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To sign off on your study staff certification, take the following steps: 

1. Log into Insight (https://insight4.partners.org/) 

2. Once you log in, you will see your Dashboard with Activities For Review 

3. Click on the hyperlink for the protocol 

 

4. In the Right Navigation pane select a review action – Accept or Decline 

 

5. If you click Accept, in the Right Navigation pane you will see two forms that must be completed: 

a. Occupational Health Survey – which is only required if you have never been cleared to 

do animal research, or if your Occupational Health Clearance has lapsed, and  

b. Study Staff Review and Certification – which is required for each protocol you are 

certifying and signing off on. 

 

In the Left Navigation pane, you will see which of the two forms are required.  A red exclamation 

mark (!) means the form must be completed; a green checkmark () means the form requires 

no edits to pass the system validation. 

https://insight4.partners.org/
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6. Read the statement next to each checkbox on the Study Staff Review and Certification form.  If 

you agree to the statement, check the checkbox next to the statement to certify your 

understanding and agreement.  Review and certify all four statements, then Save the form.   

 

 

If you do not agree with a statement in the Study Staff Review and Certification form, click 

Decline (Right Navigation pane under Actions) then click OK in response to the prompt, “You 

have unsaved changes on this page are you sure you want to leave?”, if it appears.  Finally, click 

Sigh Off.   Otherwise, continue with step #7 below. 

 

7. Once the Submission Checklist in the Right Navigation pane indicates all validations have been 

met, click Sign Off in the lower corner of the Right Navigation pane. 

[END] 


