Assignments

This SOP details the process for conducting a daily briefing and section assignments to ensure clear communication
and efficient task delegation among team members. It includes guidelines for scheduling briefings, outlining daily goals,
assigning responsibilities to each section, reviewing safety protocols, and addressing any concerns or updates. The
objective is to promote coordination, accountability, and productivity within the workforce by providing structured and
consistent daily communication.

1. Purpose

To establish a standardized process for daily team briefings and section assignments to enhance coordination, safety, and
operational efficiency.

2. Scope

This SOP applies to all team members, supervisors, and managers involved in daily operations requiring task assignments
and coordination.

3. Responsibilities

¢ Supervisors/Team Leads: Facilitate the briefing, assign section tasks, and address any concerns or updates.

o Team Members: Attend the briefing, understand assigned tasks, review safety protocols, and communicate any
issues.

* HR/Safety Officer: Provide safety updates and policy changes as needed.

4. Procedure

1. Scheduling the Briefing
o Daily briefings will occur at the start of each shift (e.g., 8:00 AM).
o All team members are required to attend unless otherwise excused.

2. Opening the Briefing
o Supervisor/Lead welcomes the team and notes attendance.
o Review the previous day's progress and any outstanding items.

3. Outlining Daily Goals
o Communicate the day's objectives, priorities, and deadlines.

4. Section Assignments
o Supervisor assigns tasks to each section/team member using the table below as a template.
o Clarify expectations and answer questions about tasks.

5. Safety Review
o Review relevant safety protocols, PPE requirements, and emergency plans.
o Communicate any recent incidents or near-misses.

6. Open Forum
o Allow team members to raise concerns, suggest improvements, or relay updates.

7. Close the Briefing
o Summarize assignments and expectations.



o Encourage ongoing communication throughout the shift.

8. Documentation
o Record briefing notes, section assignments, and any action items for future reference.

5. Section Assignment Template

Section/Team Assigned Personnel Task(s) Assigned Notes/Comments
Section A Jane Doe, John Smith Inventory Audit, Stock Replenishment Focus on Zone 1
SectionB Sam Lee Equipment Maintenance Complete before noon

6. Safety Protocols and Updates

¢ Ensure compliance with all PPE requirements.
¢ Review emergency contact information and procedures.
¢ Report hazards or unsafe conditions immediately.

7. Revision History

Revision Date Change Description Approved By

2024-06-15 Initial SOP creation Operations Manager
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