
Glasgow Clinical Trials Unit Guideline MANDATORY

All research participant bookings and general room bookings are sent to GCRF generic mailbox (Glasgow.crf@ggc.scot.nhs.uk) using the relevant 
email template with the GCRF site recorded in the subject bar.  The generic mailbox is frequently checked and dealt with following this process by 
GCRF Reception.

Email received in 
generic mailbox 

Return to sender 
requesting missing 

information on 
booking form

Print off booking 
request.  Logon to 

TrakCare

Check availability of 
room requested 

date/time/duration

Book room and 
participant using 

information 
received

Confirm requested 
room unavailable 
detailing available 
rooms.  Flag email 

red.

All 
information 
available on 

booking 
form?

Room 
available?

Response 
received?

Add catering 
requirements to 
patient notes in 
TrakCare. Tick 
request form.

Send email 
confirming 

booking complete

Catering 
required?

Add participant 
appointment to 
TrakCare.  Tick 

booking form. *

Yes

Yes No

No

No

Email 
sender once 

again
Yes

Yes

Start

End

Yes

No

Tick patient and 
room booked on 

request form

Taxi 
required?

Study on 
‘Taxi 
List’?

Yes

No
Contact Information 
System Assistant to 

confirm funding 
available

Funding 
available?

Yes

Book taxi and add 
the journey to taxi 

report.  Tick booking 
form.

Send email  to requestor 
confirming no funding for 
taxis available and room 

booking complete.

No

Move original 
request and 

confirmation emails 
to site archive.  File 
request form folder.

No

* Project Assistants covering reception duties will pass  on details of participant 
appointments to be recorded to TrakCare to GCRF Receptionists.
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