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	Purpose and Objective:

	To ensure that Standard Operational Procedures (SOP’s) are administered, reviewed and amended appropriately.
To ensure that all staff have an understanding of the maintenance process for SOP’s. 



	SOP Text


	
	Responsibility
	Activity

	1. 
	Line Manager 
	Keep a record of when all departmental SOP’s within your work area require review. 

	2. 
	Individual staff member
	If a staff member identifies the need the need to update an SOP then this is discussed and agreed with the Line Manager.

	3. 
	Line Manager
	When a SOP review date arrives ensure all SOPs are reviewed (even if no changes are required) or if the need to update an SOP has been identified,  delegate person to review /update SOP. 



	4. 
	Delegated person
	Review SOP for compliance to requirements and current best practice.  If no amendment is required set appropriate date for next review. Send to Line Manager and state no amendment was required. Go to step 7.


	5. 
	Delegated person
	If an amendment is required, draft amendment and disseminate to work colleagues for comment and agreement prior to authorising its use. 


	6. 
	Line Manager
	Provide final review of SOP and if there are no changes required then send to Director of R&D. If changes are required then inform delegated person and provide guidance on the changes. Delegated person to re-start process from step 5.


	7. 
	Director of R&D
	Review SOP. If changes are required then discuss them with the delegated person. Delegated person to restart process from step 5. If no changes are required then sign and date the SOP in the relevant space. Send back to Line Manager.


	8. 
	Line Manager
	Once the SOP has been agreed by work colleagues and final amendment completed then update the Version, Effective and Review Date boxes on the SOP.



	9. 
	Line Manager
	If the SOP version has changed open the previous version of the SOP (where applicable) and place water mark “Superseded” onto the document and save in archive folder on the Q drive\Research & Development\Public\ SOP\Archive folder. 
Save the new final version of the SOP on the Q drive\Research & Development\Public\SOP folder. 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 SOP to appropriate individuals. The SOP is now an active document. 

If no amendments were required and only the review date was changed, you do not need to place a watermark on the document. Just place the SOP with the old review date in the archive folder. Save SOP with new review date in the SOP folder for use.

E-mail SOPs to Research Governance Support Officer. The process will continue on SOP 31.


	10. 
	All Staff Members who receive updated 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.



	11. 
	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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