
SOP: Continuous Improvement and Review Meetings
This SOP details the process for continuous improvement and review meetings, including planning and
scheduling regular sessions, setting agendas focused on performance analysis and feedback, facilitating open
communication among team members, identifying areas for process enhancement, tracking action items and
progress, and documenting meeting outcomes. The goal is to promote ongoing organizational growth and ensure that
improvements are systematically implemented and reviewed for effectiveness.

1. Purpose
To provide a structured process for conducting regular continuous improvement and review meetings to foster ongoing
organizational development and effective change management.

2. Scope
This SOP applies to all departments and teams required to hold regular improvement and review meetings as part of
their operational procedures.

3. Roles and Responsibilities

Role Responsibility

Meeting
Facilitator

Organize, schedule, and moderate meetings; ensure agenda is followed; encourage
participation.

Team Members Attend meetings; participate in discussions; provide feedback; carry out assigned action items.

Note-taker Document discussions, decisions, action items, and meeting outcomes; distribute meeting notes.

Process Owner Review progress on action items and process improvements, support implementation, and
provide guidance.

4. Procedure
1. Planning and Scheduling

Schedule regular meetings (e.g., monthly or quarterly) using the organization's calendar system.
Ensure meetings are set at times convenient for all relevant participants.

2. Agenda Setting
Develop a standardized agenda covering:

Review of previous action items and outcomes
Performance metrics and analysis
Feedback collection (from team and stakeholders)
Identification of new areas for improvement
Assignment of new action items

Distribute the agenda at least 2 days prior to the meeting.
3. Facilitating the Meeting

Open the meeting by reviewing objectives and the agenda.
Encourage open, honest, and respectful communication.
Guide discussions towards identifying root causes and effective solutions.

4. Action Item & Progress Tracking
Assign clear action items, owners, and deadlines for each improvement identified.
Track progress at subsequent meetings.

5. Documentation
Document key decisions, action items, responsible persons, and timelines.
Share meeting notes with all participants and store in a central, accessible location.

6. Review and Follow-up
Review the effectiveness of implemented improvements in subsequent meetings.
Update procedures as necessary based on meeting outcomes.



5. Documentation & Records
Meeting agendas and minutes
Action item tracking log
Performance reports and feedback forms

6. Review and Continuous Improvement
This SOP should be reviewed annually or as needed to ensure continued relevance and effectiveness. Suggestions for
improvement should be incorporated promptly and communicated to all stakeholders.

7. Revision History

Version Date Description Author

1.0 2024-06-26 Initial release [Author Name]
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