
N
ew

 S
taff O

rientation &
 C

R
C

 
O

nboarding
N

eurodevelopm
ent &

 P
sychosis S

ection 
(previously N

europsychiatry S
ection)

U
niversity of P

ennsylvania 
S

chool of M
edicine 

D
epartm

ent of P
sychiatry

S
age R

ush, M
.S

.E
d. (S

r. C
linical R

esearch M
anager)

sagerush@
pennm

edicine.upenn.edu

M
ost reachable via S

lack



W
elcom

e!

•
Introductions
•

N
am

e, pronouns (if you’d 
like to share)

•
R

ole/project

•
W

hat are you m
ost excited 

about in your new
 role?



W
ho are w

e?

•
U

niversity of P
ennsylvania

•
S

chool of M
edicine

•
D

epartm
ent of P

sychiatry (C
hair: D

r. M
aria 

O
quendo)
•

N
eurodevelopm

ent &
 P

sychosis S
ection

(D
irector: D

r. R
aquel G

ur)
•

B
rain B

ehavior Laboratory (D
r. R

uben G
ur)

•
P

enn Lifespan Inform
atics and N

euroim
aging 

C
enter

(P
ennLIN

C
; D

r. Ted S
atterthw

aite)

•
Lab for M

otivation in P
sychiatry

(LaM
P

; D
r. D

aniel 
W

olf)

•
R

oalf
Lab (D

r. D
avid R

oalf)



Faculty &
 S

taff

•
W

ithin our S
ection, w

e have ~16
 faculty, each 

of w
hom

 have a team
 of staff (coordinators, 

analysts, students) that m
ake their research 

possible

•
You can read m

ore about our faculty here: 
https://w

w
w

.m
ed.upenn.edu/bbl/faculty.htm

l

•
A

nd our staff here: 
https://w

w
w

.m
ed.upenn.edu/bbl/staff.htm

l



T
hem

es of our research

C
linical: S

ym
ptom

s, 
Functioning, 
Treatm

ent

N
eurobehavioral: 

C
ognition, E

m
otion, 

O
lfaction

N
euroim

aging: 
S

tructural, 
Functional

E
lectrophysiology

G
enetics

N
eurodevelopm

ent
C

ellular-M
olecular

E
cological 

M
om

entary 
A

ssessm
ent



A
 great place to 

start…
•

W
atch video recording 

linked here
from

 H
eadsU

p
educational w

orkshop, 
“A

n E
arly P

sychosis 
T

raining W
orkshop for 

C
om

m
unity M

ental H
ealth 

P
roviders”



Introductory P
eriod

•
For all N

E
W

 staff m
em

bers, the Introductory P
eriod 

consists of the first four m
onths in your position. 

•
U

sed to determ
ine if perform

ance m
eets the expectations 

of the position and if continued em
ploym

ent is w
arranted. 

•
W

ithin first few
 w

eeks, staff m
em

ber and supervisor m
eet 

to review
 goals, expectations, and responsibilities. M

eet 
again half-w

ay through and at end of this period. 
•

*C
om

pleted in W
orkD

ay. A
fter m

eeting to discuss goals, the 
supervisor/m

anager initiates process, staff m
em

ber to 
review

/sign, then back to m
anager to finalize.

•
https://w

w
w

.hr.upenn.edu/policies-and-procedures/policy-
m

anual/perform
ance-and-discipline/introductory-period



W
orkD

ay

•
N

eed P
ennK

ey
to access

•
S

ubm
it tim

e off (vacation, 
sick), payslips, benefits, 
am

ong other helpful 
resources

•
Link: 
https://w

w
w

.w
orkday.upen

n.edu



P
T

O
 &

 S
ick 

T
im

e
•

U
pon hire, you w

ill receive 5 P
TO

 
(vacation) days. A

fter your introductory 
period you w

ill accrue 1.25 P
TO

 days and 
1 sick day per m

onth.

•
P

TO
/sick tim

e rolls over into next year, but 
m

axim
um

 is 24
 days (or 19

2 hours). O
nce 

you reach this num
ber, you w

ill not accrue 
m

ore tim
e.

•
In addition to P

TO
 and sick tim

e, other 
types of “tim

e off” policies exist including 
bereavem

ent, jury duty, dom
estic or 

sexual violence leave, F
M

LA
, parental 

leave, disability, etc. You can read about 
these policies here.



