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Purpose 
 
The purpose of this information sheet is to provide guidance to staff in deciding if a safe operating procedure is required in 
accordance with the Health Safety and Wellbeing (HSW) Hazard Management Procedure. 
 

Q1 What is a Safe Operating Procedure (SOP) and what information is included? 
A SOP is a documented step-by-step process required to carry out a task safely. It should be written with sufficient 
detail to ensure that someone can complete the activities in a safe manner.  
Note: some tasks may require a proficiency be demonstrated by the operator before it is performed unsupervised. Refer 
to Q7 for further information. 

 
The SOP is an effective safety measure: 

 when the operator needs to follow specific steps from beginning to end, in a defined order, to complete the task 
safely 

 when the task is completed in the same way every time. 
 
The SOP should include the following information: 

 the name of the task 

 the name(s) of the people involved in drafting the SOP 

 the hazards the operator needs to be aware of 

 the task-related reference documents 

 photograph(s) where necessary 

 the name of the corresponding risk assessment(s) 

 the operational steps from start to finish, including any pre-operational checks and things to be done when the 
task is complete (e.g. waste management) 

 any personal protective equipment (PPE) required to complete the task 

 any emergency procedures 

 a version number. 
 
The Safe Operating Procedure template is available in the Hazard Management Procedure (Appendix C). 
 

Q2 Do all tasks require a Safe Operating Procedure (SOP)? 
No.  An SOP is only required when the person completing a risk assessment has identified that a task has the potential 
to cause a serious injury/illness, and an SOP would assist the operator to complete the task safely.  A SOP describes 
the required process and use of control measures and should be written prior to commencing a task. 

 
Q3 Do I need to complete a Safe Operating Procedure (SOP) for the item of equipment/chemical or is it just 

completed for the activity? 
The SOP is written for a task or activity which may include the operation of multiple items of equipment and/or 
chemicals in order to complete 
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