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6.1 Questions to Ask Before Writing an SSOP

u What is the specific task to be accomplished and what is the 
expected outcome?

u Who will be using the SSOP?

u In what ways will the SSOP be used?

u Who should be involved in the development of the SSOP?

u Will vulnerable and disabled persons (see Module 11) be 
affected and does the SSOP address these impacts?

u What is the best way to develop a SSOP?

u What synergy can be incorporated into the SSOP?

u How will the SSOP be tested?



6.1 Questions to Ask Before 
Writing an SSOP
Traditionally, SSOPs are developed at a national level, using 
a top down approach

With the developing emphasis on impact-based warnings and 
forecasts, these traditional thoughts may be changing

An impact-based “Bottom-up Approach” for SSOP 
development would be effective

This Module is a compilation of information on effective 
SSOPs 



6.2 Reasons for Writing SSOPs

There are many reasons to write SSOPs, some of which would include to:

u Ensure operations are done consistently with minimum variability on a 
prescribed schedule;

u Maintain quality control and efficiency of processes and products; 

u Ensure tasks are completed in compliance with government regulations and 
specified roles and responsibilities;

u Ensure other staff members know what their co-workers are doing;

u Facilitate effective training in procedures for new personnel, those that need 
re-training, and for cross training;

u Encourage regular evaluation of work activity and continuous improvement in 
how things are done; and

u Serve as an historical record of how, why and when things were accomplished 
for investigations, improvements, application in similar situations and other 
reasons;



6.3 When Should You Write or Rewrite 
an SSOP

u New equipment or processes create new work situations (SSOPs 
should be written and tested before the new equipment or 
processes are implemented); 

u No SSOPs are currently available for specified tasks;

u New information suggests there is a way to improve 
performance;

u Workers’ evaluations identify required changes in existing 
SSOPs; and

u An incident occurs that indicates limitations in effectiveness or 
efficiency.



6.4 For whom should you write an SSOP

u Write the SSOP for the person(s) who will perform a 
particular job

u Consider such factors as age, education/training, 
knowledge, skills, experience, and the "social culture" or 
work history within which the individuals work

u SSOPs are needed at all levels involved in the early 
warning process.  These would include high-level SSOPs 
agreed to by different agencies, and then individual, 
detailed SSOPs for each agency to complete the tasks 
defined in the high level SSOP



6.5 Who should write and review SSOPs

u Identify or designate a knowledgeable person to lead the development 
effort for each SSOP

u Successful SSOP development and implementation should, if possible, 
be prepared by a designated development team of employees, 
managers, and as appropriate maintenance, safety, design, and safety 
personnel

u In addition consider involving other agencies who are involved in the 
task and can bring relevant expertise to the effort.  A team-based 
development and problem solving process often produce the most 
effective SSOPs

u SSOPs should be reviewed by several quality people to determine their 
completeness and clarity of safety, environmental and operational 
components



6.6 Using a team to write an SSOP

Using a team to write an SSOP helps to:
u Ensure that knowledge acquired from different perspectives is included; 
u Create "buy-in," by the people involved and increases the likelihood that 

the SSOPs will be implemented; 
u Train people who can train others, because SSOP writers know the 

information and are more likely to be effective trainers (coaches) 
themselves; 

u Involve people from diverse parts of the operations, which helps when 
new and modified processes are implemented and SSOPs must be 
updated; and 

u Encourage employees to follow the SSOP and listen to supervisors because 
they know writers invested time and effort on behalf of employees.  

When SSOPs need to be revised, it is suggested that the group(s) or 
individual(s) who originally prepared and reviewed them be requested to 
revise them.



6.7 Consolidated List of Tips to Consider 
When Writing SSOPs

A consolidated list of tips is included in the SSOP manual 
Module 6

u The user should review the list and then decide to use 
those that are necessary for his application

u Depending on the type and scope of the SSOP, certain tips 
may or may not be used



6.7 Consolidated List of Tips to Consider 
When Writing SSOPs

Caution:  Required time to prepare an effective 
SSOP

u SSOPs preparing, documenting, reviewing, testing, approval, 
and implementation will require more time and coordination 
than a person usually estimates

u Begin preparation of required SSOPs far in advance of when 
they might be needed to allow sufficient time to accomplish 
all of the needed steps



	

Table 6.1 Standard Operating Procedure Format Choices And Criteria 
Many 

Decisions? 
More Than 10 Steps? Best SSOP Format 

No No Simple Steps 
No Yes Ranked Order Steps or Graphic 
Yes No Flow Chart 
Yes Yes Graphic or Branching Flow Chart 

6.8 Different Styles of SSOPs 

There are many different styles of SSOPs depending upon: 
The task to be completed, the complexity of the task, the length of the 
task, and the level of the SSOP
An SSOP can follow one of these formats, a combination of two or more 
formats, or a format developed by the country involved



	

