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R&D/T01 – SOP Template



SOP Template

This Template should be used in conjunction with R&D/S01

IT IS THE RESPONSIBILITY OF ALL USERS OF THIS SOP TO ENSURE THAT THE CORRECT VERSION IS BEING USED
All staff should regularly check the R&D Unit’s website and/or Q-Pulse for information relating to the implementation of new or revised versions.  Staff must ensure that they are adequately trained in the new procedure and must make sure that all copies of superseded versions are promptly withdrawn from use unless notified otherwise by the SOP Controller.  

The definitive versions of all R&D Unit SOPs appear online. If you are reading this in printed form check that the version number and date below is the most recent one as shown on the R&D Unit website: www.research.yorkhospitals.nhs.uk/sops-and-guidance-/ and/or Q-Pulse
	Template Reference:
	R&D/T01

	Version Number:
	11.0

	Author:
	Deborah Phillips

	Implementation date of current version:
	16th January 2023


	Approved by:
	Name/Position:
	Lydia Harris, Head of R&D 


	
	Approval Date:
	12th January 2023

	
	Name/Position:
	Sarah Sheath, SOP Controller


	
	Approval Date:
	10th January 2023


	This Template will normally be reviewed every 3 years unless changes to the legislation require otherwise


Version History Log

This area should detail the version history for this document.  It should detail the key elements of the changes to the versions.

	Version
	Date Implemented
	Reviewer
	Details of significant changes

	1.0
	8th December 2005
	
	Original version

	2.0
	24 September 2007
	
	Inserted ‘version history log’. Inserted ‘last reviewed’ row on front page.

	3.0
	1st August 2009
	
	Review dates changed.  Alliance name updated.  SOP references renumbered. Changes to front page text.  Both Head of R&D and SOP Controller will authorise SOPs.

	4.0
	7th November 2011
	
	Removal of CTIMP from SOP reference

	5.0
	5th November 2012
	
	Removal of reference to the North and East Yorkshire R&D Alliance

	6.0
	5th March 2015
	
	

	7.0
	5th December 2016
	
	Change of review required to every 3 years as a minimum.

	8.0
	15th June 2017
	
	

	9.0
	18th July 2019
	
	Change of link to R&D website

	10.0
	2nd November 2022
	
	Three year review. Trust name changed.

	11.0
	16th January 2023
	Sarah Sheath
	Removal of signature box.  Addition of reviewer column in History Log.


Standard Operating Procedure (SOP) Title

IT IS THE RESPONSIBILITY OF ALL USERS OF THIS SOP TO ENSURE THAT THE CORRECT VERSION IS BEING USED
All staff should regularly check the R&D Unit’s website and/or Q-Pulse for information relating to the implementation of new or revised versions.  Staff must ensure that they are adequately trained in the new procedure and must make sure that all copies of superseded versions are promptly withdrawn from use unless notified otherwise by the SOP Controller.  

The definitive versions of all R&D Unit SOPs appear online. If you are reading this in printed form check that the version number and date below is the most recent one as shown on the R&D Unit website: www.research.yorkhospitals.nhs.uk/sops-and-guidance-/ and/or Q-Pulse
	SOP Reference:
	R&D/SXX

	Version Number:
	Enter number

	Author:
	Enter Author

	Implementation date of current version:
	Enter date


	Approved by:
	Name/Position:
	Lydia Harris, Head of R&D 


	
	Approval Date:
	Enter Date

	
	Name/Position:
	Sarah Sheath, SOP Controller


	
	Approval Date:
	Enter Date


	This SOP will normally be reviewed at least every 3 years unless changes to the legislation require otherwise


Version History Log

This area should detail the version history for this document.  It should detail the key elements of the changes to the versions.

	Version
	Date Implemented
	Reviewer
	Details of significant changes
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1 Introduction, Background and Purpose

Describe what this SOP is for and why it is necessary.

2 Who Should Use This SOP

Describe who the SOP is aimed at. 

3 When this SOP Should be Used

Describe when the SOP will be needed or the circumstances under which it should be followed.  

4 Procedure(s)

Describe the procedure to be followed. If possible use a numbered list which can be followed step-by-step, or consider using a flowchart for more complicated procedures. In some cases it may be appropriate to have more than one procedure in which case you should create a new section for each procedure. 

4.1 This is an Example of a Second Level Heading

5 Related SOPs and Documents

Cross-reference any other SOPs, documents or forms that are related to the SOP you are writing.  

6 Appendix A

Insert a new section for each appendix.
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