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Completing a normal delegation log record 
Before anyone does any work on the trial, they must be signed off to do those tasks by the 

PI in the delegation log. The PI must also complete a normal delegation log record and 

sign this off in addition to the PI delegation log record.  

 

If you are the first person at your site to create a delegation log record, please click Add/Edit Records 

on the left-hand side of the screen.  
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To make the first delegation log record choose Arm 1: Delegation Log and then click the green +Add 

new record for the arm selected above button. 

 

 

You can then get into the actual delegation log by clicking the button as highlighted below. 

 

 

 

If you are not the first person at your site to create a delegation log record, please click Record 

Status Dashboard on the left-hand side of the screen. 

 

You can then either make a new record by clicking the small + next to the coloured circle under Site 

Delegation Log or by clicking the Record ID number and then the + Add new button at the bottom of 

the Repeating Instruments. Do not use the green button at the top of this page. 
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or 

 

Then… 
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Any of these options will take you to the delegation log. Please enter the site name if it isn’t already 

there. You will then need to complete the PI’s name, your details and then tick all duties you may be 

responsible for during the trial. 

 

 

 

 

 

 



5 
DRAFT3-CASP_REDCapGuide_V1.0_27Jan2023 

After this you should sign and initial the log (this must be done under your own REDCap login and 

not someone else’s) and enter today’s date in the ‘Date of Duties From:’ box. Please do not fill in the 

‘Date of Duties To:’ as this will need to be done if/when you leave the trial. We do not need a copy 

of your CV (unless you are the PI or co-PI) but please ensure you tick this box to prove that you do 

have one. Every delegation log must then be countersigned by the PI to confirm that they are happy 

with all of the information provided in the log and with the duties that have been selected. 

 

 

 

Completing a PI delegation log record 
A PI delegation log record must be created by the main PI at a site, if this changes during 

the trial, the new one must complete one too. 

The PI delegation log can be found under Arm 1 by clicking the button as highlighted below. If no-

one has created a record for your site yet you can follow step one of completing a normal delegation 

log record above to reach this point. 
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Please fill in the site (if it does not already appear), full name and Start Date. You must sign the log 

and confirm that you have a CV. We will need a copy of this CV if we do not already.  

 

 

 

Completing the data privacy statement  
This must be read and marked as complete by one of your site staff to indicate to us that 

you understand and accept it. 

It can be accessed by clicking the button as highlighted below. 
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Please read the entire statement and then click the dropdown and change it to complete 

before saving and exiting. 

 

Completing a training log record 
Only staff members who have a completed delegation record AND training record will be 

able to access the patient databases (DRAFT3-CASP Study Data and DRAFT3-CASP 

Screening & Consent) as well as the Study Information Management System (SIMS). 

 

If you are the first person at your site to create a training log record, please click Add/Edit Records 

on the left-hand side of the screen.  

 

 

To make the first training log record choose Arm 3: Site Training Log and then click the green +Add 

new record for the arm selected above button. 

 

If you are not the first person at your site to create a delegation log record, please click Record 

Status Dashboard on the left-hand side of the screen. 
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You can then either make a new record by clicking the small + next to the coloured circle under 

Training Log or by clicking the Record ID number and then the + Add new button at the bottom of 

the Repeating Instruments. Do not use the green button at the top of this page. 

 

or 

 

Then… 
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Any of these options will take you to the training log. Please enter the site name if it isn’t already 

there and the date. Please then fill in the Trainee details with your name and role and tick the 

Applications you were trained in. Please then sign this section. If you were trained at the SIV tick Yes 

under the Trainer details, you should also create an SIV log record (Arm 2). If you were trained from 

a member of your team using the SIV slides, then tick no to this and type “N/A – trained from SIV 

slides” in the Name of Trainer box that will pop up. You do not need to sign this section. 

 

 

 

 

 