•
T

he U
niversity observes the 

follow
ing holidays:

•
N

ew
 Year’s D

ay

•
M

LK
 D

ay

•
M

em
orial D

ay

•
Juneteenth

•
Independence D

ay

•
Labor D

ay

•
T

hanksgiving D
ay &

 Friday follow
ing 

T
hanksgiving

•
C

hristm
as D

ay

•
S

pecial W
inter Vacation –

w
eekdays 

betw
een C

hristm
as D

ay and N
ew

 Year’s 
D

ay are designated as special w
inter 

vacation days.

•
**W

hen a holiday falls on a S
aturday, the 

preceding Friday is observed as the 
holiday. W

hen it falls on a S
unday, the 

holiday is observed the follow
ing 

M
onday.

•
**You can google “U

P
enn H

olidays F
iscal 

Year (current year)” to see the actual 
dates for the above holidays



P
enn B

enefits &
 O

ther Info
•

P
enn benefit info found here (no internal system

s needed to access)
•

https://w
w

w
.hr.upenn.edu/P

ennH
R

/benefits-pay

•
O

ther P
enn discounts/deals (no internal system

s needed to access)
•

https://w
w

w
.hr.upenn.edu/penn-com

m
unity/deals-discounts

•
W

hat you need to know
 &

 w
hat’s nice to know

•
https://w

w
w

.hr.upenn.edu/P
ennH

R
/learn-grow

/orientation-and-onboarding

**For C
H

O
P

 staff, N
ina is our C

H
O

P
 expert (LaneyN

@
em

ail.chop.edu
or 

reach out on S
lack)



O
ffice of C

linical 
R

esearch (O
C

R
)

•
E

xcellent resource for all things 
clinical research
•

S
ociety for C

linical R
esearch 

C
oordination and M

anagem
ent 

(S
C

R
C

M
)

•
P

enn databases –
P

ennC
hart, C

T
M

S
•

C
linical R

esearch M
anual

•
S

tart up guides; study close out 
procedures

•
Link: 
https://w

w
w

.pennm
edicine.org/resea

rch-at-penn/office-of-clinical-
research



P
enn IR

B

•
T

he Institutional R
eview

 B
oards 

(IR
B

) are federally regulated 
entities w

ith the m
andated to 

review
 biom

edical and social 
behavioral research studies 
that take place w

ithin or under 
the authority of P

enn.
•

IR
B

 O
ffice H

ours are a great 
resource. You can sign up here: 
https://zcal.co/pennirb

•
IRB hom

e page link: 
https://irb.upenn.edu

•
**Nina Laney is our IRB expert.



B
IT

 C
R

C
 O

nboarding O
verview

G
itH

ub/w
iki pages

C
linical C

ore S
O

P
s

M
andated R

eporting Training 

O
racle 

R
E

D
C

ap

D
ayS

m
art A

ppointm
ents (previously know

n as A
ppointm

entP
lus)

S
lack B

est P
ractices

O
ther/m

iscellaneous

C
linC

ard

C
onsent



G
itH

ub/W
iki

•
N

eed pennkey
to access

•
C

entral place w
ith inform

ation on our section, procedures, staff, etc
•

If you haven’t yet, spend som
e tim

e brow
sing/review

ing various 
sections here: 
•

https://w
iki.pm

acs.upenn.edu/neuropsych/M
ain_P

age

•
C

linical assessors M
U

S
T

 review
 follow

ing sections:

•
C

linical A
ssessm

ent C
ore

•
B

ioinform
atics IT

 C
ore (B

IT
)

•
**A

s of S
um

m
er 20

22, W
iki is m

igrating to G
itH

ub
•

https://github.com
/upenn/B

IT/w
iki

•
S

ee S
lack channel #

section-updates for instructions on how
 to access it 

(instructions are pinned to the channel)



C
linical C

ore S
O

P
s

•
N

eed S
aturn/V

P
N

 access to review
•

U
nder new

 directory structure on S
aturn, all clinical core S

O
P

s can be found here:
•

/new
_directory_structure/clinical_assessm

ent/sops
•

A
ll coordinators

M
U

S
T

 review
:

•
/covid_resurgence_sop_[date]

•
/covid_virtual_research_reference_guide_[date]

