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First, questions for the group

What are you hoping to learn today?

What was your onboarding experience like?

Will any of you need to onboard a new team member soon?



Objectives

1. To gain comprehensive understanding of research-specific onboarding steps for new research 
personnel at both BU and BMC.

2. To present differences and similarities between onboarding and orientation.

3. Suggestions for department-specific resources that could be developed, or may already exist.



Outline
1. “HR” Onboarding vs. “Departmental” Onboarding

2. BU vs. BMC

3. Orientation 

4. Onboarding

5. Tools and Resources available to you



HR vs. Departmental Onboarding

HR Onboarding
New Employee 

Orientation 
(HR)

Departmental 
Orientation

Departmental 
Onboarding

Start Date!



VS.

Boston University Boston Medical Center

BU Sponsored Programs BMC Research Operations

Terrier Marketplace POs, Check Reqs, Lawson, etc.

Gift Cards ClinCard

BUMC IT BMC IT / ITS Service Desk

BU Occupational Health BMC Working Well Clinic

BUworks/SAP Workday, Kronos, Other

DuoMobile Imprivata ID

BU Gmail Outlook

OneDrive BMC Box

IPS

EPIC

ROHP & IBC

INSPIR II

REDCap

CTSI
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Orientation vs. Onboarding

ORIENTATION
Getting to know your department/studies
Getting to know your institution

ONBOARDING
Access to systems, portals, resources you’ll need
Ensuring compliance with research regulations



Orientation
• Overview of your Department – Clinical, Research, 
Education

• Virtual Tour of “need to know” electronic resources and 
locations

• Physical Tour of BMC, BUSM, your specific research lab

• Review of key Institutional policies, where to find them

• Review of Departmental Policies, where to find them

• Who Do I Ask?

• Top 10 Research Resources

• Financial Management for Research

• Professionalism

• Personal & Participant Safety

• IRB 101

Department of Psychiatry Onboarding Checklist



Orientation

Department of Psychiatry Onboarding Checklist



Onboarding – Access to Portals/Systems
• G:Drive, and specific folders

• REDCap

• VelosCT

• Confirm INSPIR II access, My Studies tab

• Remote/VPN access

• EPIC/eMerge

• ClinCard

• BUworks/SAP sections (e.g. Purchasing/Procurement)

• BU DuoMobile and/or Imprivata ID (BMC)

• Set up Outlook Archives, share Outlook Calendars

• Get added to Departmental listservs



Onboarding – Compliance
• CITI certification (w/BUMC as institutional affiliation)

• Get added to IRBs

• BU ROHP clearance *even if you’re a BMC employee

• Get added to PI’s lab RIMS profile

• Complete BioRAFT trainings

• Regulatory documentation
• Resume/CV in regulatory binder

• CITI certification in regulatory binder

• Delegation of Duties Log

• Study Training Log

• FDA 1572

• Financial Disclosure Forms (FDF)

• IPS

Department of Psychiatry Onboarding Checklist



Onboarding –
Compliance

Department of Psychiatry Onboarding Checklist



Onboarding Resources

BU CRRO > Research Professionals Network > Resources & Programs

http://www.bumc.bu.edu/crro/research-professional-
network/resources-programs/

http://www.bumc.bu.edu/crro/research-professional-network/resources-programs/