6.8 Different Styles of SSOPs 

Simple steps or a 
checklist

u These are easy to 
write and follow

u Work well for short, 
simple, 
straightforward tasks



6.8 Different Styles of SSOPs 

Ranked ordered steps:

u This is an extension of the simple steps format

u Works better for tasks that require additional detail or sub-steps within each 
primary step



Expanded	Example	with	Sub-Steps	from	Malaysia’s	Guidelines	for	Media	Management	Center	
(MMC)	on	Disaster/Crisis	Section	6.	Early	Response	of	MMC	(Expanded	sub-sections	not	part	of	
Malaysia’s	SSOP,	but	added	for	this	Manual	as	an	example) 
Duties	of	the	MMC	Officer	immediately	after	reporting	to	Diaster	Operations	Commander	(DOC)	are	to:	
	
1. Set	up	and	operate	MMC:		

a. Locate	building	where	the	MMC	will	be	located;	
b. Locate	and	place	3	tables,	1	podium,	15	chairs,	2	desks	in	the	MMC;	
c. Position	MMC	computer	on	one	desk	and	ensure	there	is	internet	capability;		
d. Set	up	projector	to	display	graphics	for	media	presentation;		
e. Locate	sound	system	and	ensure	microphones	are	on	and	operational;	and	
f. Prepare	blank	media	pass	before	opening	the	MMC	so	they	can	be	rapidly	completed	as	the	

press	arrives.	
2. Place	directional	signs	and	sign	post	of	MMC	at	a	strategic	location	at	the	disaster	site	for	the	local	

and	international	mass	media:			
a. There	are	5	directional	signs.		Place	these	at	different	locations	within	the	disaster	site;	
b. Place	the	large	MMC	sign	at	the	entrance	to	the	MMC;	and	
c. Inform	various	officials	and	emergency	personnel	of	the	location	of	the	MMC	in	case	they	are	

asked	for	comments	or	location	of	MMC.	
3. Request	all	the	local	and	international	media	to	register	and	provide	them	with	the	pass	for	access	

to	MMC:	
a. Place	a	table	by	the	entrance	of	the	MMC	and	ensure	it	is	staffed	at	all	time;	
b. Prepare	a	register	sheet	with	entries	for	name,	news	affiliation,	local	address,	cell	phone	

number,	and	email	address	and	ensure	every	media	representative	completes	all	sections;	and	

c. After	registering,	provide	each	media	representative	a	pass	with	their	names,	news	affiliation,	
and	picture	(if	possible)	on	it.	



4. Obtain	the	necessary	information	on	the	disaster	from	DOC	for	dissemination	to	the	media.	DOC	
must	sign	the	information	document	before	disseminating	it;	
a. Coordinate	with	DOC	in	person	if	possible	or	via	cell	phone	if	cannot	coordinate	in	person;	
b. After	reaching	agreement	on	the	information	to	disseminate,	type	the	information	to	be	

released,	print	a	copy,	and	have	DOC	review	and	sign	it;	and	
c. Once	the	signed	information	document	is	completed,	make	copies	and	distribute	it	to	the	

media.	
5. Arrange	the	interview	briefing	or	visit	of	the	relevant	government	officials/leaders	and	media	in	a	

well-planned	and	scheduled	manner:	
a. Coordinate	with	the	DOC	and	obtain	approval	for	the	list	of	government	officials/leaders	who	

will	provide	interviews;	
b. Coordinate		schedule	of	approved	speakers	with	the	individual	speakers	to	ensure	their	

availability;		Provide	schedule	to	the	media;	
c. Attempt	to	schedule	at	least	on	interview	every	hour	to	maintain	a	constant	flow	of	information	

to	the	media;	and		
d. Ten	minutes	before	each	interview,	remind	speakers	of	time	and	place,	and	remind	media	

representatives	of	the	upcoming	interviews.	
6. Arrange	the	necessary	equipment	for	the	media:	

a. Print	media	will	usually	need	a	place	to	prepare	their	reports	and	then	a	method	to	send	them	
and	

b. Video	media	will	need	a	place	to	conduct	interviewss	or	to	film	their	segments.		Ensure	the	
appearance	of	this	is	good	and	well-lit.	



6.8 Different Styles of SSOPs 

Graphic flow chart
u This is a graphical 

version of the two 
previous formats.

u Works well for tasks 
where activities must 
be done in a specific 
order and where an 
easy-to-follow 
reminder at the job 
site is useful.



