
A standard operating procedure (SOP) is a documented set of instructions that describe a
specific procedure or task. The SOP provides essential information including what is needed,
who is responsible for the procedure and how exactly to perform the procedure. SOPs are
operation-specific and SOPs for the same task will differ from farm to farm. SOPs are essential
in ensuring  different people are able to complete the same task consistently and safely.

Ask workers to review the draft SOP and suggest changes to
make it easier to understand
Consult with technical advisers such as microbiologists,
researchers and quality assurance specialists.  

Identify key areas of concern for your operation e.g. sanitiser
concentration or cleaning and sanitisation of equipment.
Observe someone performing the process and take note of
everything they do. This becomes  the first draft of an SOP.

Formats include  simple set of steps, hierarchical steps, graphical or
flowcharts. 
Determine the number of steps in the procedure. If less than 10, use
simple step format. If there are a lot of decisions throughout the
procedure use a flowchart or graphic format. 

For example, the goal of an SOP for cleaning and sanitation of an
equipment would be to reliably prevent and minimise the chance
of equipment becoming a source of contamination rather than to
ensure that equipment is cleaned and sanitised in a similar manner.

Ask someone to follow the SOP  as it is described. Observe and
take down  notes. Also ask someone unfamiliar with the task to
follow the SOP.
Steps that cause confusion should be revised and reviewed.

Place a copy of SOP in the area where the procedure is
conducted and in QA documentation.
Essential SOPs can be included  in employee handbooks.
Periodic review of SOP to ensure any changes are updated.
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