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Patient Representative (PR) – 
Onboarding & Orientation Checklist


Patient Representative Name: _________________________________________________
	Process Overview

	Onboarding Activities to Consider

	
	Review candidates’ background and interest in CTs
	· Referral Letter(s) / References
· CV, outlining relevant expertise, skillsets and interests

	
	Create role description in collaboration with PR
	· Reference content from the Patient Representative Role Description template as required
· Review Patient Representative Responsibilities Matrix as a guide for identifying possible areas of involvement
· Confirm volunteer commitment/schedule – days of week, durations
· Review organization’s mission, vision, values

	
	Obtain records as may be required prior to commencing activities
	· PR Emergency contact name and number
· Immunization & Health Clearance Verification
· Attestations
· PIPEDA/Privacy Training completion
· Confidentiality Statement
· Waiver of liability
· Photo consent
· Other mandatory organizational Policies, SOPs review and/or training, as may be required (E.g.  Code of conduct, Health & Safety, Patient Bill of Rights, etc.)

	
	Conduct facility & program orientation
	· Access & ID:  photo ID, access card, parking pass, etc.
· IT access and equipment needs
· Facility map & tour
· Entrances, exits, emergency procedures (e.g. fire drills/routes)
· Restrooms, lunchroom, work area, etc.
· Overview of organization structure - focus on clinical trials unit and supporting departments/personnel 
· Introductions to staff, colleagues
· Orientation to CTs – [E.g. https://3ctn.ca/page/patient-public]
· Role-specific training plan
· Expense reimbursement – policy & procedure
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