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Disclaimer:

Warning: copyright of the design and content of this user guide and the software, to which it relates, is
the property of OXINET Limited, its group companies or licensors. Any unauthorised use, copying or sale
of the above may constitute an infringement of copyright and may result in criminal or other legal
proceedings.

Copyright © OXINET Limited. All rights reserved.

Introduction:

PEMS: Placement Education Management System 2.0 has been designed to be more intuitive, web-based
product designed with industry and HEI collaboration to support complex student placement systems.

This training and testing guide for Placement Coordinator /Assessor /Supervisor /Practice Nominated
Auditor / Finance Officer access.
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Provider — Dashboard: (Placement Coordinator)

This will be dependent on what permissions have been set will be dependent on what contact type

Dashboard Home

Evaluation forms reports ‘ Organisation contacts ‘
= Assign Practice Assessors or Supervisors ‘ u ‘

View PIN View & edit profile

View mentor register [:I: Complete evaluation form ‘

Allocated students

Complete & view audits

ﬂ Current students Approve timesheets ‘

Evaluation Forms Report — Evaluation Summary of all evaluations completed for linked organisations.
Organisation Contacts — Access to linked organisations via Organisation Explorer.

View Mentor Register — Access to Manage all Mentors page.

Complete Evaluation Form — Access to the Evaluations Form List.

Assign Practice Assessors or Supervisors — Access to the Placement Slot Management page.
Allocated Students — Access to the Allocated Students page.

Current Students — Access to the Current Student page

Approve Timesheets — Access to the Approved Timesheet page.

View PIN — Access to the assigned PIN code.

View & Edit Profile — Access to the linked Placement Profile page.

Complete & View Audits — Access to the Manage Audits page.

YVVVVYYYVYVYVYY
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EvaluatiOn Forms Reports: Evaluation forms reports

Based on permission setting, this will show for providers who are required to complete an
evaluation form:

Evaluation forms Home / Evaluation forms
Form Name  Student Location Start Date End Date Form Type Status To Be Completed By Submitted
Default PLF

Demo On isation 5
' placement | N/A o Prasnisation 01704725 01/06/25 Mid Asssessment MNew
Placement 1
evaluation
Default PLF _
Demo On tion 4 I
'  placement  N/A R 01704725 01/06/25 Mid Asssessment "
Placement 2 Progress

evaluation

» Click onto the Edit Icon, to open the evaluation form.

Default PLF placement evaluation

Student: N/A

Student Code:

Course: 0

Organisation: Demo Trust = Demo Organisation 4 > > Demo Organisation 4 Placement 2
Practice Assessor: Placement Coordinator

Placement Period: 01,/04/25 - 01/06/25

Form Type: Final Assessment

Date Due: 08/06/25

Date Submitted: Mat et Submitted

How much notice were you given that you would be supporting/supervising and/or assessing a student in practice

O 1weekorless O 2weeks O 3weeks O 4 weeks O more than 4 weeks

My allocated student contacted me/the placement area prior to the placement

CYes O No

The student was able to inform me of the learning outcomes/competencies/proficiencies they would be working towards during the placement

OYes O No

The student had completed their pre-placement documentation prior to commencing placement

OYes O Mo

I was able to meet with the student at the beginning of the placement to discuss how they could achieve the outcomes for the placement

CYes O Ne

The evaluation form gives the opportunity to either ‘Save Progress for Later’ if the form is
partially completed, or ‘Submit’ once completed.

Please do make any comments on what went well or any issues encountered below
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Organisation Contacts: - Organisation contacs h

Gives the ability to view all the organisations the user is linked to.

Organisation Explorer:

For Users with multiple organisations linked will find using the search fields
Helpful:

Organisation Explorer

Search Mame / 1D / Address Show advanced search @D Active Only

» Enter the name of the organisation into the search field
» Click Search

Advanced Search: This function will expand your search.

» Click Show Advanced Search

Organisation Explorer

Search Name / D / Address @D show advanced search @D Active Only
Profile Audit Status Organisation Type Regions
Profile Status Audit Status Organisation Status Organisation Type

» Profile: Select from the drop-down list.
» Audit: Select from the drop-down list.
» Status: Select from the drop-down list.
» Organisation Type: Select from the drop-down list.
» Regions: Select from the drop-down list.
» Click Search
Page |7
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Example view of the hierarchy within the Organisation Explorer.

Organisation Details Tab:

Within the Organisation details, it will show the details of the organisation.

