Flowchart 2: Research staff or PGR students on an

engagement contract

Researcher completes Sections 1-

3 of the Research Passport
Application Form, ensuring end dates
in Section 2* are not past the end
date of their engagement contract

L 2

Researcher emails the Research
Passport Application Form to their
line manager

A

Line manager completes Section 4*
of the Research Passport Application
Form

L 2

Does the researcher need a
DBS check for the project/s?

L4 L 4

*Section 2: Select multi-
project if you may undertake
more than one project at a
time. Put current project
details in the Appendix not
Section 2

*Section 4, Q7a. If the answer
is NO, the researcher may
well not need a DBS check. If
in doubt, researcher to check
with lead NHS organisation

NO

YES

Line manager or researcher sends
form/s to HR@Lancaster.ac.uk,
confirming that the researcher is on
an engagement contract

¥

Does the researcher need
Occupational Health clearance?*

¥ L 4

Line manager or researcher
completes the DBS Initiation
Form, including charge code
OR provides details of existing

DBS

HR initiates DBS check with
external company. DBS
clearance confirmed directly to
researcher

*Researcher should check with
the lead NHS organisation if
OH clearance required

NO

YES

7’

HR completes Section 5 and returns
the Research Passport Application
Form to the applicant

|
4

HR initiates OH check with
external company. OH
clearance confirmed directly to
researcher

¥

Researcher advises
HR that they have received DBS
and/or OH clearance

Research passport flowcharts June 2024_V1.1_26.06.24



mailto:HR@Lancaster.ac.uk

	Slide 1

