APPENDIX 7: SUBJECT CODE LIST
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Tool Summary Sheet

	Tool:
	Subject Code List 

	Purpose:
	To document subjects by Subject ID and Subject Name. 

	Audience/User:
	Study Coordinators, Principal Investigators (PI), other site staff, clinical monitor

	Details:
	Used to document the subject/participant study identification number, name, and other identifying information. Must be stored securely and separate from research records since it is the link between a study ID and subject’s name.
 
The set of columns are suggestions and can be customised to meet the needs of the study.

	Best Practice Recommendations:
	Record subjects as they are enrolled, to ensure completeness and accuracy of the data. 
This log is for site use only, as it contains private health information (Protect the confidentiality of this log accordingly.)
Number each page and maintain this log securely and separate from research records.
Store pages in reverse chronological order, with the newest pages of the log placed at the front of the section.
At the conclusion of the study, identify the final page of the log by checking the box in the footer.
Remove this Tool Summary Sheet before use of the log.
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