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.01 PURPOSE:
To characterize Standard Operating Procedures (SOP’s), to indicate their applicability, and to
mandate procedures concerning them.
.02 CROSS-REF:
G.O. 1180, “Written Directives and Communications”
G.O. 1181, “General Orders and Operations Manual”
G.O. 1182, “Personnel, Special and Training Orders”
CALEA STANDARDS 12.2.1; 12.2.2
.03 DISCUSSION:
.04 POLICY:
Standard Operating Procedures (SOP’s) are written directives designed for limited applicability.
Use of SOP’s permits more flexibility and specificity to individual divisions than the use of a
General Order. As their approval processes are less formal than that of the General Order, they
are usually distributed and implemented more quickly.
.05 DEFINITIONS:
.10 STANDARD OPERATING PROCEDURES (SOP’s):
An SOP is a procedural document detailing instructions for procedures within a specific division of
the Department. Division commanders will assign numbers for SOP’s within their command.
Once approved, each division commander will maintain electronic copies of their SOP’s.
.12 AUTHORITY:
There is no requirement that every organizational element of the Department have a written SOP.
The division commanders will determine which units or operations will require one. Any
supervisor can initiate an SOP; however, approval of the final document by the Division
Commander is required. All SOP’s must have the approval of the division commander prior to
implementation.
.14 DESCRIPTION:
The SOP is designed to be used for any procedural matters that are specific to the component
that prepares it. Routine unit procedures, specialized procedures, and unit regulations are some
examples of items appropriate for the SOP. By using the SOP whenever appropriate, elements
of the Department can tailor the written instructions to their individual needs, whereas a
department-wide directive would necessarily have to be written more broadly. A SOP is
especially valuable when used as a checklist, as an aid in orientating and training new members
of an organization, or as a guide in emergencies when persons unfamiliar with an organization’s
procedures must perform them.
.16 PREPARATION:
An SOP will be prepared by the organizational component to which it applies, and submitted to
the division commander for approval. Preparing divisions are responsible for making any copies
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of their own SOP for their own use. Once approved, the document should be forwarded
electronically to the Supervisor of Records and Agency Accreditation, who will maintain SOP’s in
the general orders folder of the computer shared drive for general reference and for ensuring
adherence to accreditation standards. SOPs will also be maintained on the Department’s
PowerDMS site.
.18 DISTRIBUTION:
Each SOP must be readily accessible to all employees affected by it. SOPs will be assigned to
users via the Group feature in PowerDMS. When SOPs are revised they will be distributed to
assigned staff for their review and receipt via PowerDMS. The division commander originating
the SOP will ensure any applicable training will be conducted concerning the procedure.
Receipts for review will be maintained in PowerDMS.
.20 REVIEWING, UPDATING, and PURGING:
An SOP remains in effect until superseded or canceled. The division commander will ensure that
each SOP assigned to their division is reviewed at least annually and updated or canceled as
needed, and that the review is documented to the Supervisor of Records and Agency
Accreditation. The Table of Contents will be amended to reflect the date of each current SOP.
.25 FORMAT:
The heading of each SOP will contain the same information as a General Order; however, it will
be entitled, “Standard Operating Procedure” as opposed to “General Order” and will also identify
the name of the division governed by the SOP.
The first paragraph of the SOP should be entitled, “PURPOSE” and should contain a brief
statement of intent. If references to other documents are needed the second paragraph should
contain these under the heading, “CROSS-REF.” Headings for the remainder of the SOP will be
used as needed. The body of the SOP will generally be in short, concise statements with
modifications as needed.
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