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1.  PURPOSE and SCOPE
· Provide summary of purpose of WPD, including roles of staff members involved in preparing sample packs. For example:
To provide guidance on preparing sample packs for trial sites. This document is applicable to Trial Managers, Trial Management Support Officers and Administrators, and any other ECTU staff members who undertake sample pack preparation.
2. SAMPLE PACK REQUIREMENTS
· Provide list of equipment required and physical/electronic locations of supplies/documents. 
· Please also provide ordering information (e.g. names of suppliers such as Office Depot, catalogue numbers) and timelines for any required supplies.
For example: ([Edit as necessary]
	Name of resource
	No. required (per pack) 
	Physical location
	Electronic location
	Notes for ordering 

	Sample bags
	1
	Filing Cabinets
ECTU BQ9
	N/A
	Order via business team at least one week in advance
(include catalogue number)

	Barcode labels
	1
	Filing Cabinets
ECTU BQ9
	Label template: 
K:\ECT Unit\ECTU Current Trials\1 CURRENT PROJECTS\Study Name\Labels
	Print in colour 

	5ml sample tubes
	1
	WGH Filing Room
	N/A
	Organise courier with help from business team from WGH to Edinburgh Boquarter one day in advance



3.  PROCESS FOR SAMPLE PACK PREPARATION
· Provide step-by-step process for making up sample packs. You can include pictures or diagrams if this is helpful.
For example: Process for making up sample bags ([Edit as necessary]
	Step 1
	Print barcode labels using template

	Step 2 
	Affix one label to each sample bag

	Step 3
	Add one 5ml sample tube to each sample bag



· Provide any instructions for process to follow in case of liquid spills or breakages
· Provide any instructions for special handling of any materials

4. QC CHECKING PROCEDURE
· Provide information about QC checking procedures, including amount to be checked, frequency of checks and specifying the staff member who will carry out QC 
· Refer to the ECTU QC of study packs report template document if it is to be used 
Example: 10% of packs will be checked by the Trial Manager to ensure that the correct number of tubes are present, and that bags are correctly labelled. QC checking should be carried out each time a batch of sample packs is prepared. 
5. STANDARD OPERATING PROCEDURES AND WORKING PRACTICE DOCUMENTS
· If applicable, include relevant Standard Operating Procedures, Working Practice Documents or Site Manuals (including electronic links if applicable)
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