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Replace the red text when using this template.

1. Application / Scope 
· Describe any background to the task

· Establish the operating environment for the task

· Explain when/where the task is applicable
· List any exclusions/exceptions
2. Abbreviations / Definitions
· Definitions for any special terms to enable ease of understanding

· Include only abbreviations specific to this procedure - general abbreviations are assumed knowledge

3. Resources / Equipment
· List the resources that would typically be needed to complete the task

· Generically describe each resource - brand names are not necessary unless they provide a valued description to the resource

· Estimate the number of each resource required

4. Warnings

· Lists brief description of each OH&S "risk" that will need to be managed if present

· Include any non OH&S general warning(s) such as issues that may complicate the completion of the task eg intrusion of media, biosecurity risks

· Hyperlink relevant Safe Working Method Statements (SWMS) and risk assessments (RAs)

5. Procedure
· Step by step description of the procedure to complete the task

· Use sub sections where there is a series of phases in a procedure

· Descriptions need to be adequate for a reasonably informed (ie trained) person to be able to complete the procedure (including contractors)

· Include responsibilities of specific roles or groups where relevant

6. References
· List any relevant references preferably using hyperlinks – do not repeat information located elsewhere

· Example References:

· AUSVETPLAN, PLANTPLAN, AQUAVETPLAN and any supporting manuals

· Other SOPs, forms, guidelines or policies
· Relevant legislation and regulations

· Supporting risk assessments and safe work method statements
· Existing procedures of an agency and/or contractor

7. Appendices 
· Any supporting material to the SOP eg photographs

· Do not include examples of forms; instead refer to forms and databases in ‘references’







____________________________________________________________________________________________________________

Title of procedure V#

Page 1 of 2

Version date: 3 May 2010

Procedure template V3 – 3 May 2010 (INT10/24152)

