Standard Operating Procedure (SOP)

Performance Monitoring and Continuous Improvement Practices

This SOP details performance monitoring and continuous improvement practices, encompassing the systematic
tracking of key performance indicators, regular performance reviews, data analysis for identifying improvement
opportunities, implementation of corrective actions, employee feedback mechanisms, and ongoing training programs.
The objective is to foster a culture of excellence by continuously enhancing processes, productivity, and overall
organizational effectiveness.
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1. Purpose

To establish a robust system for monitoring performance and pursuing continuous improvement, ensuring achievement of
organizational goals, higher productivity, and superior quality outcomes.

2. Scope

This SOP applies to all functional teams, managers, and employees involved in performance measurement, review, and
process enhancement activities.

3. Responsibilities

¢ Managers: Oversee monitoring and review of team/department performance; implement corrective actions; ensure
staff participation.

¢ Employees: Engage in performance reviews, provide feedback, participate in improvement initiatives and training.

¢ HR/Quality: Facilitate KPIsetup, performance analytics, feedback systems, and training programs.

4. Procedure

1. Establish Key Performance Indicators (KPlIs)
o Define clear, measurable KPIs for each department/process aligned with goals.
o Document and communicate KPls to all relevant parties.
2. Data Collection & Monitoring
o Track KPIs using validated systems and tools (e.g., dashboards, reports).
o Collect data at designated intervals (daily, weekly, monthly, etc.).
3. Performance Reviews
o Conduct regular reviews (monthly/quarterly) to discuss results and trends.
o Analyze performance data to identify gaps, strengths, and improvement areas.
4. Root Cause Analysis
o Investigate causes of underperformance using appropriate methodologies (e.g., 5 Whys, Fishbone Diagram).
5. Corrective and Preventive Actions
o Develop and implement action plans addressing identified issues.
o Assign responsibility and deadlines for corrective actions.
o Monitor effectiveness; adjust actions as needed.
6. Employee Feedback
o Encourage open feedback through surveys, meetings, and suggestion programs.
o Integrate feedback into review and improvement processes.
7. Continuous Training & Development
o Identify skill gaps and training needs from performance reviews.
o Organize targeted training and upskilling programs.
8. Documentation & Reporting
o Maintain records of KPls, reviews, corrective actions, and feedback.
o Regularly report progress to management and stakeholders.



5. Documentation

KPIldashboards and tracking sheets
Performance review minutes/reports
Corrective action logs

Training records

Feedback records/surveys

6. Review and Continuous Improvement

This SOP will be reviewed annually and updated as needed. Continuous feedback from users and process outcomes will
inform revisions and enhancements.

7. References

e [List any relevant policies, standards, or regulations]
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