
The Illinois Community College Board and the Illinois Center for 
Specialized Professional Support are partnering to support HOUSE 
Liaison’s through professional development, training, and 
resources. The HOUSE Liaison Center will be a central hub for all 
resources developed under this project.

Look for more information at the HOUSE Liaison Center

Equity in Career and Technical Education - ICCBHouseCenter 
(ilequity.com)

https://ilequity.com/iccbhousecenter
https://ilequity.com/iccbhousecenter


WRITING SOPS FOR YOUR INSTITUTION
HOUSE LIAISON WEBINAR, APRIL 2025



AGENDA: 

Quick 
Assessment

01

SOP Recap

02

Drafting Your 
SOP

03

Toolkit 
Walkthrough

04

Questions & 
Comments

05



Waterfall Activity:  In the chat, type "Write" if you need to create a new SOP from scratch, or "Refine" if 

you have an existing SOP that you want to update.



RECAP – WHAT IS AN 

SOP? 



SOP

"Standard Operating Procedure" (SOP) is a detailed set of 

instructions for performing a specific task, focusing on the 

"how" to execute an action, while a "policy and procedure 

manual" outlines an organization's overall guidelines and 

rules, including both high-level policies defining "what" 

should be done and detailed procedures explaining how to 

carry out those policies; essentially, an SOP is a smaller 

component within a larger policy and procedure manual that 

covers specific actions.”

-Google AI



IDENTITY THE PROCESS

• What needs to be documented? 

o Processes A-Z

o Definitions

o Methods of Service Delivery

o Cadence of Student Contact and Follow Up

o Data Collection

o Roles and Responsibilities

o Training Design/Plan

o Student Information System (SIS) Navigation



SOP TOOL KIT OVERVIEW



DRAFTING/EDITING



INTRODUCTION AND PURPOSE

Guiding Questions:

 What process, program, or service does this SOP address?

 Why was it created (e.g., consistency, compliance, service improvement)?

 Who will use this SOP?

 What outcome or goal does this SOP support?

 How does this process contribute to the institution’s mission or student success?

 What key value or principle does it uphold (e.g., equity, access, safety)?



WCC'S EXAMPLE



DRAFTING A POLICY STATEMENT

Guiding Questions:

 What is the overall goal of your HOUSE services?

 Who does this policy apply to?

 How does this policy align with institutional values or mission?



WCC'S EXAMPLE



OUTLINE  YOUR CURRENT PROCESS

Guiding Questions:

 What is the first action taken when a student needs support?

 How is the referral managed?

 What happens after intake?



IDENTIFY KEY TERMS

Guiding Questions:

 Are there terms specific to HOUSE or basic needs?

 Are there acronyms or technical terms? 



WCC'S EXAMPLE



APPROVAL & 

IMPLEMENTATION



CONSULT STAKEHOLDERS

Financial Aid Counseling/Advising Dean of Students Perkins

Financial Literacy 
Lead

Faculty 
Disability 

Services/Access 
Centers

Residence/Student 
Life



ONGOING REVIEW 

& UPDATES

Establish a Review 
Calendar

Designate 
Ownership and 
Accountability

Integrate Policy 
Reviews into your 
Team/Leadership 

Meetings

Use a Version 
Control and 

Tracking System

Automate 
Reminders and 
Notifications

Align Updates 
with Internal 

Training Updates

Create an 
Escalation Process 

for Urgent 
Updates

Encourage 
Employee 
Feedback



RESOURCES & TOOLS



RESOURCES AND 

TOOLS

Step-by-Step Guide Creation Software 

(Document360, Scribe, Stonly)

Grammar Check Tools (Grammarly, Wordtune, 

Microsoft Editor, Paperpal)

AI Assistant (PLEASE USE CAUTION) (ChatGPT, 

Microsoft CoPilot, Gemini)

Graphic Design (Canva, Looka)



WHAT QUESTIONS 
DO YOU HAVE 
TODAY?
DISCUSSION



CONTACT 

INFORMATION

Mary Greenwood

Director of Student Financial Aid Services 

Waubonsee Community College

Mgreenwood@waubonsee.edu



Equity in Career and Technical Education - ICCBHouseCenter (ilequity.com)

https://ilequity.com/iccbhousecenter

https://ilequity.com/iccbhousecenter
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