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Standard Operating Procedure (SOP) on How to
Prepare a SOP

(1) Title
Preparation of Standard Operating Procedures (SOPs)

(2) Issued By
Department of Medical Education, Faculty of Medicine, Uva Wellassa University of Sri Lanka

(3) Purpose & Scope

To establish a standardized method for preparing, formatting, reviewing, approving, revising, and
maintaining Standard Operating Procedures (SOPs) within the Faculty of Medicine, Uva Wellassa
University. This SOP ensures consistency, clarity, professionalism, and compliance with quality
management requirements.

This SOP applies to all academic departments, laboratories, administrative units, clinical skills
laboratories, research units, and support services within the Faculty of Medicine.

(4) Preparation of SOP
(4.1) General Writing Guidelines
The SOP shall:
(4.1.1) be written in clear and simple English.
(4.1.2) use active voice.
(4.1.3) avoid unnecessary abbreviations.
(4.1.4) use consistent terminology.
(4.1.5) avoid ambiguity.
(4.1.6) avoid personal opinions.
(4.1.7) The SOP should be written in UK English.
(4.1.8) avoid first-person language (I, We, Our).
Example: Correct: The sample shall be stored at 4°C.
Incorrect: We keep the sample in the refrigerator



(4.2) SOP Formatting Standards
(4.2.1) Page Setup

(4.2.1.1) Page Size  : Layout > Size > Letter
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(4.2.1.3) Margins : Layout > Margins > Normal
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(4.2.2) Font
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(4.2.4) Line Spacing & Paragraph Spacing

Headings shall be followed immediately by the corresponding text without an intervening blank
line. A single blank line shall be inserted between the end of a section's content and the subsequent

heading

Select entire text — Ctrl+A

Home > Paragraph > Line and paragraph Spacing > Line Spacing Options > Indent & Spacing >

Spacing > Before — 0 > After — 0 > Line spacing — Single > OK
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(4.2.5) Image Insertion and Formatting Guidelines
(4.2.5.1) Image Alignment: Insert all images using the In line with Text layout.
Select the picture > Picture Format > Layout Options > In Line with Text
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(4.2.6) Numbering Format

(4.2.6.1) Use automatic numbering system

(4.2.6.2) Use the automatic multilevel numbering feature for all headings, subheadings, and

related content throughout the SOP.

(4.2.6.3) Manual numbering shall not be used.

(4.2.6.4) Apply the numbering hierarchy with all numbers enclosed in brackets, as follows:
Level 1: (1), (2), (3), ...
Level 2: (1.1), (1.2), (1.3), ...

Level 3: (1.1.1), (1.1.2), (1.1.3), ...

WPSPDF  Insert Draw  Design Layout  References  Mailings Review View Help Q Tell me what you want to do

= AaBbCcD | AaBbCcD | AaBbCcD | .A ﬂ E’:; -;Z

Paste T U ~ abe x, ¥ M~ . A . . 1 Compact | TNormal |1 No Spac.. Editing | Templates | Parallel Generate Slides Export

~ 4 - - = S 4 o Translate  from Doc to Image D|
Clipboard Font ] Paragraph & Styles 5] Library Al Tools Outp)
L N A S B SRR AT IR U APRREREE SRR AN IR AR SR ER R ERERAN TRRRERI S A

e e e

1

(4)Principleq]

Paracentesis: involves- the- percutaneous- insertion- of* a- needle- or- specialized- catheter- into- the-
peritoneal cavityto-access-and-aspirate-accumulated-ascitic-fluid.J

- (4.1)>Diagnostic Paracentesis:-A-small volume-(20-50-mL)-of fluid-iscollected-to-determine the-
underlying-aetiology-of-ascites-via the-Serum-Ascites ‘Albumin-Gradient(SAAG)-and toTule-
out-life-threatening infections-such-as-Spontaneous-Bacterial -Peritonitis (SBP).J

(4.2yTherapeuticParacentesis: Large volumes-of fluidLarge ‘Volume Paracentesis-or LVP)-are
systematically- drained- to- relieve- abdominal- distension, -alleviate- respiratory- compromise,-
and-‘improve-patient-comfort-in-tense-or refractory-ascites.y

1

© (5)'ResponsibilitiesY]

. (5.1)-Medical-Officerst]

. ’ (5.1.1)-Confirm-clinicalindications, review-coagulation profiles, -and-authorize-the procedure |

(5.1.2)-Supervise-medical-students-and-junior-staff-to-ensure-total-adherence to-sterile-techniques-
and-biosafety-protocols.|

(5.1.3)-Manage- acute- post-procedural - complications, interpret- fluid- analysis-reports, and- order-

plasma-expanders-(e.g., intravenous Albumin)-when indicated.|

1

(5.2) Medical-Students{]

(5.2.1)-Perform- or-assist-in-the- step-by-step- setup- and- fluid- collection-strictly-under-the- direct,

- bedside supervision-of-an-accredited-medical-officer.|

: (5.2.2)-Safely monitor-and-document vital parameters-before, during, -and-after the fluid-aspiration.|
Page Break q
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(4.2.6) SOP Cover Page Format

Every SOP shall include a cover page.

The cover page shall meet the following requirements:

(4.2.6.1) The background colour shall correspond to the designated colour of the issuing
department.

(4.2.6.2) The SOP title shall be centred in the middle of the page. Use an appropriate font size.

(4.2.6.3) The name of the issuing department shall be displayed below the SOP title.
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Department of Medical Education
Faculty of Medicine

Uva Wellassa University of Sri Lanka
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