•
/docum

entation_sop_0
3

_0
6

_20
20

 (P
A

R
T

 1 O
N

LY
)

•
/C

oordinators/Lab-w
ide R

ecruitm
ent 20

18
+/P

rocedures/S
O

P
s/R

ecruitm
entA

ssessorsS
O

P
_20

19.0
7.0

9

•
A

ssessors (G
O

A
/C

A
P

A
/S

IP
S

/S
C

ID
/self-report assessors)

M
U

S
T

 A
LS

O
 review

•
/clinical_incident_reporting_sop_0

3
_0

8
_20

21

•
/docum

entation_sop_0
3

_0
6

_20
20

 (P
A

R
T

 1 A
N

D
 P

A
R

T
 2)

•
/feedback_scheduling_sop_0

5_0
3

_20
21

•
/global_functioning_role_social_covid_m

ods_sop_0
5_12_20

21 (*if you are adm
inistering global functioning 

role/social interview
)

•
/self_report_scales_sop_0

2_26
_20

21



M
andated R

eporter Training
•

N
o internal system

s needed to access
•

A
nyone w

ho is w
orking w

ith m
inor participants (i.e., 

pts 17yo and younger) m
ust com

plete the 
m

andatory
reporting

on child abuse training (it is 
state law

). You can com
plete that training at the link 

below
 (you w

ill have to register first). T
he training w

ill 
review

 the definitions of child abuse or neglect and 
details the procedures on filing a

report. It is a free 
online course and takes around ~3

 hours to com
plete. 

•
If not com

pleted yet, w
e w

ill set a soft deadline
•

https://w
w

w
.reportabusepa.pitt.edu



O
racle

•
U

nsurprisingly you need O
racle access to access O

racle
•

You w
ill receive access after today’s orientation/overview

 of it.

•
You can read about O

racle on our W
iki here:

•
https://w

iki.pm
acs.upenn.edu/neuropsych/O

racle

•
W

alk through (*you should also read about these sections on the w
iki 

as w
ell)

•
S

T
U

D
Y

_E
N

R
O

LL

•
V

IS
IT/D

E
M

O
S

 E
N

T
R

Y

•
M

E
D

IC
AT

IO
N

•
C

O
N

S
E

N
T

 M
A

N
A

G
E

•
D

IA
G

N
O

S
IS

•
T

here are m
any other ”tables”/links you w

ill use in O
racle –

your lead C
R

C
 is 

responsible for training you on this (e.g., recruitm
ent, M

R
I).



R
E

D
C

ap
•

U
nsurprisingly you need R

E
D

C
ap

access to access R
E

D
C

ap

•
T

here are 2 m
ain R

E
D

C
ap

servers:

•
A

xis
(w

hich is w
hat w

e use for internal projects or m
ulti-site projects w

here w
e are data coordinating center): 

https://axis.m
ed.upenn.edu

•
P

enn M
edicine/P

M
A

C
S

 (w
hich is w

hat som
e protocols use at request of P

I or other m
isc

reasons): 
https://redcap.m

ed.upenn.edu

•
R

E
D

C
ap

self-report training w
alk through if you w

ill be adm
inistering self-reports (steps also found in self-

report S
O

P
)

•
R

E
D

C
ap

interview
 training w

ill com
e during assessm

ent training

•
R

E
D

C
ap

training videos: https://axis.m
ed.upenn.edu/index.php?action=training

•
Be sure to w

atch: Brief O
verview

, D
etailed O

verview
, D

ata Entry O
verview

•
M

ust com
plete R

E
D

C
ap: B

est P
ractices for M

aintaining H
IP

A
A

 C
om

pliance and P
rotecting P

ersonal H
ealth 

Inform
ation (P

H
I)

•
Y

ou can find the training in W
orkD

ay
under “Learning” à

“B
row

se Learning C
ontent” à

type in above nam
e of 

training or you can go directly to it here
at this link. 

