New Research Passport Application Checklist
Applicants Name: ____________________________

	Documentation Required
	Departmental/Researcher Confirmation that documentation is enclosed/in progress or N/A (please tick)
	Clinical School HR Team Office Use Only

	
	Enclosed
	In Progress
	N/A
	Date Received
	N/A

	Research Passport Application Form

-Please ensure sections 1-4 are complete, including start and end dates of project(s) and passport, details of the activities to be undertaken and NHS organisation and manager for each project and full information given in appendices if multiple projects.
	
	
	
	
	

	DBS
-If a DBS is required, please indicate here if one has been applied for via the HR Compliance Team or the Student Administration and Records Office or please enclose evidence of a recent (within the last 12 months) DBS check.

-If the DBS clearance is over 6 months old or was applied for via an organisation other than the University of Cambridge then you should consult with the relevant NHS R&D department to see if they will accept the previous DBS check or if they will need to apply for a new one copying in ClinicalSchlresearchpassports@admin.cam.ac.uk
	
	
	
	
	

	ID with Photograph

· 2 forms of photo ID and 1 form of UK address ID (3 separate pieces of evidence in total), or 
· 1 form of photo ID and 2 forms of UK address ID (3 separate pieces of evidence in total). 
If no permanent UK address, please supply evidence of UK address during employment (i.e. written confirmation from place of residence). 
-Acceptable Photo ID 
A current passport or a current photo-card driving licence. 
-Acceptable Address ID 
E.g. a utility bill (not mobile phone) less than 3 months old, a bank, building society or credit union statement. Please refer to guidance on WebPages for more examples: http://www.admin.cam.ac.uk/offices/hr/policy/passports/checklist.html)
	
	
	
	
	

	Two References

-These should be the references given/received when applying/recruiting for the position. If these references are not available, two more will need to be applied for by the Department, i.e. from the line manager.
	
	
	
	
	

	Verification of permission to work in the UK                              ----A verified copy of the photo and cover pages of passport is usually the easiest.  Please refer to: http://www.jobs.cam.ac.uk/right/lista.html for other valid documents. 
	
	
	
	
	

	Exploration of any gaps in employment                                   --Please provide the most recent up-to-date CV. You should ensure that it clearly states job/study history with dates (month and year) and fill in any gaps in employment.
	
	
	
	
	

	Current professional registration                                            -Documentary evidence showing any current professional registrations stated in Section 1.3. of the Research Passport application. 
	
	
	
	
	

	Qualifications

Certificate(s) or confirmation from the awarding body(s). We only need to see their highest academic qualification. If they have any professional qualifications we will need to see evidence of these too. If proof of NMC registration is provided, we will not need to see qualifications in addition to this. 
	
	
	
	
	

	Occupational Health Assessment                                                    --To comply with NHS occupational health (OH) assessment requirements, if it is identified that OH clearance is required for a research passport then an additional OH assessment may be required in addition to the University of Cambridge pre-employment OH assessment. If you/they are new to the University of Cambridge, when you/they complete the pre-employment OH questionnaire please clearly indicate on it that you/they will be applying for a research passport. If a University of Cambridge OH assessment has already been obtained, please contact OH (tel. 01223 336594, email occhealth@admin.cam.ac.uk) and ask if it clears to research passport level. Please indicate here whether you/they are in the process of applying for a RP OH assessment (link to OH RP questionnaire (waiting for Web to be updated with new form).
	
	
	
	
	


If sending copies of any of the above documentation please ensure that they have been verified as true copies of the original by the Departmental Administrator or nominee.
We do not advise that original documents are put in the UMS, but they can instead be brought along to one of our Friday morning Research Passport Clinics. Please call 01223 761447 or 01223 769256 to make an appointment.
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