
Standard Operating Procedure (SOP): Peer Review
Procedures and Confidentiality Guidelines
This SOP details peer review procedures and confidentiality guidelines, covering the steps for conducting
unbiased and thorough peer evaluations, maintaining reviewer anonymity, handling sensitive information, managing
conflicts of interest, documenting review findings, and ensuring compliance with ethical standards. The objective is to
uphold the integrity of the peer review process while protecting the confidentiality of all participants and materials
involved.

1. Purpose

To define the standardized steps and confidentiality measures required to conduct, manage, and document the peer
review process ethically, objectively, and securely.

2. Scope

This SOP applies to all individuals involved in the peer review process, including reviewers, editors, and administrative
staff handling submissions for [Institution/Journal/Organization Name].

3. Definitions

Peer Review: The evaluation of scholarly or professional work by individuals with expertise in the relevant field.
Reviewer Anonymity: Ensuring that reviewer identities are not disclosed to authors or other reviewers where
required by review model (e.g., single-blind, double-blind).
Conflict of Interest: Any situation where personal, financial, or professional considerations have the potential to
compromise or bias professional judgment and objectivity.

4. Responsibilities

Reviewers: Evaluate assigned materials objectively, maintain confidentiality, and declare conflicts of interest
immediately.
Editors/Administrators: Select unbiased reviewers, enforce confidentiality, manage conflicts of interest, and
ensure proper documentation.

5. Peer Review Procedures

1. Assignment of Reviewers: Select reviewers with relevant expertise and no apparent conflict of interest.
2. Invitation and Acceptance: Invite selected reviewers and confirm their acceptance and commitment to

confidentiality.
3. Evaluation:

Review materials thoroughly, objectively, and without bias.
Provide constructive, respectful, and clear feedback, supported by evidence from the work.

4. Submission of Review: Submit completed reviews within the specified timeframe using designated systems or
forms.



5. Documentation: Editors record all correspondence, review reports, and decisions in secure systems for
accountability and future reference.

6. Confidentiality Guidelines

1. All materials provided for review are confidential and must not be shared, copied, or discussed with unauthorized
persons.

2. Reviewers must not attempt to identify authors if anonymization is part of the review model, nor should they reveal
their identities when anonymity is required.

3. After review completion, reviewers must delete or destroy any copies of materials obtained for review.
4. Discussion of manuscripts or review content with external parties is strictly prohibited.
5. Identifiable information about authors, reviewers, or unpublished work must not be disclosed outside the official

review process.

7. Conflict of Interest Management

1. Reviewers and editors must disclose any real or perceived conflicts of interest immediately.
2. In the event of a conflict, reassign the review to an alternate, unbiased reviewer.
3. Maintain a log of disclosed conflicts for transparency and audit purposes.

8. Ethical Compliance

1. All participants must adhere to the highest ethical standards as set by [relevant organization, e.g., COPE,
ICMJE].

2. Report suspected breaches of ethics or confidentiality to the editorial office or relevant authority promptly.

9. Documentation and Record-Keeping

Maintain secure, confidential records of all reviews, editorial decisions, and associated correspondence.
Restrict access to records to authorized personnel only.

10. Review and Revision

This SOP shall be reviewed annually or as required to ensure alignment with evolving best practices and ethical
standards.
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