
SOP: Crew Assignment and Daily Briefing Protocols
This SOP details crew assignment and daily briefing protocols, covering the systematic allocation of tasks to team
members based on skills and project requirements, the scheduling of daily meetings to communicate objectives, safety
guidelines, and progress updates, and the documentation of assignments and feedback. Its purpose is to enhance team
coordination, ensure clear communication, and optimize productivity through structured planning and accountability.

1. Purpose
To establish standardized protocols for assigning tasks to crew members, conducting daily briefings, and maintaining
documentation to ensure effective team operation and accountability.

2. Scope
This SOP applies to all team leads, supervisors, and crew members involved in ongoing operational projects.

3. Responsibilities
Team Leads/Supervisors: Assign tasks, conduct daily briefings, and document assignments & feedback.
Crew Members: Attend briefings, understand assigned tasks, adhere to safety protocols, and provide status
updates.
Project Manager: Oversee compliance with the SOP and support continuous improvement.

4. Procedure
4.1 Crew Assignment

1. Review project task list and deadlines.
2. Assess crew members' skills and availability.
3. Assign tasks aligning crew strengths with project requirements.
4. Record assignments in the Assignment Log (see section 5).
5. Communicate assignments individually and confirm understanding.

4.2 Daily Briefing Protocol

1. Schedule a daily briefing at the start of each shift.
2. Attendance is mandatory for all crew members.
3. Agenda for briefing:

Review of previous day's progress
Outline of daily objectives and tasks
Safety guidelines and updates
Special instructions or changes
Q&A and feedback session

4. Document key points and assignments discussed.

4.3 Assignment and Feedback Documentation

1. Maintain a daily Assignment Log detailing each crew member's tasks and responsibilities.
2. Record any feedback or concerns raised during briefings.
3. Update the log with completion status at the end of the day.

5. Documentation Templates
5.1 Assignment Log Example

Date Crew Member Task Assigned Status Remarks/Feedback

YYYY-MM-DD John Doe Equipment Inspection Completed All equipment passed safety check

YYYY-MM-DD Jane Smith Material Setup In Progress Awaiting delivery

6. Review and Continuous Improvement



SOP to be reviewed quarterly by the Project Manager and updated as necessary.
Gather feedback from crew on briefing effectiveness and assignment clarity.

7. References
Project Plans and Schedules
Company Safety Guidelines
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