•
R

etrieve certificate by going to “P
rint Y

our Learning C
ertificates (W

orker)”, type in nam
e of training, and click 

P
D

F
 in upper right-hand corner then send this on your onboarding channel



D
ayS

m
artA

ppointm
ents

•
P

reviously know
n as A

ppointm
entP

lus/A
P

•
O

nline scheduling system
 that all 

protocols use

•
U

sed to add participant visits and your 
reserved tim

e w
here you cannot run a visit

•
W

alk through dem
onstration

•
https://w

w
w

.daysm
artappointm

ents.com



S
lack B

est P
ractices

•
U

nsurprisingly you need S
lack to access S

lack
•

S
lack >> em

ail
•

C
an edit your profile w

ith a picture/title/pronouns/etc
•

U
se channels rather than D

M
 for questions –

if you have a question, chances are 
other staff have the sam

e question as you!
•

D
M

s ok w
hen needed (e.g., specific question for specific person that only relates to you); 

com
m

on group of ppl w
here channel not m

ade/needed (and can star these channels for 
easy access) 

•
R

eply in threads
•

@
 people w

hen asking questions
•

Feel free to use statuses to help colleagues know
 w

hen you’re offline v online
•

T
here are general slack channels you w

ill be added to and there are “fun” slack 
channels as w

ell. M
ost of the channel nam

es are explanatory for w
hat 

issues/updates to post about, but if you are ever unsure, do not hesitate to reach 
out to clarify



O
ther/m

isc
•

Faculty &
 S

taff H
andbook 

•
Team

s page for our section --
P

S
O

M
 N

eurodevelopm
ent &

 
P

sychosis S
ection C

oordinators

•
W

here m
eeting notes are kept am

ong other im
portant 

inform
ation/resources 

•
S

taff Q
uick Facts page –

fill out info if you haven’t yet

•
M

eeting review
 

•
B

IT
 O

ffice H
ours Tuesdays @

 3pm

•
C

oords
W

ednesdays @
 11am

•
C

ase
T

hursdays @
 11am

•
C

ase C
onference D

ocum
ents R

eview
 (need S

aturn/vpn)

•
A

ssessm
ent Training (if applicable) –

touch base



O
ther/m

isc
continued

•
A

ny errors on docum
ents M

U
S

T
 be initialed &

 dated (N
O

 
w

hiteout)

•
K

now
 your IR

B
/grant protocol –

you are the expert on all 
the ins and outs/day-to-day needs of the protocol you are 
w

orking on. K
now

 all inclusion/exclusion criteria.

•
S

upply closet on 10
 G

ates (binders, pens, notebooks). If you 
cannot find w

hat you’re looking for, reach out to the C
linical 

R
esearch M

anager w
ho can coordinate a bulk order for all 

coordinators.

•
S

tudy checklists &
 quality assurance procedures



C
linC

ard
(paym

ent system
)

S
chedule tim

e to review
 paym

ent procedures (~4
5 m

inute 
training)

P
ow

erP
oint found here:

/P
_C

ash/C
linC

ards Folder/C
linC

ard B
est P

ractices 
for C

R
C

s/C
linC

ard_P
enn_C

H
O

P.pptx

F
ile path w

ill m
ove w

ith S
aturn restructuring 



C
onsent B

est P
ractices

•
S

chedule tim
e to review

 consent 
procedures (best practices, electronic 
consents, ~15 m

inute training) 

•
P

ow
erP

oint found here:
•

/new
_directory_structure/clinical_assessm

ent/
training/general/consent_review

_10
_26

_20
21



N
ext S

teps
q

C
om

plete W
orkD

ay
steps w

ith your supervisor for your 
introductory review

 period.
q

S
upervisor initiates this process in W

orkD
ay.

q
R

eview
 Faculty &

 S
taff H

andbook that includes m
any of the 

em
bedded links in this ppt (benefits, resources, onboarding). 

q
W

atch H
eadsU

p
training video if you are w

orking w
ith a 

C
H

R
/psychosis population (slide 6

). 
q

R
eview

 G
itH

ub/W
iki pages related to IT

 needs/onboarding (slide 
15). 

q
R

eview
 S

ection S
O

P
s (slide 16

).

q
If you are w

orking w
ith m

inors (pts 17 and younger), com
plete 

m
andated reporter training (slide 17).
q

S
end certificate on your onboarding channel. 

q
C

om
plete R

E
D

C
ap

H
IPA

A
 training (slide 19

).
q

S
end certificate on your onboarding channel.

q
Lead C

R
C

 to review
 in-depth O

racle/R
E

D
C

ap
training w

ith you. 



Q
uestions?

C
om

m
ents?

C
oncerns?


