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i. The Standard Operating and Procedures Manual (SOP)

SOPs are formal written guidelines or instructions for incident response. SOPs typically have both operational and technical components and enable personnel to carry out standard and routine procedures in a coordinated fashion across disciplines. Clear and effective SOPs are essential in the development and deployment of any solution.

ii. Introduction

The introduction section of the SOP describes the recognized need for procedures. The introduction can also serve to specify the capability or resource in which the procedures are being established and provide reasons why it is important to establish such procedures.

iii. Purpose Statement

The purpose section clarifies the principal objective of the capability or resource that is the subject of the SOP. The purpose section also briefly describes the purpose of the SOPs with respect to the capability or resource and may include information as to authority, use, responsibility, etc. 

iv. Scope

The scope section identifies the intended audience and /or activities where the SOP may be relevant.
v. Procedures
Section 1: Academic Administration & Organization 
1.0 Mission Statements, Vision, and College/Department/Unit Goals 

1.1 Mission Statements (as applicable)

1.1.1 Prairie View A&M University Mission Statement

1.1.2 College of XXXXX Mission Statement

1.1.3 Department of XXXXX Mission Statement

1.1.4 Vision Statement

1.1.5 Customer Service Statement

1.1.6 College/Department/Unit Goals

1.2 Organization of the College/Department/Unit

1.2.1 Roles and Responsibilities of Deans/Department Chairs/Administrative Staff

1.2.2 Standing Committees of the Faculty

1.2.3 Other College/Department/Unit Committees

1.2.4 Organizational Chart (Administrator, Faulty, and Staff)
Section 2: Students
2.0 Admission to the College of XXXXX

2.1 Academic Advising

2.1.1 Undergraduate Student Advising

2.1.2 Graduate Student Advising

2.2 Advising and Monitoring of Student Progress

2.2.1 Undergraduate Student Advising

2.2.2 Graduate Student Advising

2.3 *ADD Category Specific to your College/Department/Unit

2.4 Graduation

2.5 Student Grievance Procedures

2.5.1 Informal Grievance Procedure

2.5.2 Formal Grievance Procedure

2.5.3 Plagiarism

2.5.4 Academic Probation/Suspension

Section 3: Faculty
3.0 Assignments & Evaluations 

3.1 Faculty Assignments

3.1.1 Workload

3.1.2 Office Hours

3.1.3 Academic Advising

3.1.4 Overloads

3.2 Outside Employment

3.3 Faculty Absences

3.4 Professional Development

3.4.1 College Mentoring Guidelines

3.4.2 Faculty Development

3.5 Faculty Evaluations


Section 4: Curriculum
4.0 Curriculum Review Policies & Procedures

4.1 Course Change/Deletion Request

4.2 Changes to Undergraduate Degree Program

4.3 Changes to Graduate Degree Program

4.3.1 Related forms

Section 5: Support Staff /General In-Office Procedures & Practices  
5.0 Academic Support Staff; General In-Office Procedures & Practices, Resources
5.1 Academic Support Staff

5.1.1 Directors, Assistant Directors, Program Coordinators/Specialists, Administrative Assistants

5.1.2 Job Duties/Responsibilities

5.1.3 Employee Training

5.1.4 Employment Practices

5.1.5 Employee Promotions

5.1.6 Staff Development Program

5.2 College/Department Budget Guidelines 

5.2.1 College/Department/Unit Budget Principles

5.2.2 College/Department/Unit Budget Process

5.3 Faculty Development Funding

5.4 Research, Grant, and Graduate Support

5.4.1 Sponsored Programs (University)

5.4.2 College/Department/Unit Research & Grants

5.5 Concur and Short’s Travel

5.5.1 Pro card and Business Guidelines and Procedures

5.5.1.1 Travel Cards
5.5.2 Pre-trip Authorization

5.5.3 Travel Arrangements for Employees

5.5.4 Processing Travel Expense Report for Employees

5.5.5 *ADD Category Specific to your College/Department/Unit 

5.6 Purchasing

5.6.1 Procedures/Training
5.7 Inventory 

5.7.1 Procedures/Training

5.8 Document/Records Control
5.8.1 Archiving processes

5.8.2 Procedures/Training
5.9 Technical Procedures
5.9.1 Training

5.10 Use of Equipment

5.10.1 Procedures/Training

5.11 Issuing Reports

5.11.1 Procedures/Training

5.12 Communication
5.12.1 Technology

5.12.2 Email

5.12.3 Office mail

5.13 Risk Management

5.13.1 Procedures/Training
5.14 Auditing

5.14.1 Procedures/Training 

SECTION 6: Emergency Procedures  

6.0 Occupational Safety and Health 

6.1 Procedures for Emergencies including: Catastrophic (Fire, weather-related, earthquake, flood), Sickness, Criminal/Violence, Terrorism and Electrical Black-outs, etc. 

SECTION 7: Miscellaneous
7.0 * ADD Category Specific to your College/Department/Unit

vi.  Terms and Definitions 

*Add Specific Definitions as needed
Identify and define frequently used terms or acronyms. Provide additional and/or relevant information needed to understand this SOP.
vii.    Appendices/References

*Add links to related policies, guidelines, and documents
List resources that may be useful when performing the procedure; for example, System and University Policies (i.e., UAP’s, and Rules), and other SOPs. 
**Include timeline, dates or calendars if necessary

viii. Monitoring and compliance

Main person responsible for monitoring the SOP in your unit. Include contact information. 
Sample Statement: The Director of Training Services is responsible for monitoring the implementation and adherence to this SOP.

ix. History

New or revised SOP?
Sample statement:  This is a new SOP as of 08/01/2017. No amendments have been made. 

Sample Statement:   This is an amended SOP as of 08/01/2017.
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