
7.0 Standard Operating Procedures (SOPs) 
 
(Use the following template to personalize your approach to SOPs in the business) 
 
This management system component focuses on the role Standard Operating 
Procedures (SOPs) play in the governance of our business.   These guidance 
documents encourage consistency in handling management or operational activities.  
SOPs are generally developed at the point of responsibility under the guidance of a 
responsibility center manager or an employee working under the oversight of an 
immediate supervisor.  They often deal with day-to-day tactics or methodology of 
repetitive tasks. 
 
Having documented SOPs can provide a number of benefits.  They can: 
 

1. Provide a training tool for communicating how you expect a job to be performed. 
2. Enable management to leverage communication of preferred methods or process 

to a large number of employees over time in a consistent manner. 
3. Increase the likelihood that a job will be performed using best management 

practices and preferred methods. 
4. Help lower cost of production by having an efficient work crew doing things well 

with minimum oversight. 
5. Give employees in a learning mode a reference guide and instill confidence that 

they are doing the job thoroughly to meet your performance expectations. 
6. Provide a foundation for measuring work skill performance and consistency of 

process. 
 
Quality Assurance is a term that is becoming more critical in agriculture as consumers, 
regulators, and suppliers become increasingly concerned about the process we use to 
produce, in addition to the quantity or quality of the end product.  As managers of a 
diverse resource base, we have to be continually concerned with efficiency, safety, and 
environmental stewardship.  SOPs provide a key tool for management to put disciplines 
in place that will assure routine functions are carried out with quality assurance as the 
underlying standard of performance. 
 
Consequences of Not Documenting and Following SOPs 
 
The following situations can arise without clearly understood procedures: 

1. A worker doesn’t perform a routine task the same way two times in a row. 
2. A critical step in a repetitive job is left out creating a major problem in an 

expensive piece of farm equipment. 
3. An employee becomes critically injured and also subjects the business to 

significant negligence liability consequences. 
4. You can’t remember the steps you went through to do a complicated once-a-year 

office task.  Every year you try to recall what you did the year before, you resolve 
to write down how you did it the last time.  A year later you wish you had followed 
through with your resolution. 



5. A lot of time is spent orally explaining job performance procedures to workers for 
routine tasks we often assume the employee should be able to figure out. 

6. We have access to seasonal or part-time help, but without good SOP’s, we take 
longer to explain how to do the task than it would take just to do it ourselves. 

 
Structure, Content and Location of SOPs Documentation 
 
The business culture and approach for SOP documentation will follow a standardized 
format overseen by the administrative management team.  However, the business will 
need to develop SOP documentation in various formats and locations intended to 
provide optimal access and usefulness for those affected by the SOPs.  Consequently, 
the actual content and format of SOPs will likely result in several SOP type documents 
across farm operations.  For example, there may be separate content binders for: 
 

1. Office procedures & Human Resource Management Functions 
2. Herd Health, Stock Handling, and Confined Animal Feeding Operations (CAFO) 
3. Shop, Equipment & Fuel/Supply Storage 
4. Field Crops Establishment & Harvest Operations 
5. Farm Safety Program 
6. Food Safety (GAP) 
7. Special procedures for Value Added Market Access 

 
Employee Orientation and Training Checklist – Management System/SOPs 
 
All new employees are provided a general orientation to farm and administrative 
operating procedures.  This training will be provided by a combination of the person in 
of the general personnel officer (general farm and administrative issues) as well as the 
employee’s primary day-to-day supervisor.  Items to review can include, but are not 
limited to the following: 
 

 Payroll processing 

 Office Operations 

 Shop Facilities – Locations & use protocols 

 Organizational structure and division of responsibility – enterprise centers 

 Policies and Procedures 
o Farm Safety Guidelines 
o Shop practices, tool use protocol,  
o Power unit SOPs, driving SOPs 
o Fuel and lubrication, oil change procedures  
o Waste Disposal policies – burnable, re-cycle, dumpster, chemical 

containers 
o Handling of mail, invoices, bill of ladings, in-boxes, etc  

 Equipment Maintenance list; chassis checklist 

 Facility and Improvement Maintenance List 

 Fields - locations, maps 

 Livestock - facilities, pastures, herd health SOPs, stock handling SOPs 



 Employee housing, if applicable 

 Fill-in Jobs 

 Maintaining a quality environment 
o Shop, vehicles, bathroom, power units, waste disposal sites 

 


