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JPAC and the 4 UK Blood Services 
Change Notification flowchart  JPAC Office      

Standing Advisory Committee recommendation: 

Send to JPAC Manager for JPAC agenda including agreed  
wording of CN and supporting papers 

JPAC meeting or consultation: 

Recommendation minuted 

UK BTS Forum: 

Approval notified to JPAC Manager by JPAC Chair  

 

Key

 

JPAC:  Joint UKBTS/NIBSC 
Professional Advisory 
Committee 

MDs:  Medical Directors 

QMs:  Quality Managers 

UKF:  UK BTS Forum 

JPAC Webmaster or  
designated deputy: 

Publish Change Notification  
on JPAC website  

 

MDs/QMs of the  
4 Services: 

Inform operational staff  
in their own Service 

JPAC Manager or designated deputy: 

Distribute approved Change Notification to MDs &  
QMs of the 4 Services, Distribution List & JPAC Webmaster 

 

MDs of the 4 Services or designated deputies: 

Notify approval or otherwise to JPAC Manager 

JPAC Manager or designated deputy: 

Send draft Change Notification to MDs of the 4  
Services for approval (unless already approved at UKF) 

 

Approval by UKF required Approval by UKF NOT required 

JPAC Chair or designated deputy: 

Decide if UKF approval is required  
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Change Notification Flowchart  -   Donor Selection Guidelines                                               

Standing Advisory Committee (SAC): 

Agenda item for SAC meeting 

SAC Meeting: 

Approve change, minute recommendation and provide 
evidence for the change (minutes or supporting papers).  

Provide wording for the Change Notification. 

SAC Chair: 

Decide if this change applies to any of the other DSGs  

SAC Chair: 

Liaise with relevant SAC Chair(s) 

 

provide draft change notification and  
any relevant information.  

JPAC Manager: 

Agenda item for next JPAC EWG\JPAC 
meeting. 

 

SAC Chair(s): 

Send wording* for Change Notification(s), and 
supporting evidence, to the JPAC Manager. 

[*Worded exactly as it will appear on the website]

  

Change applies to other 
DSGs 

Change does not apply to 
the other DSGs 



cjs\JPAC\SOPs\Change Notification process flowcharts (03-02-11)                                                       Version 2 
Page 3 of 4 

Change Notification flowchart - Approved DSG changes to the JPAC 
Website                                             

JPAC Manager:  

Inform the Quality Managers that the 
change has been made and is Live . 

  Keep audit trail of the change. 

 

JPAC Manager: 

Send approved Change Notification to people on the  
circulation list, which includes SAC Chairs and Bray Leino.   

Instruct Bray Leino to make the change ready in pre-publish. 

SAC Chair or nominated person: 

Liaise with Bray Leino regarding changes. 

Proof read changes in pre-publish. 

  

SAC Chair or nominated person: 

Approve changes in writing to Bray Leino with a copy 
to the JPAC Manager. 

Instruct Bray Leino to make the change Live . 

SAC Chair or nominated person: 

Check Live version, including links and confirm 
with Bray Leino and the JPAC Manager that the 

Live site is correct. 

 



cjs\JPAC\SOPs\Change Notification process flowcharts (03-02-11)                                                       Version 2 
Page 4 of 4 

Change Notification flowchart -  Emergency Situation                                                       

JPAC Chair/JPAC Manager: 

Alert received e.g. through EC Alert system. 

JPAC Chair: 

Convene sub-group made up of 
relevant SAC Chairs and experts. 

  

Convened Sub-Group: 

Confirm whether or not a change is 
required and if yes draft content of 

the change notification. 

JPAC Chair or nominated person: 

Circulate to relevant SAC members to 
check content. 

JPAC Manager:  

Send draft Change Notification to the Medical Directors of   
the 4 UK Blood Services for approval. 

Copy to Quality Managers and members of JPAC for 
information. 

 

JPAC Chair:  

Send draft Change Notification to  
JPAC Manager  

 

Continue following normal procedures for change 
notifications. 

 


