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ANNEXURE F

Key Descriptions of Standard Operating Procedure Elements

Definition of Standard Operating Procedure

A Standard Operating Procedure (SOP) is a set of written instructions that document
a routine or repetitive activity followed by an organisation. The development and
use of SOPs are an integral part of a successful quality system as it provides
individuals with the information to perform a job properly, and facilitates consistency
in the quality and integrity of a product or end-result.

SOP Benefits

The development and use of SOPs minimizes variation and promotes quality through
consistent implementation of a process or procedure within the organisation, even if
there are temporary or permanent personnel changes. SOPs can indicate
compliance with organisational and governmental requirements and can be used
as a part of a personnel fraining program, since they should provide detailed work
instructions. It minimizes opportunities for miscommunication and can address safety
concerns. When historical data are being evaluated for current use, SOPs can also
be valuable for reconstructing prcqect activities when no other references are
available. In addition, SOPs Gre ﬂtly C& checklists by inspectors when
auditing procedures. UlilmGTe% enems of % SOP are reduced work effort,
along with improved compar@ ity, credibility, and leg@ydefensibility.

Descriptions of Key SOP Eigfhents
Sy

Element
Intent:
Scope:
Objectives:

Definitions:

Acronyms:

Procedure: 'ls a flxed step—by-step sequence of activities or course of c:chon (wﬂh
definite start and end points) that must be followed in the same order to

Principles:
Responsibility:

Accountability: B

Authority: An insﬂtuiionahsed ond Iegol power mherent ina pcmculor job, funchon
or position that is meant to enable its holder to successfully carry out his
or her responsibilities.

Performance ‘Performance Indicators are quantifiable measurements, agreed to

indicators: ‘beforeh that reflect the critical success: factors: of -a service or
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