6.8 Different Styles of SSOPs 

Annotated Pictures
u Works well in complex processes, 

u where entry into a computer program is required

u or where a language barrier may exist

u Pictures can dramatically reduce the need for written explanations

u This format helps to shorten complex and detailed SSOPs

u SSOP pictures can make excellent work site reminders, a photo illustrating how a 
work site should be set up or arranged, or the proper locations of shields, levers, 
switches and handles on a piece of equipment can be very useful



6.8 Different Styles of SSOPs 

Branching flowchart

u This format makes complex 
SSOPs, especially those with a 
number of decisions that affect 
subsequent steps, easier to 
follow

u Boxes within the flow chart can 
also be expanded to include 
checklists or sub steps



6.9 SSOP Development and General 
SSOP Format

Time-line Concept:  
u Most SSOPs should follow a time-line concept

u To keep tasks in chronological order of how they are to be performed

u If multiple tasks must be performed at the same time, a multi-column ranked order 
step SSOP can be used with the parallel columns describing the different steps 
which need to be taken in conjunction with each other

u Another useful approach is to use a flow chart with a varying time at the top and 
different flow chart lines to depict the various tasks to be completed at the same 
or different times

u This is the most important concept for tsunami EWS



6.9.1 Suggestions When Writing SSOPs
u Explain the reasons behind certain steps.  This might help people to understand the 

importance and order of the tasks/steps

u Make SSOPs clear and simple, write in short sentences, and when possible, begin with an 
action verb.  Uncommon or unclear acronyms and abbreviations should not be used

u Create detailed SSOPs for long or complex tasks, especially if performed infrequently.  If the 
task is simple or employees are familiar with the task, then a shorter SSOP will work

u Break into sections SSOPs that are a long list of steps.  For example, "Getting ready for the 
process," "Initial steps," and "Final steps"

u Explain when and how each person will perform specific steps when multiple people must use 
the same SSOP

u Inform all personnel when an SSOP is completed and approved SSOP

u Train the people who will be using the SSOP

u Review the operational effectiveness of SSOPs after a few weeks or when a significant event 
occurs

u Keep a computer accessible file, if possible, and at least one notebook with paper copies as a 
backup



6.9.2 General SSOP Format Guide
Title Page
u The first page of each SSOP should be a title page and can have the following information: 

u The emblem representing the agency of country.

u The name of the organization.

u The name of the weather item covered by this the SSOP.  For example, tropical cyclone, marine, 
flooding, or other areas.

u An identification number or document control number.  These numbers can be based upon the 
weather item for the SSOP.  Such as TC-1, TC-2, TC-3 for tropical cyclones and M-1, M-2, M-3 for 
marine program.

u Name of person or team who developed SSOP.

u Name, signature and date of the person who approved the SSOP.

u Implementation date.

u Distribution list.

u Partners or other agencies involved if it is for inter-agency use.

u Acknowledgements.  

u Revision history log.



6.9.2 General SSOP Format Guide

See “Basic SSOP Template” for an example

u Header on top of each page and a footer for each page
u The header can be the SSOP number, a short title identifying the activity, the 

implementation date, etc

u A footer can include the page number or other information.  

For example:

u Header

u SSOP TC-1 (Before Season) 26 September 2014

u Footer

u Page 1 of 12



6.9.2 General 
SSOP Format 
Guide

Table of Contents
•This is needed to quickly 
locate specific sections

•If the SSOP is short then 
this may not be needed

•Include Specific 
Information as needed



.9.2 General SSOP Format Guide

This specific information should be considered and incorporated into the SSOP as 
necessary

• Background.  The hazard may need to be defined along with important geographical 
and climatological information concerning the hazard, but this is a country/member 
decision;   

• Purpose. Describe the requirements as listed in laws or agency directives;
• Scope.  Indicate which specific tasks are included in this SSOP and which are not.  Can 

also include geographic and climatology information if needed;
• Applicability.   Specify who or what section of the organization does this SSOP apply to; 
• Task.  Develop an overall task description.  Include the number of people required, 

skills required, the equipment and supplies needed, and a description of the finished 
product or result;

• Summary of SSOP.  Briefly summarize the procedure;
• Definitions.  Identify any acronyms, abbreviations or specialized terms used;
• Cautions.  List any cautions or possible interference people should be aware of as they 

perform the tasks; and 



6.9.2 General SSOP Format Guide

Procedures.  The procedure part of the SSOP can contain:
u Identify all pertinent steps, specific order, timing sequence, estimate of time 

to complete, and materials needed to accomplish the procedure;

u Information on any SSOP which is referenced or is interconnected with other 
SSOPs

u Cite the other SSOP, 

u Attach a copy, or

u Develop a flow diagram to show the interactions of SSOPs



6.9.2 General SSOP Format Guide

• Many activities use checklists to ensure that steps are 
followed in order and documents completed actions; 

• Any checklists should be referenced in the appropriate 
step; 

• Include on the checklist or in the step how the checklist 
should be completed;

• Specify where blank and completed copies of the checklists 
should be located

• A checklist is not an SSOP, but a part of one

Checklists



6.9.2 General 
SSOP Format 
Guide

Reference Section   

Include information on any 
additional documents or 

procedures that relate and or 
could be helpful for this SSOP

The reference material 
provided in this section should 

not be used during a real 
hazardous situation, but used 
for training or reviewing in 

preparation of an event



Thank You
Any Questions???


