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GENERAL INSTRUCTIONS

The CQM system has recently been enhanced with new and improved Standard Operating Procedure (SOP)
functionality. These instructions will help Producers use the new functionality.

Previously, the system allowed each Producer to have only one SOP for their farm. Consequently for farms that
utilized more than one Milking Type (e.g. Tie Stall, Free Stall, Automatic Milking System — Delaval, etc.), the SOPs
for each of these were contained in the one single SOP. Since Producers are required to have SOPs for each Milking
Type utilized on their farm, the system has been enhanced to allow multiple SOPs for each farm.

The first time a Producer logs in to the enhanced system, they will be required to convert their current SOP to the
new format by selecting the appropriate Milking Type from a list. If the farm utilizes only one Milking Type (e.g. Tie
Stall) then this selection is easy. However, if the farm utilizes more than one Milking Type then the Producer will
have to convert their current SOP to one of the Milking Types that they utilize and then create additional SOPs for
any other Milking Types they require. Each SOP should be edited to cover only the Milking Type it represents.

The remainder of this document provides detailed instructions for the initial conversion plus instructions for
editing an existing SOP, creating a new SOP and deleting an SOP.
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CONVERT YOUR SOP TO THE NEW FORMAT

1. Producers will be required to do a one-time conversion of their existing SOP into the new format (see the

General Instructions section of this document for further explanation). This will be high-lighted in yellow
on the Producers home page as per the example below:

Note: If you have both an in-progress SOP and official SOP the in-progress SOP will be converted.

SOP TEST

Producer ID: [ffj00ss75309
Registration Status: Registered
CQM Number: QC20150002R

My CQM Program

Last Validation Activity
Your last validation milestone was a
full validation completed on 2016/04/04
with a status of Approved.

Next Validation Activity
Your next validation milestone is a
self-declaration due 2017/04/04.

General Information

Assigned Validator: Assigned Trainer:
Francine Girard

Not Assigned
(450) 987-5432
nsillett@ruminator org
Application Date: 2015/10/14
Registration Date: 2016/04/04

Training Date: -

LA Contacts
CQM Forms and Documents

Standard Operating Procedures

[TYou need to convert your SOP to the new SOP format.
Please select Milking Type that your SOP was created for and click Convert. (Help)

|| Milking Type  Select Milking Type | convert |

Validations(1)
Full(1)

Select the appropriate Milking Type then click Convert button. This will tie the existing SOP to selected
template.

Standard Operating Proced

| You need to convert your SOP to the new SOP format.
Please select Milking Type that your SOP was created for and click Convert. (Help)

dilking Type | EEESFINM - |
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3. Once the SOP is converted, it will be displayed on the Producer Home Page as per the example below:

qL Your “Official SOP” has been successfully converted. Q

SOP TEST

Producer ID: 008675309
Registration Status: Registered
CQM Number: QC20150002R

My CQM Program

Last Validation Activity Next Validation Activity
Your last validation milestone was a Your next validation milestone is a
full validation completed on 2016/04/04 self-declaration due 2017/04/04.

with a status of Approved.

General Information

Assigned Validator: Assigned Trainer:
Francine Girard Not Assigned
(450) 987-5432

nsillett@ruminator.org
Application Date: 2015/10/14 Training Date: -
Registration Date: 2016/04/04
CQM Contacts
N i

Standard Operating Procedures (-cl)

Milking Type \ Last Modify Date Actions

Freestall —~ 2016/12/13 View And Print Edit Delete
Language Select Languageﬂ Milking Type Select Milking Type u]
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4. When the SOP is converted to the new format, the steps for each Procedure are placed in the “Historical
Details” field as circled in red below. It is suggested that producers choose and/or edit any elements from
the “Details” section. Those selected will be added to your SOP. Producers can also copy and paste from
the “Historical Details” section into the appropriate “Details” or “Other Details” sections.

If you need assistance, please contact your provincial office.

Standard Operating Procedures - S0P TEST

Language English 3]
Milking Type Froastal ]
Review/Add SOP Milking ~]

Bold items in above drop down are already part of your S0P

ils * indicates mandatory SOP requirements

re that: 1) Ensures ceanad, saniiired and dried teats 3_' Lises an approved beat saniizing produect and uses (@ ~

W

D | e ing beais {ar imsmsckabaly afear pre-Egpng) allown fat battar »  Masditis deteciion, eapecially with a back baltom sinp cup {Da sl
W

O o obitain & rapid and compiate milk out, units are attacted 45 10 B0 serands afier ~
W

Adist units = the incidence of Ener slips and Bswaur an equal and

plete milk out

lE] Augid maching sir

g
Spuit-off wacium with of wWihalit sitamation, ad soan o8 e is minimal milk Bow, and famove the uni smooly

Speay af, preferably, dip lests with a disinksclar mmedialely afier unit removal, making sure the shoke sal B covensd

tails

Repast ac necestary

rarsad det i

Livestock Madicines: Lactating Animal Miking

Check 1l fior treaied animals and withdrawal fimas
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CREATE OR EDIT A NEW SOP

1. To create a new SOP, select the Language and Milking Type then click the “Add New Milking Type” button
as shown below (circled in red). Please note that the Milking type dropdown list will only show templates
which have not been setup yet. To edit an existing SOP, select “Edit” (circled in green).

