SOP: Continuous Improvement (Kaizen) Event
Protocols

This SOP details the protocols for a Continuous Improvement (Kaizen) event, including event planning and
preparation, team formation and roles, problem identification and root cause analysis, brainstorming and idea generation,
implementation of improvements, monitoring and measurement of results, and follow-up actions. The purpose is to foster
a culture of ongoing enhancement by systematically identifying inefficiencies and applying effective solutions in a
collaborative environment.

1. Event Planning and Preparation

Define the scope and objectives of the Kaizen event.

Obtain necessary approvals and allocate resources (venue, materials, tools, data access).
Establish event schedule and duration (typically 1-5 days).

Communicate objectives, agenda, and expected outcomes to stakeholders.

2. Team Formation and Roles

¢ |dentify team members with appropriate skills and roles:

Facilitator: Guides the event process.

Process Owner: Responsible for the targeted process.

Team Members: Cross-functional representatives, including front-line operators.
Scribe/Recorder: Documents activities, findings, and decisions.
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e Clarify team roles and responsibilities.

3. Problem Identification and Root Cause Analysis

¢ Clearly define the current state and the specific problem(s) to address.
e Gather baseline data (metrics, process maps, observations).
¢ Use Root Cause Analysis tools (e.g., 5 Whys, Fishbone Diagram) to identify the underlying causes of issues.

4. Brainstorming and Idea Generation

¢ Conduct structured brainstorming sessions to generate potential solutions.
e Encourage participation from all team members.
e Listand prioritize ideas using criteria (impact, feasibility, resources).

5. Implementation of Improvements

Develop action plans for selected improvements (who, what, when).
Assign ownership for each action item.

Pilot or implement solutions within agreed timelines.

Document all changes made during the event.

6. Monitoring and Measurement of Results

¢ Define key metrics to monitor the effectiveness of improvements (e.g., cycle time, defect rate, cost savings).
e Track and analyze results post-implementation.
e Compare post-improvement data with baselines.

7. Follow-up Actions

Conduct wrap-up meetings to review outcomes and lessons learned.

Assign responsibility for ongoing monitoring and further improvements if required.
Update documentation, standard operating procedures, and training materials.
Celebrate accomplishments and recognize team contributions.

Schedule periodic reviews to sustain and refine improvements.



8. Documentation Table

Document/Record Responsible Retention
Event Charter & Agenda Facilitator 2 years
Team Attendance List Scribe 2 years
Problem & Root Cause Analysis Records Facilitator/Scribe 2 years
Improvement Action Plans Process Owner 2 years
Results and Metrics Reports Process Owner/Scribe 2 years
Follow-up Review Records Facilitator 2 years

9. Revision History

Version Date Description Author

1.0 2024-06-14 Initial Release Process Improvement Team
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