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Signing-Off Periods
Introduction
This functionality allows cases in periods to be signed-off and verifies them as completed and
accurate. Cases should be locked by an authorised senior member of the team. Only
individuals with the sign-off authority for ICCQIP are able to sign-off on cases and periods.
Once data for a quarter has been added to the system it should be verified and signed-off
within 1.5 months after the end of the respective quarter, for example, data for October 2018 to
December 2018 should be checked, verified and signed-off by 15 February 2019 at the latest.
However, a month period can be signed off from the first day of the next month, for example,
December 2018 can be signed off from 1st January 2019.
Once a period is locked, the mandatory fields of cases within this period cannot be amended or
deleted, and new cases for the signed-off period added unless the period is unlocked by
members of ICCQIP team. Individuals will need to contact ICCQIP via the surveillance inbox
(ICCQIP.surveillance@phe.gov.uk) requesting the period to be unlocked. Cases with known
errors or entered in error should be requested for amendment or deletion only. Once unlocked,
changes must be made by 5pm on the working day when period is unlocked, as the period will
be re-locked at this point.
Cases/periods can only be signed-off a month at a time. Cases can only be locked if all
mandatory fields for sign-off (#) are complete.
Cases should be checked for completeness and accuracy by a senior member of the team
before being signed-off.
Details on how to sign-off cases can be seen in Figure 1.

Sign-Off Episode Screen
To access the sign-off screen, a user must have sign-off rights, and be logged in as ‘ICU
Signoff’ role.
The Sign-Off Episode Screen can be accessed by clicking on ‘Case Capture’ in the Menu
Toolbar and then selecting the ‘Sign-Off Cases’ (Figure 1).
Select the appropriate parameters and click ‘Search’ to view unsigned cases (Figure 2). If you
would like to see all cases for that period, untick the box titled ‘Unsigned Only’.
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Figure 1: How to sign-off a case
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Figure 2: Sign-Off Episodes Parameters
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The search can be narrowed
down by selecting a specific
data collection

In order to sign-off a period, select the relevant period (tick the box in the ‘Sign-Off’ column)
and click on the ‘Sign Off’ (Figure 3).
Figure 3: Selecting periods to sign-off
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