SOP Template: Daily Staff Briefing and Task Allocation

This SOP details the process for daily staff briefing and task allocation, ensuring clear communication of daily objectives,
prioritizing tasks, assigning responsibilities effectively, reviewing safety protocols, and addressing any team concerns to
enhance productivity and operational efficiency. The goal is to foster a coordinated and informed workforce prepared to meet
daily targets and maintain a safe working environment.

1. Purpose

To establish a standardized procedure for conducting daily staff briefings and allocating tasks, ensuring efficiency, clear
communication, accountability, and safety.

2. Scope

This SOP applies to all team leads, supervisors, and staff members involved in daily operations.

3. Responsibilities

¢ Team Lead/Supervisor: Prepare and conduct the daily briefing, assign tasks, and address concerns.
o Staff Members: Attend briefings, understand assigned tasks, and raise any questions or concerns.

4. Procedure

1. Preparation (prior to briefing):
o Review previous day's performance and outstanding tasks.
o Identify daily objectives, priorities, and resources.
o Prepare a list of safety reminders and any relevant announcements.
2. Conducting the Briefing:
a. Gather all staff at the designated time and location.
b. Communicate the daily objectives and key priorities.
c. Review progress on previous targets and highlight areas of improvement.
d. Discuss relevant safety protocols and reminders.
e. Encourage staff to voice any issues, concerns, or suggestions.
3. Task Allocation:
o Assign tasks based on individual skills, experience, and operational requirements.
o If possible, display the task list for transparency. (See Sample Table below.)
o Clearly state expectations, deadlines, and any special instructions.
4. Confirmation and Sign-off:
o Have each staff member confirm their understanding of assignments.
o Document attendance and task allocation for record-keeping.
5. Follow-Up:
o Monitor progress during the shift; provide guidance as needed.
o Address any emerging issues promptly.

5. Sample Task Allocation Table

Staff Name Assigned Task Priority Deadline Status
Jane Doe Inventory Check High 10:00 AM Assigned
John Smith Order Processing Medium 12:00 PM Assigned
Sara Lee Safety Inspection High 11:00 AM Assigned

6. Documentation

Daily briefing attendance sheet

Task allocation records

Safety checklist (if applicable)

Notes on concerns, suggestions, or incidents raised during the briefing

7. Review and Continuous Improvement



e Supervisors should regularly solicit feedback to improve the briefing process.
¢ Update the SOP as procedures or operational needs evolve.
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