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1. Purpose
To ensure that every document the practice relies on — policies, SOPs, consent forms, patient information, manufacturer instructions — is the current approved edition, available where the task is performed, and cannot be confused with a superseded version.
2. Scope
All quality management system documents in paper and electronic form at every surgery, including externally originated documents (national infection control guidance, radiation regulations, autoclave and DUWL manufacturer instructions).
3. Definitions
1. Controlled document — identified by code and edition; issue and distribution managed under this SOP
1. Point of use — the surgery, decontamination room, reception, or X-ray area where the task is performed
1. Document owner — the person responsible for content and review, normally the Principal Dentist for clinical documents and the Practice Manager for administrative ones
4. Identification
Every controlled document shows on each page: practice name, code, title, edition, effective date, page x of y. Page one carries the approval block. Codes follow the practice scheme: DENT-QMS (system), DENT-GOV (governance), DENT-STR (sterilisation), DENT-DUWL (waterlines), DENT-RAD (radiography), DENT-CONSENT, DENT-EMERG, DENT-HR, DENT-REC; forms carry the parent code plus -F01.
5. Creation and Approval
1. The owner drafts on the practice template with the revision history completed
1. The Practice Manager checks coding, consistency, and cross-references
1. The Principal Dentist approves clinical documents; the Practice Manager approves administrative forms; approval is by signature and date
1. The Practice Manager assigns the edition, enters the document in DENT-GOV-04-F01, and issues it
6. Distribution
1. Master copies are on the practice system, read-only except to the Practice Manager
1. Numbered printed copies are placed at points of use — the decontamination room (sterilisation SOPs, autoclave log), each surgery (emergency protocol, consent forms), the X-ray area (justification and dose protocol) — and listed by location in the register
1. Uncontrolled printouts carry the automatic footer 'PRINTED COPY — CHECK CURRENT EDITION'
1. On a new edition, the Practice Manager exchanges every numbered copy within 5 working days and records the exchange; changes affecting safety are briefed at the morning huddle before the effective date
7. Review
Clinical SOPs (sterilisation, waterlines, radiography, emergencies): 12 months. Other documents: 24 months. The Practice Manager runs the review schedule monthly. Manufacturer instructions for the autoclave, washer-disinfector, DUWL treatment products, and X-ray unit are registered in Part B and checked annually and after any equipment change.
8. Obsolete Documents
One archive copy per superseded edition is stamped OBSOLETE and retained per DENT-GOV-05. All others are destroyed. The Practice Manager audits all points of use quarterly; obsolete copies found are removed and recorded as nonconformities.
9. Distribution of Responsibilities
	Task
	Principal Dentist
	Practice Manager
	Document Owner
	All Staff

	Approval of clinical documents
	Final
	
	Draft
	

	Approval of administrative forms
	
	Final
	Draft
	

	Issue, register, distribution, review schedule
	
	Responsible
	
	

	Quarterly point-of-use audit
	
	Responsible
	
	

	Using only current copies; reporting obsolete ones
	
	Receive
	
	Responsible


10. Accompanying Documentation
	Code
	Title

	DENT-GOV-04-F01
	Document Control Register

	DENT-GOV-05
	Control of Records

	DENT-GOV-08
	Nonconformity and Corrective Action
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Prepared by: [QUALITY MANAGER NAME] · Approved by: [DIRECTOR NAME]	Effective: [EFFECTIVE DATE] · Page  of 
681fd126cdf550e781c9e30e2a67f8bbf2b2a95d.png




