
Researcher Passport process - Sept 2023

Researcher to complete section 1-3 of 
Researcher Passport form and forward 

to supervisor

Supervisor to 
complete Section 4 
of the Researcher 
Passport form & 

send it 
to hr@lancaster-

hr.libanswers.com 
along with Charge 
code for DBS re-

charge

HR Admin team to 
initiate DBS & OH 

PPQ checks

OH & DBS will 
contact researcher 
drectly yo complete 
checks and provide 

clearance 

HRA to file passport 
form until checks 

have been returned

HRA to record DBS 
& OH c;earance in 

People XD

HRA to complete 
Section 5 of 

Researcher Passport 
and return it to the 

researcher

Researcher submits 
app to NHS 

organisation 
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