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Date

SHARE Recruiter’s name
SHARE Recruiter’s Email: 
Dear <INSERT RECRUITER’S NAME> 

Letter of Access – SHARE Recruitment Assistant 

	SHARE: Scottish Health Research Register and Biobank 
IRAS: 354535

Role: Recruitment Assistant to SHARE: Scottish Health Research Register and Biobank 
Employer: University of Dundee 
Line Manager: Dr Claire Scott, National Programme Manager- SHARE 
SHARE Recruitment Assistant: INSERT NAME


The role of a SHARE recruitment assistant is not a research role and so does not require a Research Passport for NHS access review and approval. 

The University of Dundee, through the SHARE National Programme manager, has confirmed that all required pre-engagement checks have been undertaken and are satisfactory for the employment of you, <INSERT NAME> as a recruitment assistant to the SHARE Research Registry and Biobank. 

Such checks include disclosure and references and the University of Dundee confirm that all meet the required standard for your employment as a SHARE recruitment assistant.

The University of Dundee, via the SHARE National Programme Manager, warrants your suitability in your role within the SHARE Scottish Health Research Register and Biobank. 

You are considered to be an authorised visitor to the NHS Greater Glasgow & Clyde Health Board area. You are not entitled to any form of payment or access to other benefits provided by the organisation to employees and this letter does not give rise to any other relationship between you and the organisation, in particular that of an employee. 

While undertaking recruitment to the SHARE registry and Biobank in the NHS Greater Glasgow & Clyde Health Board area, you will remain accountable to your substantive employer; University of Dundee but you are required to follow the reasonable instructions of NHS Greater Glasgow & Clyde or those instructions given on their behalf in relation to the terms of this right of access. 

Where any third party claim is made, whether or not legal proceedings are issued, arising out of or in connection with your right of access, you are required to co-operate fully with any investigation by NHS Greater Glasgow & Clyde in connection with any such claim and to give all such assistance as may reasonably be required regarding the conduct of any legal proceedings. 

You must act in accordance with the site’s policies and procedures, which are available to you upon request. 

You are required to co-operate with NHS Greater Glasgow & Clyde in discharging its duties under the Health and Safety at Work etc. Act 1974 and other health and safety legislation and to take reasonable care for the health and safety of yourself and others while on the organisations premises. You must observe the same standards of care and propriety in dealing with patients, staff, visitors, equipment and premises as is expected of any other contract holder and you must act appropriately, responsibly and professionally at all times. 

You are required to ensure that all information regarding patients or staff remains secure and strictly confidential at all times. You must ensure that you understand and comply with the requirements of the NHS Scotland Confidentiality Code of Practice and the Data Protection Act 2018. Furthermore you should be aware that under the Act, unauthorised disclosure of information is an offence and such disclosures may lead to prosecution. 

No organisation will indemnify you against any liability incurred as a result of any breach of confidentiality or breach of the Data Protection Act 2018. Any breach of the Data Protection Act 2018 may result in legal action against you and/or your substantive employer. 

You should ensure that, where you are issued with an identity or security card these are returned upon termination of this arrangement. Please also ensure that while on the  premises you wear your ID badge at all times, or are able to prove your identity if challenged. 

NHS Greater Glasgow & Clyde may revoke this letter and terminate your right to attend at any time either by giving seven days’ written notice to you or immediately without any notice if you are in breach of any of the terms or conditions described in this letter or if you commit any act that we reasonably consider to amount to serious misconduct or to be disruptive and/or prejudicial to the interests and/or business of the organisation or if you are convicted of any criminal offence. 

Your substantive employer is responsible for your conduct during your role as a SHARE recruitment assistant and may in the circumstances described above instigate disciplinary action against you. 

If your circumstances change in relation to your role as a SHARE recruitment assistant that may impact on your suitability to undertake this role, or your role in research changes, you must inform your employer through their normal procedures. You must also inform your manager in the University of Dundee, and the R&I Office in NHS Greater Glasgow & Clyde. 

Yours sincerely
	This Form is a controlled document. The current version can be viewed on the R&I website, GCTU website and R&I’s Q-Pulse account.

Any copy reproduced from the website may not, at time of reading, be the current version.
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