
Creating standard operating procedures and documentation for your region October 2008 Issue 
SE C T I O N  28 : CR E A T I N G  S T A N D A R D  O P E R A T I N G  P R O C E D U R E S  A N D  
D O C U M E N T A T I O N  FO R  YO U R  R E G I O N

This course provides a range of information resources and best practices for ARES 
operation. However, you will also need standard operating procedures (SOP) specific to 
your region and your scenarios. 

Once you complete this section, you will be able to: 

• Explain the importance of SOPs 

• Describe the contents of an SOP

• Write an SOP. 

A good SOP is essential when bringing in trained operators from other areas or groups. 

Operational experience: In Alberta, labour laws mandate that any task that has a 
potential for hazard or injury must have a hazard assessment and a written SOP. This 
can be as simple as a tripping hazard due to an open filing cabinet drawer when 
carrying a large object or box. 

If someone is injured or killed and there is no SOP, all supervisory personnel involved 
directly or indirectly are liable. This can even include a town council and a mayor. This 
even affects nonprofit groups and registered clubs. An SOP is a standard guide to assist 
trained staff in assessing and responding to a situation.

If an amateur radio group is going out to install a tower or antenna, it needs a hazard 
assessment, a written safety plan and an SOP for that activity. This is also true if ARES 
responds to an emergency or provides services at an event. 

Operational experience: In fire departments, the rule of thumb is, “If it is a re-
occurring situation, write an SOP. If it happens for the first time, then wing it. If it 
happens again, write an SOP!” 

You may choose to establish a steering committee within your ARES group to make 
decisions and create appropriate SOPs.

This section provides information that you will need when preparing your SOPs. 
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CO N T E N T S  O F  A N  SOP
A standard outline for SOPs is outlined below: 

COVER PAGE
• NAME OF GROUP
• NAME OF DOCUMENT
• GROUP CREST (if available)
• FULL ADDRESS OF GROUP
• DATE OF DOCUMENT

LETTER OF PROMULGATION OR PURPOSE OF DOCUMENT
• INCLUDE AUTHORITY FOR DOCUMENT AND 
• SIGNATURE OF AUTHORIZING AGENT OR DIRECTOR

EXECUTIVE SUMMARY OF DOCUMENT IF REQUIRED

DISCLAIMER

DISTRIBUTION LIST

RECORD OF CHANGES OR CORRECTIONS
• IDENTIFICATION OF CHANGE OR CORRECTION; REFERENCES TO 

MESSAGE DATE-TIME-GROUP; ETC.
• DATE, CHANGE/CORRECTION ENTERED
• CORRECTION/CORRECTION ENTERED BY (SIGNATURE)

TABLE OF CONTENTS
(CAN HAVE BOTH A BRIEF AND DETAILED INDEX)

BODY OF THE DOCUMENT 
• CHAPTER 1 - MISSION AND POLICY
• CHAPTER 2 – ORGANIZATION

• DUTIES OF EMERGENCY COORDINATOR (COML)
• DUTIES OF ASSISTANT EMERGENCY COORDINATOR (ICCM)
• DUTIES OF THE NET CONTROL STATION (NCS)
• DUTIES OF THE STATION SUPERVISOR
• DUTIES OF THE RADIO OPERATOR
• DUTIES OF THE MESSAGE LOGGER
• DUTIES OF THE COUNTER PERSON
• DUTIES OF THE RUNNER/COURIERS
Operations Training Manual  RAC-ARES-OPS

28-2



Creating standard operating procedures and documentation for your region October 2008 Issue 
• CHAPTER 3 – ADMINISTRATION
• ACTIVATING THE PLAN
• MOBILIZING PROCEDURES
• DUTIES OF THE NCS
• OPERATIONS
• DRILLS TESTS AND ALERTS
• STANDING ORDERS

• CHAPTER 4 – TRAINING AND QUALIFICATIONS
• CHAPTER 5 – OPERATIONAL CONCEPT

• STANDARD PROCEDURES
• INTRODUCTION
• PURPOSE
• BEGINNING OPERATIONS
• STATION LOGS
• RADIO ROOM SECURITY
• THIRD PARTY CONTACTS
• CHANGING NEEDS
• CHANGING SHIFTS
• THE STANDARD MESSAGE FORM
• RADIO TRAFFIC 
• RECEPTION OF MESSAGES
• INFORMAL TRAFFIC
• STANDARD ORDERS FORMAT
• SITUATION
• MISSION
• EXECUTION
• GENERAL OUTLINE
• TASKS
• COORDINATION INSTRUCTIONS
• TIMINGS
• ATTACHMENTS AND DETACHMENTS
• SERVICE/SUPPORT
• COMMAND AND SIGNALS
• TIME CHECK
• WARNING ORDERS
• DEPLOYMENT/MOVE ORDERS
• SAFETY BRIEFING
• PRE-SHIFT BRIEFING
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• CHAPTER 6 - GENERAL COMMUNICATION OPERATING
• SIGNALS OPERATING INSTRUCTIONS
• OPEN NETS
• CONTROLLED NETS
• NET CONTROL STATION ACTIVITIES
• JOINING NET
• LEAVING NET
• CLOSING DOWN
• TEMPORARY SHUT DOWN
• RELAYING TRAFFIC
• CLOSING NET
• STATION AUTHENTICATION PROCEDURES
• CHANGING FREQUENCIES

