
Standard Operating Procedure (SOP): On-site Staff
Coordination and Task Delegation
This SOP details on-site staff coordination and task delegation, focusing on clear communication strategies, role
assignment, task prioritization, monitoring progress, and ensuring accountability. The objective is to optimize team
efficiency, enhance collaboration, and achieve project goals through structured delegation and effective coordination
among all on-site personnel.

1. Purpose
To establish a standardized approach for coordinating on-site staff and delegating tasks effectively, thereby improving
efficiency, communication, and accountability.

2. Scope
This SOP applies to all supervisors, team leaders, and on-site personnel involved in project execution.

3. Responsibilities

Role Responsibility

Site
Supervisor

Oversee staff coordination, assign roles, monitor progress, and ensure all procedures are
followed.

Team Leaders Delegate tasks within their teams, report progress, and address issues as they arise.

Team
Members

Execute assigned tasks, communicate progress, and report concerns or obstacles
encountered.

4. Procedure
1. Pre-Shift Briefing & Communication

Conduct daily briefings to outline goals, expectations, safety requirements, and project updates.
Establish communication channels (e.g., two-way radios, group messaging apps).

2. Role Assignment
Assign clear roles and responsibilities based on staff skills and project requirements.
Record assignments in a log or team sheet for reference.

3. Task Delegation
Prioritize and delegate tasks, considering deadlines and resource availability.
Ensure each staff member understands assigned tasks and expected outcomes.

4. Task Monitoring & Support
Conduct regular check-ins (e.g., hourly, mid-shift) to monitor progress.
Provide support and resources to address obstacles or reallocate tasks if needed.

5. Feedback and Accountability
Track task completion and quality. Update status logs as tasks are finished.
Provide constructive feedback and acknowledge accomplishments.
Document issues, disciplinary actions, and improvement opportunities.

6. End-of-Shift Review
Host a brief review to summarize completed work, challenges faced, and plan for the next shift.

5. Communication Strategies
Maintain open channels through scheduled meetings and ongoing updates.
Utilize clear, concise language; confirm task understanding through brief recaps.
Encourage team members to voice concerns or suggestions.

6. Documentation & Records
Keep a daily log of role assignments, delegated tasks, and completion status.



Store records securely for future reference and performance appraisal.

7. Review Process
Supervisors review SOP execution weekly, gather feedback, and update procedures as necessary.

8. References
Company Policy Manual
Health & Safety Regulations


	Standard Operating Procedure (SOP): On-site Staff Coordination and Task Delegation
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Procedure
	5. Communication Strategies
	6. Documentation & Records
	7. Review Process
	8. References