SOP TEST

Producer ID: 008675309
Registration Status: Registered
CQM Number: QC20150002R

My CQM Pregram

Last Validation Activity Next Validation Activity
Your last validation milestone was a ‘Your next validation milestone is a
full validation completed on 2016/04/04 self-declaration due 2017/04/04.

with a status of Approved.

General Information

Assigned Validator: Assigned Trainer:
Francine Girard Mot Assigned
(450) 987-5432
nsillett@ruminator.org

Application Date: 2015/10/14 Training Date: -

Registration Date: 2016/04/04

GQM Contacts

M Forms and Documents

Standard Operating Procedures (Help)

Milking Type Last Modify Date Actions
vl
Freestall 2016/12/13 View And Print Eﬁit ) Delete

e | Select LanguagelE Milking Type Select Milking Type
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2. The following screen will be displayed. The next steps indicate how to create or edit the SOP.
Standard Op ing Pri d - S0P TEST
Language English [~
Milking Type Freestsll [

3.

Review/Add SOP Euthanasia

Bold items in above drop down are already part of your S0P

Detailz * indicates mandatory SOP requirements

f| O Seeet an

D Caonfirm identity of animal, disgnosis and decision to euthanize: Consult with herd manager, veterinarian and'or dairy speciaiist andfor refer o ~
decision criteria and eut] iz plan developed in consultstion with your herd veterinarian. {Insert spplicable directions) w

wi Promptly euthanize cattie with untreatable condiions, not responding to treatment, or not fit for transport

O Advise suthorities of eny suspected or confirmed cases of reporishle disease

D Euthanasia must only be performed by 8 vetennarian or designated. trained person (Insert names as applicable).

O The following are the only accaptable methods for on-farm euthanasia of cattle: Free bullet: 22 cafiber for cofves, 22 magnum or high powered rifie.
for mature heifers, cows and bulls / Penetrating captive bolt — followed by pithing, bleeding or cardisc punciure / Non-penetrating captive bolt - W

D Perform euthanasis [describe how].

M * Confirm death immediately by checking the animal for breathing, hearibest and conscicusness. Eveluate consciousness by touching the animal's -~
eye {comes) and noting if the snimsl binks. Any eye movement iz an indication of sustasined or recovering consciousnass. A lack of heartbest and iv

O Repeat euthanasia technique or use sltemate technique if there are any signs of eye reflex, breathing or heartheat
E Do not move or leave the enimal prior to confirmation of death
N Dispose of careass in eccordance with local regulations within 48 hours
Other Details

Use the “Review/Add SOP” dropdown list (circled in green above) to add a new procedure to the SOP or

to jump to a different procedure. Note that the system will automatically move to the next sequenced
procedure when the “Save and Next” button is pressed at the bottom of the screen (circled in red above).

4. For each Procedure “Detail” you want to add to the SOP, click on the boxes on the left side of the screen
(circled in blue above). Note that you can click on the “Select All” box to select all the boxes at once. You
can change the text for any Detail to reflect what is done on your farm. Note that the ones marked with a
red asterisk are mandatory.

5. The “Other Details” text box is reserved for any additional details that you may do on your farm that are
not listed in the pre-defined Details area.
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6. To print all procedures press the “Print All” button located on the bottom left of the screen. To print
selected procedures, check the ones you want then click the “Print Selected” button.

Standard Operating Procedures - SOP TEST

Print SOP
[] Pre-Milking Frint
] Milking Print
[ Milking Animals with Abnormal Milk Frint
[ Milking Treated Animals Frint
[[] Post-Milking Cleaning Frint
[C] Treating Catile Frint
[[] Shipping Animals Print
[ Medicated Feed Frint
[1 Post-milking System Cleaning Frint
[] Colostrum management and calf feeding Print
[1 Animal health practices and branding Print
[ Euthanasia Print
Print A

7. To save your changes do one of the following:
a. “Save and Next” will save changes and proceed to the next Procedure
b. “Save and Previous” will save changes and proceed to the previous Procedure
c. Using the “Review/Add SOP” dropdown list (highlighted in green above), select the
Procedure you want to Review or Add. The current Procedure will be automatically saved.
Note that items bolded are already part of your SOP. Non bolded are not.

Review/Add SOP (Pre-Milking
Milking

Milking Treated Animals

Milking Animals with Abnormal Milk
Post-Milking Cleaning

Treating Cattle

Shipping Animals

Medicated Feed

Coarrective Actions / Contacts
Colostrum management and calf feeding

Animal health practices and branding

Euthanasia

d. “Save and Exit” will save changes and allow you to exit the SOP Wizard
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