[image: image1.png]&Qe,’ Queen Mary

University of London




[image: image2.png]Barts and The London [i'/A]

NS Trust




[image: image1.png]                                      



	Standard Operating Procedures (SOP) for:

	Disseminating SOPs to researchers

	SOP Number:
	31
	Version Number:
	02

	Effective Date:
	02/01/2008
	Review Date:
	31/01/2009

	

	Author:
	Yolanda Moyo (Research Governance & GCP Manager)

	

	Authorisation:

	Name / Position
	Mr Gerry Leonard, Head of Research Resources 

	Signature
	

	Date
	


	Purpose and Objective:



	To outline the process of disseminating relevant research SOP’s to research staff.
To ensure the most up to date version of SOP’s are available on the research website and inserted in the next research bulletin.



	SOP Text




	
	Responsibility
	Activity

	1. 
	Research Governance Support Officer
	Receives new or updated version of SOP(s). 
Delete old version (s) if applicable from the Joint R&D website. Place new or updated SOP(s) on the website.
Insert the SOP(s) web link in to the next R&D news bulletin with a paragraph emphasising that staff are required to delete old SOP(s) if applicable and encourage dissemination amongst their research teams. 



	2. 
	PA to R&D Management
	When notification of a new research staff member and their details are received, e-mail the new researcher the web link to all SOPs. 
http://www.bartsandthelondon.nhs.uk/research/for_staff.asp
Print the sent e-mail as documentation that the researcher has been notified. Place e-mail in the back of the SOP correspondence file kept with the PA to R&D Management.


	3. 
	R&D Office Staff
	When a request for SOPs is received.  Refer them to PA to R&D Management.
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