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VSys Voices:
Standard Operating Procedures (SOPs)

Nuts & Bolts!
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What?

Who?

How?

With? Next?

Our Journey Today
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Target audience for today’s webinar

Minimal Knowledge
Looking for some basic information, 
key principles and “how-to’s” on the 

subject.

Working Knowledge
Integrated practices and moving 

beyond basic concepts. Looking for 
breadth and depth on a topic 

Authoritative Knowledge
Looking for advanced knowledge, integration 
and concepts that are innovative and cutting 

edge.

SKILL LEVEL
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Credit Where Credit… 

https://www.aspcapro.org/resource/creating-sops https://www.aspcapro.org/resource/creating-sops

https://www.aspcapro.org/resource/creating-sops
https://www.aspcapro.org/resource/creating-sops
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Do’s and Don’ts of SOPs

DO NOT

• Yawn!

• Panic

• Underestimate

DO

• Plan Your Attack!

• Socialize It

• Execute
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What is a SOP?

• A particular way of accomplishing 
something

• A series of steps followed in a 
definite regular order

 a PROCEDURE, not a POLICY. 
    It’s “How,” not “What.”
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Who Benefits?

• Supervisors: Quality control & accountability
• Staff: Understand expectations
• Clients: Predictability > better experiences
• Volunteers: Clarifies roles & task
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Without SOPs… 
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SOPs are NOT

• Personnel / HR Policies
• Risk Management Policies
• Financial Policies
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However, they ARE for… 

• Intake & Onboarding
• References
• Interviews
• Orientation
• Training
• Performance Evaluation
• Routine Operations
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What do you do with a SOP?

• Ensure it complies with policies & standards
• Write It Down!
• Socialize (gain input & modify as needed)
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Common Elements

1. What is to be done?
2. Who does the work?
3. When is work completed?
4. Step-by-step Instructions
5. Remedies & Remediations
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When Developing SOPs…

ASK

1. Are tasks accurately described?
2. Is supervision clearly defined?
3. Are special situations handled?
          (e.g. working with minors, or $$).
4.  Are timeframes & expectations    

realistic?
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Let’s Look: Core

Free download available at www.PeriscopeBPA.com/Toolbox
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Let’s Look: Large Operations
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Let’s Look: Large Operations
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Let’s Look: Large Operations
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Ideas to Action: Starting Out

1. Engage internal team: 
• “What procedures would help?” 
• “Where are the gaps?” 

2. Verify policy is being followed

3. Draft & distribute

4. Socialize w/ all Stakeholders & Revise



VSys One – Volunteer Management Solutions

Ideas to Action: Revisiting

Revisiting:

1. Prioritize which procedures to review

2. Call a team meeting to discuss

3. Get stakeholders involved in review of 
each procedure.

4. Create schedule for future reviewing
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Wrap Up… 

And Also…

1. Examples

2. Templates

3. Next Steps

4. Fun Presentation!
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More Resources

• ASPCA:

• United Nations:

• Periscope Business Process Analysis: Volunteer Program Operations Manual Template (.docx)

https://www.aspcapro.org/resource/creating-sops 

https://explore.unv.org/sop
  

https://www.periscopebpa.com/volunteer-program-standard-operating-procedure-document-example
https://www.aspcapro.org/resource/creating-sops
https://explore.unv.org/sop
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Open Discussion & Questions

24
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Thank you for joining us!
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