¥ Demo Trust

v

v

“«

Demo Organisation 1
Demo Organisation 1 Placement Two
» Demo Organisation 7
Demo Organisation 2
Demo Organisation 2 Placement Two
Demo Organisation 2 Placement One
Demo Organisation 4
Demo Organisation 4 Placement 1
Demo Organisation 4 Placement 2
Demo Organisation 3
Demo Organisation 3 Placement 1
Demo Organisation 3 Placement 2
Demo Organisation 5
Demo Organisation 5 Placement 1
Demo Organisation 5 Placement 2
JW test nhs
» Gandalf Home
Stryder Care home
Demo Organisation 6

Demo Org 6 child
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Demo Trust » Demo Organisation 1»
Demo Organisation 1 Placement One

Organisation Details C ct Audits Mentors

Demo Organisation 1 Placement One

Address Organisation ID Region Telephone Notes
Demo Street 7631 01864 123456
Demoshire o 5 atnist o o
DA2 8DA -mai rganisation Status rganisation Type
placemetone@orgldemon  Active Placement
et

Reference ID Description Previous Names
N/A
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Contacts Tab:

This tab will show all contacts that are linked to this organisation. It will also show contacts that
are linked to the organisation hierarchy.

Demo Org G ehild S

Organisation Details Contacts Profiles Slots Audits Mentors

Searcn. s

Inherited €
D & Name Job Title Contact type Organisation E-mnail
¥ Inherited: True -
. i Placement Coordinator Placement Co-ordinator Placement Co-ordinator Demo Trust TrsutCo@demotrust.net
. i Academic Lead Academic in Practice Academic in Practice Demo Trust academiclead @demotrust.net -

If you have multiple contacts within one organisation, you can search:
» Enter Name of contact
» Click Return symbol.

Create a New Contact
> Click Add Contact button.

Create a Contact o X

If the person you want to aad alreacy has a record in PENS then type their name in and we will find them for you.

Forenames Surname E-mail Contact type

1 Debbi Hinchliffe Debbi hinchlifie@test.com Contact type
Academy Administrator
Academy Manager

Academy Medical Co-Dean

Academy Medical Dean
Deputy Academy Manager
Deputy Academy Wedical Dean
Dr

Finance Officer

Manager

Placements Coordinator

Practice Manager

Unknown Centact Type

Forename: Enter Contacts details.

Surname: Enter Contacts details.

Email address: Enter Email address.

Contact Type: Select from drop down menu.

YV VVYVY

When you click save, it will give an option if the person is already on PEMS. This will help not to
duplicate contacts.

Create a Contact o %

If the person you want to 3dd aiready has a record in PEMS then type their name in and we vl find them for you,
Forenames Surname E-mail Contact type

Debbi Hinchiitte debibi ninchlifie@test.com or

Found these possible matching people. Click the tick next to thelr name to use that person, athenwise click the save button below to create a new contact.

Debbi Hinchiiffe (Debbi hinchliffe @test.com)
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Once you have saved the contact, it will show in the example below:

Demo Organisation 2 Placement One

]

Organisation Details Contacts Profiles

Search... 4 Add contact

QD

Contact Location &

= A 2 Mame Job Title Contact type Crrganisation E-mail
v Local contacts O
r.g A 2 Debbi Hinchliffe Mominated Auditor Mominated Auditor Demao Organisation 2 Placement One dhinchliffe@test.test
g A i Academic Lead Academic in Practice Academic in Practice Demao Organisation 2 Placement One academiclead@demotrust.net
r.g A 8 Sarzh Mentor Practice Assessor Practice Asseszor Demao Organisation 2 Placement One Mentor@org2placement]_net
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Accessing the Contact Details

Contact Details MNotes

Contact Details
Title Name E-mail Telephone
Academic Lead academiclead @demotrust.net
Address
e
Linked Organisations
Organisation Contact type
x Select

Drag a column header and drop it here to group by that column

Action QOrganisation

= Demo Organization 2 = Demo Ol isation 2 Placement One

Edit Contacts
Option to Edit the profile or permanently Delete the contact.

Contact Details
Title Name E-mail

Academic Lead academiclead@demotrust.net
Address

> Click Edit.
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Contact Details Edit

This will show all the details of the contact when created. By clicking the ‘Edit’ button, it will open a pop-up window, so that you can edit the data:

Edit Contact

Title E-mail Address Address
Title Debbi.hinchliffe@test.com

Forename(s) Phone
Debbi Fhone

Surname (/Team name)

Hinchliffe

You will be able to view which organisation the contact is linked to:

Linked Organisaticns

Organisation Contact type

% sela + Add

Drag a colurmn header and drop it hers to group by that column

Action  Organisation Contact type Job Title E-mail Telephone

=
L

Dema 1.0« Demo (1D Numiber)

If the contact is linked to other organisations, you can add additional organisations by:

» Click on the Organisation field - select from drop-down menu the Organisation.

» Click on the Contact Type field — select from drop-down menu the Contact type.
» Click Add.
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Notes Tab:
Click onto the note tab, this will allow you to save notes about this contact.

Academic Lead Home / Contact Management / Contact

Contact Details Notes

New Note

Note Note Type

User - Editable Note w

Academic Note

> Note — Enter text within the Notes box.

» Select Note Type — from drop-down list
» Click Add

The note will appear in the table below.

MNote Type Date Note

‘Admin - Editabla Note. 2025-02-20 Pemnsz Adrmin
Zm
This is a test nate

14519
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Organisation Audits Tab:
This page will be able to show the administrators the status.

