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ECTU Core SOPs Read Receipt 
(Designation)


Name (PRINT)/Role:

Start date: 



	SOP Name
	SOP Version
	*Sign /Date Read

	ECTU_SOP_AD_01 Creating and Maintaining Staff training records.
	
	

	ECTU_SOP_DM_04 Data Entry Procedures
	
	

	ECTU_SOP_DM_05 Data Quality
	
	

	ECTU_WPD_DM_W2 Data Cleaning
	
	

	ECTU_SOP_OP_15 Data access Request and Application Management
	
	

	ECTU_SOP_OP_17 Review of External Reports
	
	

	ECTU_SOP_ST_04 Statistical Analysis Plans
	
	

	ECTU_SOP_ST_05 Statistical Analysis and Reporting
	
	

	ECTU_WPD_ST_W1 General Guidance
	
	

	ECTU_WPD_ST_W2 Statistical Input into Trial and Protocol Design
	
	

	ECTU_WPD_ST_W4 Statistical Analysis Plan (SAP) Essentials
	
	

	ECTU_WPD_ST_W5 Statistical Analysis and Reporting
	
	

	ECTU Central Office POL01 ECTU Social Media Policy
	
	

	ECTU Central Office POL02 - Publication and Acknowledgement Policy
	
	

	ECTU Central Office POL03-Staff Induction and Training Policy 
	
	

	ACCORD CR014 - Suspected Research Misconduct
	
	

	ACCORD QA008 - Document Version Control
	
	

	ACCORD POL001 - GCP and SOP Training
	
	

	ACCORD POL003 - Data Protection and Confidentiality
	
	

	ACCORD POL011 -Promoting Equality, Diversity and Inclusion in Health-Related Research Studies
	
	

	ACCORD POL012 - Data Management Policy
	
	


*Confirms as read and understood.







This form should be completed with the version read and signed and dated on the date read by the member of staff returning to work as confirmation that SOPs have been read and understood. 

Those SOPs in bold text should be read within the first 2 weeks of return to work, all other SOPs should be read within 3 months of start date.

The individual’s line manager should ensure that the appropriate SOPs are read in a timely manner.

Please read receipt on the electronic training record, and email a copy of this form to qa.ectu@ed.ac.uk 




<<Remove this page from form prior to printing>>



	Document History

	Version No.
	Effective Date
	Summary of Revisions

	1.0
	23 Oct 2023
	Initial creation
Flexible version to allow variations in the reading list. Title to include the department and designation

	2.0
	13 Sep 2024
	Edited text on instructions to follow for read receipts to reflect current processes with the electronic training record.
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