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MODULE 3

PROGRAMMING & SITE

OPERATIONS

STANDARD OPERAT ING

PROCEDURES  (SOP)



WHAT  IS  A  STANDARD OPERAT ING PROCEDURE  (SOP)?  

 

A  S tanda rd  Opera t i ng  P rocedu re  (SOP) ,  a l so  known  as  a  Wor k

Method ,  i s  a  se t  o f  s tep-by- s tep  i n s t r uc t i ons  comp i l ed  by

an  o rgan i sa t i on  to  he lp  wo r ke r s  ca r r y  ou t  rou t i ne  ope ra t ions .  They

a im  to  ach ieve  e f f i c i ency ,  qua l i t y  ou tpu t  and  un i fo rm i t y  o f

pe r fo rmance ,  meanwh i l e  reduc ing  the  po ten t ia l  fo r

m i scommun ica t ion  and  fa i l u re  to  comp l y  w i t h  i ndus t r y  s tanda rds

and  regu la t i ons .   

 

 

Beg in  w i t h  t he  end  i n  m ind  -  What  does  t he  p roces s  end  w i th?       

Choose  a  fo rmat  -  What  fo rmat  w i l l  bes t  show i t ?  (e .g . ,

f l owcha r t ,  l i s t ,  Gan t t ,  r epo r t )

As k  fo r  i npu t  -  Use  you r  expe r t s  to  i n fo rm  the  p roces s

Def i ne  t he  scope  -  What  ta s k s  a re  needed?

Iden t i f y  you r  aud ience  -  Who  i s  a f fec ted?  Who  i s  i n vo l ved?

Wr i te  t he  SOP  -  C rea te  document

Rev iew ,  te s t ,  ed i t ,  r epeat  -  Make  su re  you r  SOP  wor k s

HOW TO WR I TE  A  STANDARD OPERAT ING PROCEDURE
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I NSTRUCT IONS

 

Us i ng  t he  be low  s teps ,  fo l l ow  the  above  app roach  to  w r i te  a  SOP

fo r  a  common  qua l i t y -based  wor k  method  you  wou ld  u se  on  s i t e .  

1 .  What  shou ld  t h i s  p roces s  end  w i th?

 

2 .  What  fo rmat  w i l l  bes t  show i t ?

 

3 .  Wh ich  expe r t s  w i l l  be  needed  to  i n fo rm  the  p roces s?

 

4 .  What  ta s k s  a re  needed?

5 .  Who  i s  a f fec ted?  Who  i s  i n vo l ved?

6 .  Se t  ou t  SOP  he re  as  ta s k  l i s t  o r  i n se r t  o the r  fo rmat

 

 

 

7 .  What  p roo f  can  I  ga the r  to  show my  SOP  wor k s?
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