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Task Delegation Log Template

Purpose/Guidance
This is a tool for organizing and documenting study staff member tasks/duties for projects involving human subjects research. You can modify this template to fit the needs of your study or create your own. If using your own template, it must include equivalent criteria. You may want to add columns for tracking training completion for GCP or HIPAA, if applicable, or you may add columns to note training dates for protocol-specific training. This is a resource, and you may use it or a similar method to document oversight of study staff.

The Delegation Log is meant to document each person’s assigned tasks and when they were involved in the study. The log is also used to track when study staff members join or leave the project. Update this log in a timely manner throughout the lifetime of your study to accurately track the addition/removal of study staff members and changes in roles. 

Please note, only tasks can be delegated, NOT responsibilities. The PI is responsible for ensuring all study staff members understand their tasks, are up-to-date on any required trainings, and have been approved by the IRB to work on the study as applicable with HRPP SOPs. 

Examples of delegated tasks can include (but are not limited to) the following:
· Obtaining informed consent
· Interviewing participants
· Performing physical exams
· Submitting/maintaining forms in OneAegis
· Determining participant eligibility 
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