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Standard Operating Procedures (SOP) for

 Click here to enter text. 

	SOP Number:
	 Enter the SOP numbere.g.1 

	SOP Version:
	Enter the version number of the SOP

	Effective Date:
	Enter the date the SOP is effective from e.g. August 2017

	Review Date:
	Click here to enter a date enter the date reviewed.e.g. August 2019

	Reference:
	Identify any references from other documents. e.g. Trust E-mail Policy

	Related Documents:
	Click here to enter text. Any forms associated with the SOP 

	Author:
	Name and title of author e.g. Samantha Stoddart, Deputy Board Secretary

	Reviewer:
	Insert the name and title of reviewer e.g. Margaret Saunders, Director of Corporate Governance (Board Secretary)

	Approved:
	The SOP was approved by Insert the name and title of the Executive or Associate Director on insert the date approved and  reference any minutes showing approval. 
 

	Dissemination:
	The SOP was State how and when the SOP was disseminated, stored and/or archived 


 [e.g. Standard Operating Procedures (SOP) for Governors Mailbox]

Text in yellow and red is for guidance and should be removed on completion.

The Trust’s Policy on Policies should be followed when drafting a SOP. 
Definition: 

A Standard Operating Procedure (SOP), is a set of step-by-step instructions compiled by a Team, Directorate, Trust to assist staff carry out routine tasks and procedures. SOPs aim to achieve efficiency, quality output and uniformity of performance, while reducing miscommunication and failure to comply with policies, standards, regulations and legal requirements.
Purpose and Objective:.
[A brief description of the purpose of the SOP, it should describe why the SOP is required (e.g. compliance with xyz or other internal procedures and guidelines).]

[Any regulations or procedures referred to in “Purpose” section should be identified. The source should be given]
Scope:

[A statement that outlines the areas and context covered by the SOP.] 

[If there are any areas in which this SOP specifically does NOT apply, these should also be mentioned.]

	 Step No
	Responsibility
	Action
	Timescale

	1
	
	· Don’t confuse procedure with process.  Make sure you are explaining how one person can decide or do something.

· Write steps in the second person (e.g. ‘Before you begin you must ..’).

· Begin steps with an action verb when possible

· Use a diagram and/or flowcharts whenever a visual reference is helpful]
· Some things that are required or happen before a procedure begins;

· The procedure itself; and

What happens after the procedure is complete.]
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NB If the SOP being designed does not require timescales please delete the final column.

Monitoring and Audit:


This SOP will be audited by the author as part of the governance and reporting procedures, please detail relevant governance and reporting procedures.[image: image2.emf] 

1.1   What is the policy/decision title?   1.2   What is the objective of the policy/decision?   1.3   Who will be affected by the policy/decision?    
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