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	Standard Operating Procedures (SOP) for:
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	SOP Number:
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	Effective Date:
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	Review Date:
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	Author: 

Reviewer:
	Siobhan Lim, Research Governance & GCP Manager

Janet Paterson, R&D Planning & Governance 01/11/2007

	

	Authorisation:

	Name / Position
	Mr Gerry Leonard, Head of Research Resources

	Signature
	

	Date
	


	Purpose and Objective:



	To ensure that all SOP’s adhere to a uniform standard format.
To outline a clear procedure for formulating and writing a SOP.



	SOP Text




	
	Responsibility
	Activity

	1. 
	Line Manager/ Individual staff member
	When the need for an SOP is identified and agreed needs implementing, nominate an appropriate individual to be an author of the SOP. 

	2. 
	Author
	Draft the SOP in accordance with the guidance given in Appendix A using the SOP template (Appendix B). 

	3. 
	Author
	Disseminate draft SOP to work colleagues who will be using the SOP for comment and agreement prior to authorising its use.

	4. 
	Line Manager
	Provide final review of SOP and if there are no changes required then allocate a number to the SOP and send to the Director of R&D. If changes are required then inform Author and provide guidance on the changes. Author to amend SOP and restart process from step 3.


	5. 
	Head of Research Resources
	Review SOP. If changes are required then discuss them with the author. Author to restart process from step 3. If no changes are required then sign and date. Send back to Line Manager



	6. 
	Line Manager
	Once SOP has been agreed by work colleagues and final amendments made then complete the Version, Effective and Review Date boxes. 



	7. 
	Line Manager
	Save the final version of the SOP in the relevant folder on Q:\Research and Development\Public\SOP. 
Update the SOP spreadsheet which is also kept in the latter folder. File the signed paper copy in the SOP Master File which is kept with the PA to the R&D Management. 
Circulate the new SOP to appropriate individuals. The SOP is now an active document. 
E-mail SOP’s to Research Governance Support Officer. This section will continue on SOP 31


	8. 
	All Staff Members who receive SOP
	Read the SOP and sign the SOP signing sheet kept in the SOP master file to confirm you have read and understood the updated SOP.



	9. 
	Line Manager 
	After one week post circulation of updated SOP’s. Review SOP signing sheet to ensure all staff have received and read their appropriate SOP’s related to their area of work.
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Appendix A
SOP Writers’ Guide

1. Page Format
· Use SOP template attached

· Each page of the SOP text must include the standard header

· In addition the first page of the SOP must include an author and authorisation box

· The standard header must not be included on attachments
2. Page numbers

· Page numbers must appear in the middle of the footer.
3. Text

· Point size = 11
· Font = Times New Roman 
· (Bold) for first section and (non Bold) for Purpose and Objective text & SOP text 
4. SOP Identification

· SOP number allocated at authorisation
· A new version of a SOP must be identified by a sequential version number

· Each SOP must have a unique number indicated in SOP number box and in the left hand side of the footer
5. SOP Effective date

· Date the SOP is authorised
6. SOP Review date

· Decided by author but with a maximum of 2 years. Any member of staff who may be concerned that a SOP needs updating should contact the author.
7. Author

· Identified in author box.
8. Authorisation

· The nominated other will authorise the SOP’s.
9. Purpose and Objective
· This section briefly outlines the intention of the SOP and includes any Trust/ QMUL objective, standards or policies to be met or achieved as a result of following the procedure.
10. SOP Text

· The SOP text must be presented in activity/responsibility format

· SOPs are written for use by trained staff.  Explanatory detail is not required.
11. Storing and archiving the  SOPs

· File current versions of SOPs in the SOP Master file and an electronic version on the network.
· Obsolete SOPs should be archived in the SOP Archive file. 
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