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HOVETON & WROXHAM MEDICAL CENTRE 

Job Title:	Clinical Research and Innovation Coordinator
Hours:	21 per week
Reports to:	Practice Manager

Overview
The Clinical Research Coordinator (CRC) at Hoveton and Wroxham Medical Practice, manages the daily operations of clinical trials and research studies. They act as the primary liaison between the Principal Investigator (PI), study participants, and sponsors—handling patient recruitment, data collection, and regulatory compliance. 
Key Responsibilities
· Develop regular (at least monthly) contacts and communications with the study teams both academic and commercial.
· Liaise regularly with the RRDN to update the team on progress with research and our RRDN contract.
· Liaise regularly with Breckland PCCDRC around collaborations.
· Monitor GCP training compliance across the team and remind people when to update their training.
· Ensure all people involved in research have shared their up-to-date GCP certificate with you.
· Ensure you maintain a register of up-to-date research CVs for all people involved in a research project.
· Ensure that the practice remains RCGP research compliant.
· Promptly discuss all research opportunities with the research team leads.
· Work with the data manager to run appropriate searches for projects as estimate the recruitment target for the site working with the research leads.
· Return all expressions of interest very promptly- ideally the same day if possible.
· Arrange monthly research meetings with the practice research team, set the agenda and keep minutes, make sure that recruitment for all research projects is up to date, that the study team are aware of the study target and the recruitment end date at all meetings. 

If approached about a study to be hosted:
· Checked and sign and return the CDA the same day as received.
· Answer Sponsor questions very promptly.
· Arrange assessment visits promptly with the PI/ CoPI and nurse representatives.
· Arrange and attend the SIVs, make notes and ensure all required documentation is provided in a timely manner.
· Complete responsibility logs and ensure signatures are in place.
· Coordinate the research team to ensure that documents are read and signed promptly.
· Avoid emails to the research team, print protocols and investigator brochures for signing and keep copies once scanned and sent to the study team.
· Share all documents with the data manager for filing.
· Receive research stocks, document and file.
· Ensure that the study costs and contracts are checked and discussed with the practice manager and finance manager prior to signing.
· Ensure all documents are approved prior to starting.
· Confirm site capability and capacity.
· Work to ensure study green light for site in a safe and rapid way.
· Ensure that the first patient is recruited quickly and ensure the site recruits to time and target.
· Ensure that you have a study plan in place to recruit very promptly and reach study target very quickly, this will involve scheduling and booking patients with the help of the nurse and PI team by working with the reception manager to manage bookings.
· To work with the nurse team to send out research invitations and manage responses and book in quickly.
· Understand the length of each study visit and schedule accordingly to manage scheduling.
· Advertise the study as approved across the practice and social media.
· Manage requests for patient travel expenses as required ensure a robust system is in place and underpinned by study SOPs for activities.
· Write study Sops for the recruitment approach and how a study will work and who will do what in terms of responsibilities.
· As patient are recruited to projects, make sure you are aware of who should be uploading the recruitment to the EDGE system and upload on behalf of the practice if it is the responsibility of the practice to do this.
· Follow up patients that do not arrive for research appointments.
· Coordinate all incoming communications and keep a copy of all communications with who it was shared with and when.
· Work with the reception team to ensure that the clinical ledgers are used efficiently for research visits.
· Act as a point of contact for patients interested in research and undertake outline eligibility checking.
· Undertake any research and innovation requirements within your competency and skill set.
· Ensure that Serious Adverse Events are reported on the same day- assist the PI and Co-PI with these submissions and follow up as required.
· Work with the facilities manager to make sure all research equipment is regularly services and PAT tested including equipment brought in externally by study teams.
· Ensure processes are in place for temperature monitoring of the IMP cupboard in the dispensary office and the research fridge and freezers.
· Support the data manager with the maintenance of site files and acceptance of IMP at site.
Arranging PIC sites:
· To identify the need for PIC sites
· Work with partner practices to get them on-board to include sharing information and model contracts and ensuing they are approved to be used.
· Support those practices to ensure the work is completed.
· Monitor recruitment from those sites.
· Ensure payment to those sites promptly after randomisations have been completed.
Archiving
· Support with study closed down and archiving of study materials ensuring they are correctly boxed and labelled and archived.
· Check the archive room regularly for out-of-date study records (beyond archive end date) and dispose of the materials via confidential waste.
Finances:
· Ensure the finance manager is kept up to date monthly on recruitment for the different studies, financial agreements and any changes to financial agreements.
Innovation Hub
· Respond promptly to requests for work from the innovation hub, work with a GP on the request and submit the report promptly.
· Share the work with the finance manager for invoicing purposes.
· Be aware that the practice could become involved in pilot work, which will need prompt contracting and action.

