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What is an SOP? 

 

S = 

O = 

P = 

 

What is an SOP? 

 

When do you need an SOP? 

 

How do you know if an SOP is working? 
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What is an SOP? 

 

How many different outcomes resulted from this simple SOP? 

 

 

Why were there different results? 

 

 

What is missing in this SOP? 
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What is an SOP? 

 

SOPs involve: 

1. People 

2. Steps 

3. A Single Outcome  

 

 

For more details on S.G. Kaufman’s approach to SOPs, please visit: 

http://www.sph.emory.edu/CPHPR/biosafetytraining/etraining/index2.html 
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What is an SOP? 

 

For the paper folding SOP: 

1. Did you understand the SOP? 

2. Could you physically do what the SOP asked? 

3. Was the outcome the intended outcome? 

4. Did different individual achieve the same outcome? 

 

 

For more details on S.G. Kaufman’s approach to SOPs, please visit: 

http://www.sph.emory.edu/CPHPR/biosafetytraining/etraining/index2.html 
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Writing an SOP 

 

The audience for an instructional document is the person who 
will follow the instructions.  An SOP is not simply “putting 
something into writing.” 
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Writing an SOP 

 

What is an example of a policy? 

 

 

What is an example of a plan? 

 

 

What is an example of a procedure? 
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Writing an SOP 

 

What is an example of a policy? 

 

 

What is an example of a plan? 

 

 

What is an example of a procedure? 
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Writing an SOP 

 

For a policy . . . 

Who writes a policy? 

 

 

Who is the audience? 

 

 

What is the intended purpose? 
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Writing an SOP 

 

Please refer to the next page for a basic pattern for an SOP.  
This pattern is a document that can be used to guide the 
information that needs to be included.  

 

All of these sections are equally and critically important. Often 
SOP writers’ focus only on the ACTIONS and forget to specify 
the conditions and context. Also, referrals, references, and 
cross-references are important to provide a sense for where 
this SOP fits into the larger program. 
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Writing an SOP 

 

Consider the SOP conditions for entry into a laboratory where 
the organisms used could be transmitted by ingestion, direct 
contact, or via needlestick or other percutaneous exposure 
(e.g., Biosafety Level 2 lab).  

Who should use the SOP? 

When should it be used? 

Why should the SOP be used? 

Where should it be used? 
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Writing an SOP 

 

Who: 

 

When: 

 

Why: 

 

Where: 
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Writing an SOP 

 

What if our input is a contaminated syringe & needle to be 
discarded? The output would be a contaminated syringe & 
needle safely disposed in compliance with local regulations. 
What kind of preparation might need to be in place?  
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Writing an SOP 

 

This is the guts of the SOP.  How do you get from an unfolded 
sheet of paper (input) to a specifically folded and torn piece of 
paper (output)? 
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Writing an SOP 
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Writing an SOP 

 

Look at the procedure you brought with you today. 

1. Determine which pieces of the procedure fit into the 
different components on the template in the workbook. 

2. Which pieces in the template are not included in your 
procedure? 

3. Are there pieces in your procedure that don’t fit into the 
template? 

4. Evaluate those pieces to see if they “belong” to the 
procedure (conditions, context, or actions). If not, where 
do they need to be captured? If yes, how should they be 
captured in the SOP? 
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Writing an SOP 

 

Using the M&M sorting template on the next page and the 
materials provided at your table, complete the template for the 
input and output given. 
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Writing an SOP 

 

Could you execute the SOP? 

 

Could you physically do what the SOP asked? 

 

Did you reach the intended outcome? 

 

Did different individuals achieve the same result?  
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Behavioral Observation Data 

 

Examples: 
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Behavioral Observation Data 

 

How can BOD be applied to your SOP? 
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Behavioral Observation Data 

 

Notes: 
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Behavioral Observation Data 

 

How can BOD be applied to your SOP? 

 

 

 

 

 

 

 

 

 

 

 

  



 

  Page 34  
  

Developing and Validating Standard Operating 
Procedures 

Behavioral Observation Data 

 

Name some considerations of BOD: 
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Behavioral Observation Data 

 

Examples: 
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Keeping SOPs Current 

 

Notes: 
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Keeping SOPs Current 

 

How Often? 

 

When? 

 

How? 

 

Review your SOP:  
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Review 
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