TRAINER GUIDE ACTIVITY SHEET


Activity 16-3: Developing a Standard Operating Procedure (SOP) 

	Purpose
	To allow participant to practice developing an SOP for a specific laboratory procedure.

	Suggested
Time
	2 hours (minimum)

	Instructional Method
	Small groups assignment

	Instructions
	Select an examination that is short in terms of number of steps.

Provide the participants with the information required to perform the examination (for example, manufacturers’ product insert and text book procedure).

Ask the participants to write an SOP using the example given in Annex 16-E. 

Be sure participants include all of the sections found in the example, including:
· title—name of test;

· number;
· purpose—include information about the test;
· instructions —detailed information for the entire testing process, including preexamination, examination and postexamination phases;

· name of the person preparing the SOP and signatures of approving officials;

· dates of approval.



Be prepared to explain why each section is important and where the document should be kept.
Refer to content sheet 16-4.

Activity 16-4: Document Control Program 

	Purpose
	To provide participants with an opportunity to develop a systematic plan to deal with documents. Can be used to supplement information provided in content sheet 16-5.

	Suggested
Time
	30 minutes

	Instructional Method
	Group activity 

Divide into groups of 4 for developing responses to the scenario below.  

	Instructions
	Scenario

Your laboratory has a number of documents ranging in age from a few months to twenty years. These include several different collection procedures, some testing procedures and many scientific articles used as references. There is no protocol for reporting results and no documents for laboratory safety procedures. You are asked to develop a system for evaluating the old documents, adding new ones as needed and assuring all documents in use both within and outside the laboratory are current and accurate.
Each group has 15 minutes to write down their plan.

Ask someone from each group to present their group’s plan to the class.
Refer to content sheet 16-5 to discuss the plans from each group.
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