Remain very aware of the competitive nature of this business but also the benefits from collaboration. Be aware that this work is highly commercially sensitive and should not be spoken about outside the study team and practice.
Training
· Due to the complex nature of the role, you would be expected to attend extensive training over time.
Patient contacts
· There may be times you may become involved in screening patients for research projects which may include undertaking diagnostic testing (after training) but within your competencies.
Confidentiality

1. In the course of seeking treatment, patients entrust us with, or allow us to gather sensitive information in relation to their health and other matters.  They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.
2. In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers.  They also have access to information relating to the practice as a business organisation.  All such information from any source is to be regarded as strictly confidential.
3. Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.

Health and Safety

The post-holder will assist in promoting and maintaining their own and other’s health, safety and security as defined in the practice Health and Safety Policy, to include:
· Using personal security systems within the workplace accordingly to practice guidelines.
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks. 
· Making effective use of training to update knowledge skills
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards.
· Reporting potential risks identified. 

Equality and Diversity

The post –holder will support the equality, diversity and rights of patients, carers and colleagues to include:
· Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies and current legislation 
· Respecting the privacy, dignity and needs and beliefs of patients, carers and colleagues.
· Behaving in a manner that is welcoming to and of the individual is non-judgmental and respects their circumstances, feelings, priorities and rights.

Personal/Professional Development

The post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development.
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.
· Ensure all mandatory training for the post is up to date.

Quality

The post-holder will strive to maintain quality within the practice, and will:
· Alert other team members to issues of quality and risk
· Assess own performance and take accountability for own actions, either directly or under supervision.
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance. 
· Work effectively with individuals in other agencies to meet patient’s needs. 
· Effectively manage own time, workload and resources.

Communication

The Post-holder should recognize the importance of effective communication within the team and will strive to:
· Communicate effectively with other team members and patients and/or carers that access the practice. 
· Recognize people’s needs for alternative methods of communication and respond accordingly.

Contribution to the Implementation of Services

The post holder will:
· Apply practice policies, standards and guidance.
· Discuss with other members of the team how the policies, standards and guidelines will affect own work.
· Participate in audits where appropriate.

Safeguarding

Hoveton and Wroxham Medical Centre is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. Rigorous recruitment checks are carried out and successful applicants may be required to undertake an Enhanced Disclosure via the Disclosure and Barring Service (DBS).

Infection Control

Infection Prevention and Control is everybody's responsibility. All staff, both clinical and non-clinical are required to adhere to the practice Infection Prevention and Control policy and make every effort to maintain high standards of infection prevention and control at all times to protect patients, staff and visitors from healthcare associated infections.  They will also ensure that they perform the correct hand hygiene procedures as described in the Hand Hygiene Policy.

Information Governance

Read and follow the approved Information Governance policy at all times maintaining the highest levels of confidentiality regarding patient, colleague and commercial information and to report any breach or suspected breach immediately.

This job description reflects the present requirements of the post.  As duties and responsibilities change and develop the job description will be reviewed and be subject to amendment in consultation with the post holder.
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