» Click on Status — Select from drop-down menu
Status

MNew Audit
In Progress

Submitted, awaiting Review
Approved, current

Expired

Abandoned

Rejected

Deleted

On hold/With Admin

Replaced by another audit

Revoked

This will show all the audits that are linked to the organisation:

Demo Trust = Demo Organisation 1 » E EE

Demo Organisation 1 Placement One

Organisation Details Contacts Profiles Slots Audits Mentors

Status Al Include Child Organisations

+ Create new audit Page Size: .. v

Audit Type ParentOrg Organisaticn i NPC AppliesFrom ReviewedDeadline ReviewedOn ValidUntil OutstandingActions. Status
- -
& AuDT Dema Organisation 1 | Do Organisation 1 New Audit
o Placement Cne
- Dt O tion 1
@ AuDIT Demo Organisation 1 emo Organsation New Audit
Placement One
@ | avorr oo donq | Demo Organisation 1 Replaced by anather
eme Organization Placement One audit
Demo Organisation 1
& AuDIT Dema Organisation 1 9 Academic Lead Deleted
Placement One
@ SsPUTFULL Demoa Organisation 1 Demo Organisation 1 20/07/2024 Replaced by another
Placement One audit
@ SPUTFULL Dx O tion 1 Deme Organisafion 1 Expired
ema Organisation Placement One pire ~
M 1 1 4 L 1-60f 6 items

» Click onto the Edit Icon to open the audit.
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Placement Audit
Placement Audit Summary:

Manage placement area audit Home / Manage Audits / Manage placement area audit
Summary Response Placement Agreement Linked Profiles
Audit Details
Entity Name Created
Demo Organisation 1 Placement One (Demo Organisation 1) 04/12/24
Audit Category Audit Type Audit ID
Placement Audit 6743

Instance Code

ASWB2JFW

Status Link Lecturer Nominated Practice Colleague
New Audit @ Select @ Select @

Applies From ValidUntil

= £4

Placement Agreement Notes

Valid from Expires No Notes

= =

Add Note

Editable areas:

Status — Select from the drop-down menu

Link Lecturer - Select from the drop-down menu

Nominated Practice Colleague - Select from the drop-down menu
Applies from — Select date via calendar

Valid until — Select date via calendar

YVVYVYYVY
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Placement Agreement:

Placement Agreement

Valid from Expires

r.g &

> Valid From — Select date from calendar
» Expires - Select date from calendar

Notes:

Notes

No Notes

Add Note

» Click onto ‘Add Note’
» Opens pop-up window

New Note x

Admin - Editable Note

Highlight

> Click into Editable Note box
> Click onto Save
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Audit — Response:

Manage placement area audit Home / Manage Audits / Manage placement area audit

Summary PI. Linked Profiles

Organisation Details

Practice Learning Environment Information

11 Status Select
1.1 The following AEIs use this placement for student learning:

BBP

Bucks New University

City, University of London
Canterbury Christ Church University
Kingston & St Gearge’s University London
Kings College London

Brunel University Landon
Middlesex University

University of Greenwich

University of Hertfordshire
University of East London
University of West London

London South Bank University
University of Roehampton London
Other:

12 Status Select

1.2 NMC Approved Programme:

Nursing

Midwifery

Nursing Associate
SCPHN/HV

Prescribing Programmes
District Nursing

CPPD

Return to Practice

13 status Select

1.3.1 1.3.1 - To be completed by the Faculty Director of Practice Learning only
Maximum number of students that can be supervised and/or assessed in the practice learning environment (Please indicate specific programme (if relevant) and level of student)
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Organisation Mentors Tab:

The mentor tab shows all contacts that have been assigned the Mentor category.

Demo Trust » Demo Organisation 1 » [I?.’ ‘ ‘ | ‘ [ ‘ m ‘ IZ']
Demo Organisation 1 Placement One

Organisation Details Contacts Profiles Slots Audits Mentors

Search Mentor Status Current

Contact Name LAl Mentor | Mot Mentor AU Active | Inactive P2\l Current | Mot Current
Regulator

All

Action ... v | XN 0/0 Selected|
/! Iﬁ 5 Results Show [ 10 Vl I M Columns || ) Reset
View Menter  Person ID Name E-mail Organisation Qualification Qualification Date Status  Current  Expiry Last Update Last Review Mentor Type
“ F-3 F7997 Placement? Educator Flacement@Org1placeT.net Freparation of Mentors 21/08/23 Active true 10/06/25 11/06/24
= 2 78195 Debbi Hinchliffe dhinch@test.com
=“ - 77998 Placement2 Mentor Placement2@org1placement2.net Preparing Learning Facilitators 08/01/24 Active false 07/01/25
= 2 78196 simon newlogin simon.test@oxi.net
= 2 78192 demo provider demo.coord@test.com
4 1 1 » 2] 10 ¥ items per page 1-5o0f 5items

» Click onto the ‘View’ icon on the mentor you want to open.
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Mentor Information:

Educator, