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NHS to NHS Proforma

Use this template in association with R&D/S20 (Application Process for an Honorary Contract, Letter of Access or Research Passport)

IT IS THE RESPONSIBILITY OF ALL USERS OF THIS TEMPLATE TO ENSURE THAT THE CORRECT VERSION IS BEING USED
All staff should regularly check the R&D Unit’s website and/or Q-Pulse for information relating to the implementation of new or revised versions.  Staff must ensure that they are adequately trained in the new procedure and must make sure that all copies of superseded versions are promptly withdrawn from use unless notified otherwise by the SOP Controller.  

The definitive versions of all R&D Unit SOPs appear online. If you are reading this in printed form check that the version number and date below is the most recent one as shown on the R&D Unit website: www.research.yorkhospitals.nhs.uk/sops-and-guidance-/ and/or Q-Pulse
	Template Reference:
	R&D/T34

	Version Number:
	6.0
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	Deborah Phillips

	Implementation date of current version:
	2nd November 2022


	Approved by:
	Name/Position:
	Lydia Harris, Head of R&D
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	Date:
	5th October 2022

	
	Name/Position:
	Sarah Sheath, SOP Controller

	
	Signature:
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	This SOP will normally be reviewed every 3 years unless changes to the legislation require otherwise


Version History Log

This area should detail the version history for this document.  It should detail the key elements of the changes to the versions.

	Version
	Date implemented
	Details of significant changes

	1.0
	19th March 2012
	

	2.0
	22nd October 2012
	Removal of references to the North and East Yorkshire R&D Alliance

	3.0
	9th March 2015
	Change of job title from R&D Manager to Head of R&D

	4.0
	21st August 2017
	Two year review, no changes necessary

	5.0
	28th February 2019
	Change of link to R&D website. Updated version of the form on the NIHR website

	6.0
	2nd November 2022
	Three yearly review. Change of Trust name.

	
	
	


NHS to NHS letter of access: proforma confirmation of pre-engagement checks   Version 1

For NHS researchers who have a substantive NHS contract of employment or clinical academics with an honorary clinical contract with an NHS organisation, and who need an NHS to NHS letter of access from an NHS organisation hosting their research

CONFIRMATION OF PRE-ENGAGEMENT CHECKS

To: R&D Office

Address of NHS site hosting the research

Re: Researcher’s name:   
Job title:   
Contract end-date:    
Workplace and postal address:   
Electronic Staff Record number:   
As the representative of the NHS employer
 of the above-named person, I can confirm that s/he is employed by this organisation.  I understand that the responsibility for ensuring that the appropriate pre-engagement checks have been undertaken rests with us as the individual’s substantive employer. I can confirm that the appropriate pre-engagement checks have been completed, commensurate with her/his job description and proposed research role in your NHS organisation, and in line with NHS employment checks standards

Name of employer’s representative:

Job Title:   
Workplace address:   
Tel:   
Email:   
� For clinical academics, this would be a representative from their HEI employer
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