• CHAPTER 7 - RADIOTELEPHONE PROCEDURE
• CALLSIGNS
• TACTICAL CALLSIGNS
• VOICE PROCEDURES
• PROWORDS AND PHONETICS

• CHAPTER 8 - DIGITAL COMMUNICATIONS PROCEDURES
• CHAPTER 9 - DIGITAL MODES
• CHAPTER 10 - SAFETY

(Each paragraph in a chapter should be numbered in sequence with the chapter and 
paragraph number. IE 4.12 - chapter 4 paragraph 12)

ANNEXES
• ANNEX A – NET ORGANIZATION

• CALL OUT PHONE TREE
• ARES CONTACT LIST

• CONTACT LISTS FOR
•SERVED AGENCIES
•REGIONAL AMATEURS

• MASTER ASSEMBLY LIST
• STAND-BY ROOSTER
• NET CONTROL DIAGRAMS

• ANNEX B – PRINCIPALS OF FREQUENCY ASSIGNMENT
• ARES FREQUENCY PLAN
• CANADIAN BAND PLANS
• PROVINCIAL REPEATER LIST
• PROVINCIAL IRLP LIST
• SIMPLEX CHANNEL LIST
• IRLP LIST
• SERVED AGENCY FREQUENCY LIST

• ANNEX C - OPERATING SIGNALS, PROSIGNS AND PROWORDS
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• ANNEX D- EMERGENCY COMMUNICATIONS (ECOM) PLANNING
• MEDIVAC
• AIRCRAFT DOWN
• LOST PERSON

• ANNEX E – DATA SYSTEM
• ANNEX F - VHF REPEATER SYSTEM
• ANNEX G- SPECIALTY NETWORKS

• TACTICAL
• COMMAND AND CONTROL
• LOGISTICS
• REAR LINK 
• ICP TO EOC
• EOC TO ADJACENT EOCs SERVED AGENCY FREQUENCY LIST
• INTER-AGENCY

• ANNEX H - GLOSSARY OF ABBREVIATIONS, SHORT TITLES, AND 
COMMUNICATION TERMS

• ANNEX I – EQUIPMENT PLANNING
• RADIO EQUIPMENT LISTS
• PERSONAL “GO BAG” LIST
• TOOL LIST
• EMERGENCY COORDINATORS EQUIPMENT LIST (COMML)
• AEC/COMM CENTRE EQUIPMENT LIST (INCM)

• ANNEX J - JOINT SERVICE INTEROPERABILITY PLANS
• ANNEX K - CALL SIGNS, SPECIAL CALL SIGNS AND COLLECTIVE 

CALL SIGNS
• ANNEX L - ABBREVIATED TEXTS

• RAC NUMBERED RADIOGRAMS
• RAC RADIOGRAM
• INCOMING/OUTGOING MESSAGE LISTS
• RADIO LOGS
• ICS FORMS LIST AND FORMS CATALOG
• ARES REGISTRATION FORMS
• MESSAGE NUMBER CARDS
• COMM CENTRE SIGNAGE

• ANNEX M - TELECOMUNICATIONS
• TELEPHONE
• FAX 
• INTERNET 
• E-MAIL 
• WORLD WIDE WEB 
• NATIONAL WEB SITE
• AREA, REGION AND PROVINCIAL WEB SITES

• ANNEX N –  SERVED AGENCY RESPONSE PLANS AND 
INSTRUCTIONS
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• ANNEX O – SAFETY
• RADIO FREQUENCY HAZARDS
• UNKNOWN HAZARDS
• STAFF ACCOMMODATIONS

• ANNEX P – RADIO REGULATIONS AND RADIO INFORMATION 
CIRCULARS

LIST OF ILLUSTRATIONS

T I P S  F O R  W R I T I N G  A  G O O D  SOP
If your SOP is going to be effective, it needs to be well written and appropriate for your 
audience. Consider the following tips when writing your SOP: 

• Familiarize yourself with modern writing standards. A good reference is Strunk 
and White, Elements of Style. 

• Query your team to see if there is anyone with professional technical writing or 
editing experience who can assist in the effort. 

• Keep in mind that the SOP is not in and of itself your training document. The SOP 
is meant to be used in the field, during actual exercises and operations. Write it 
with that in mind, focusing on important information and leaving out anything that 
operators do not need while performing their work. 

• Write in the active voice. 

• Include flowcharts and diagrams whenever practical. 

• Keep the language as simple as possible, without distorting its meaning. 

• Use short sentences with specific messages and meanings. Do not be ambiguous. 

• Make any imperatives (actions) very easy to find on the page. 

• Use lots of white space on each page. 

• Provide a detailed table of contents and index. 

• Number each chapter and paragraph (for example, 4-14). 

CR E A T I N G  C A L L O U T  T R E E S
If your ARES group has a large number of participants, or covers a large area, organize 
the callout list geographically. 

Remember to update your callout tree regularly. 

If you have participants who you do not expect would be routinely available for 
callouts, include them on an extended callout list, or ensure that those participants are at 
the bottom of your callout list. 
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If you have formalized mutual aid agreements with ARES groups in other regions, 
gather key names and contact information from those ARES groups and include them in 
at the bottom of your callout tree. 

CH E C K L I S T S
Prepare customized checklists for your ARES team members: 

• Equipment 

• Personal articles 

• Site-specific checklists 
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