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ARef-05 - Administrator Reference Sheet — How to Administer Disciplines.

Steps Action What it looks like
1.
‘{l.; Users
C||Ck on the Administer Search for Users
Disciplines ||nk |n the s|de bar A To filter the users list enter a search criteria below and click the "Search’ button
= Administer
ﬁ.\mDUI‘ICEIﬂEI]lS Filter
This navigates to the Disciplines e St e
Screen - i;:::wgi:ter Education
Providers
= Administer Shift
Categories
= Administer Users 11317 Results
= Administer Locations
2. '!'he Disciplines screen shovys a Disciplines
list of all currently active Disciplines
that students on placement may be Stesfe Discifine” )
focussing their studies. e Actions
TO navigate tO the Mursing Manage
1. Create Discipline screen, click Wdiery
T VIERTELY Manage
the Create Discipline button.
2. Discipline screen, click the Allid Health 2.}
Manage button.
3. The Discipline screen defaults to
the Details tab (1.).
You can: Nursing and Midwifery
2. Edit the Discipline name in the
. Decommission
Name field. ]
3. Upload the Placement PI'OVIdeI"S Student Groups Programs End of Placement Evaluation Shift Feedback Form Settings
Orlentatlon documentatlon by Supervisor Shift Questions Student Shift Questions
clicking the Browse button in
the Student Orientation
Manual field and uploading a
PDF Or Word document . StudenlOneMnl;tE:;: @ater student placement handbo. 8)
4. Decommission the Discipline by
clicking the Decommission
bUtton Cancel
Once you've completed your edits,
click the Save button.
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4. Clicking on the Student Groups
tab displays the student groups

assigned to the Discipline.

The Default Student Group for
the discipline is highlighted in blue
and cannot be Decommissioned. bets [

Student Groups

Medicine

Decommission

Programs Evaluation Questions

You can add Specific Student
Groups by typing the student

group name in the text field and
clicking the Add button. Decommisson

You can also Decommission Medicine S Year Decarmrrission
student groups you no longer want Medicine 4th Year
to use, and Recommission
previously decommissioned
student groups, by clicking the
button to the right of the student
group’s name. ”

Student Group Actions

Default Medicine Decommission

Decommission

Surgery 3rd Year Decommizsion

Student Group

Clicking on a Student Group’s
Name will navigate to the Manage
Student Group screen.

5. In the Manager Student Group

_ Manage student group
screen you can:

Decommission

- Edit the group’s Name
- Control if the group can book Details
and cancel shifts on their Name | Medicin 2nd Year
Student Roster. Edit Shits ™
Click the Save button after making -
any changes.
6. . Nursing and Midwifery

Clicking on the Programs tab
displays the programs from the
various education providers that
teach this discipline.

Decommission

Evaluation Questions

(o)

Program Actions

Details Student Groups

You can add Programs by typing
the program’s name in the text field
and clicking the Add button. Bachelor of Nursing T

Bachelor of Midwifery Decomrmission

You can also Decommission Bachelor of Nursing / Midifry T
programs you no longer want to
use, and Recommission

previously decommissioned Program
programs, by clicking the button to
the right of the program’s name. i

Diploma of Nursing Decomrmission
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7. Clicking on the Evaluation
Questions tab opens the End of
Placement Evaluation Questions
form. This questionnaire will Details _
generate at the end of every
placement for every student in this

Evaluation Questions

Discipline.
You can: 1. The clinical experience matched my clinical skills and leaming
- Add a question by typing in the objectives (Likert scale) + %

question in the text field,

choosing an answer type from

the drop down list and clicking

the Add button. 3. The staff provided me with regular, timely and constructive verbal
- Remove a question by cIiCking feedback regarding my performance (Likert scale) + 2%

the % at the end of the question

2. | was welcomed to the Mater and provided an adequate erientation
(Likert scale) + %

4, From this semester experience, | would recommend this placement to

you wish to remove. other nursing students (Likert scale) 4+ %
- Change the order of the
questions by clicking the 4 to 5. We would appreciate some feedback on the effectiveness of your

supenvisor(s). Please provide specific examples (Comment) 4+ %

move that question up the order

by1 place' 6. Other comments (Comment) + %
The answer types are: o
. . i Comment  |[X)
- Numeric: Respondent types in B Numeric
any number_ Comment
i . Likert scale
- Comment: Respondent types in ves/no

to a free text field. true/false

- Likert scale: Respondent
chooses one option from
Strongly Disagree, Disagree,
Neutral, Agree and Strongly
Agree.

- Yes/no: Respondent chooses
either yes or no.

- True/False: Respondent
chooses either true or false.
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8. In the Discipline screen, click on the Feedback Form Settings tab and answer the four questions.
The first question (1.) determines is feedback forms are generated or not. If No is chosen, no other question
becomes active.

The second question (2.) determines if a feedback form is generated every shift or every one or more weeks.
Choose Yes for every shift, or No for a weekly cycle of feedback forms.

The third (3.) and fourth (4.) questions only become active if No is chosen for question 2. Choose between a 1
to 10 week cycle for how often the form generates, and a day of the week for when the form will generate in
each cycle.

Click the Save button when complete.

Note — If you turn forms off this will not delete previously generated forms, similarly if you turn forms on, shifts
prior will not generate forms to the new settings. It is recommended form settings be made in advance of

placements.
Nursing and Midwifery
Decommission
-
Details Student Groups Programs End of Placement Evaluation ( Shift Feedback Form Settings
N !
Supervisor Shift Questions Student Shift Questions
Shift Feedback Form Settings
Should the user fill out feedback forms? No | 1
Should the user fill out a feedback form with each shift? Yes v| 2
How many weeks should there be between each feedback form? 1 v| 3
Which day should the user be prompted to fill out the feedback form? Sunday v | 4
Last Updated: 30/01/2020 9:49.56 AM
9. Clicking on the Supervisor Shift Questions/ Student Shift Questions tab displays the Supervisor and
Student Questions that will be generated for each form.
You can:

- Add a question by typing in the question in the text field, choosing an answer type from the drop down list
and clicking the Add button.

- Remove a question by clicking the % at the end of the question you wish to remove.

- Change the order of the questions by clicking the 4 to move that question up the order by 1 place.

The answer types are:
- Numeric: Respondent types in any number.
- Comment: Respondent types in to a free text field.
- Likert scale: Respondent chooses one option from Strongly Disagree, Disagree, Neutral, Agree and
Strongly Agree.
- Yes/no: Respondent chooses either yes or no.
True/False: Respondent chooses either true or false.
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Nursing and Midwifery

Decommission

Details Student Groups Programs End of Placement Evaluation Shift Feedback Form Settings

@upewisor Shift Questions Student Shift Questions)

Supervisor Shift Questions

1. Did the student discuss their leaming objectives with you at the
beginning of the shift? (yesino) + %

2. Based on today's performance the student is likely to achieve their
placement objectives. (Likert scale) + 2%

3. Why did you give the above rating? (Comment) 1+ X

4, What did the student de well this shift? (Comment) + %

- .. - - R . oA L.

10. . - .-
Create discipline
To create a new Discipline, type in :
the Name field and click the Save ame Details
button.
Cancel
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