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Research Passport Checklist for South London and Maudsley NHS Trust (SLaM)
Version 10: 23/11/2020 

To help you to avoid any delays in processing your Research Passport (RP) application, please use the following checklist before submitting your documents to the R&D Office:

· If your RP application is for a CRIS project: please contact the CRIS team to obtain CRIS approval (cris.administrator@slam.nhs.uk). When CRIS approval is in place, submit a completed and signed RP application, CV and CRIS approval to the R&D office. You don’t need Occupational Health (OH) Clearance, DBS or REC number.  

· If you are joining a study that is classified as a Clinical Trial of Investigational Medicinal Products (CTIMP), you need to include a Good Clinical Practice certificate (GCP) and an ink-signed and dated CV.
The Lead R&D Office cannot issue a research passport for you until your study has received R&D approval from that office.
If the answer to all the points below is yes, your passport is ready to be processed.

1. Will you be working in SLaM (not KCH or Guy’s)? ☐
2. Do you know the REC & R&D number of the project? ☐ Note this in section 2 of your RP application next to the title with IRAS ID (if applicable). 
3. Have you completed section 2 correctly? ☐ If project-specific – fill in project details in this box, if multi-project, leave this section blank and give each project its own appendix (if there is a likelihood that you will be working on multiple projects in the future, tick multi-project and fill in project details in appendix 1).
4. Have you provided details of what activities you will be doing in SLaM? ☐ Include if these activities will be remote/face to face. 

5. Have you included the name of the person you will report to in SLaM? ☐ They need to be employed by SLaM or have a SLaM honorary clinical contract. Provide their email address.
6. Are sections 3, 4 and 5 completed and signed by the relevant people? ☐
7. Is there an end date of your contract in the section 5 and signed by Education Support Services (for students) or HR (if staff)? ☐
8.  Do you have a copy of your CV together with original copies of the DBS (no older than 1 year) and Occupational Health clearance? ☐
For HTA – Tissue Handling: Does your OH Clearance clear you for handling patient specimens? Have you attended the KCL HTA & Consent Training and provided the certification?  ☐
For CTIMP studies: Do you have your GCP certificate and a signed and dated CV?  ☐
For any queries, please contact the R&D office: slam-ioppn.research@kcl.ac.uk
SLaM/IoPPN Joint R&D office | Institute of Psychiatry, Psychology & Neuroscience | PO BOX 005 | 16 De Crespigny Park | London SE5 8AF
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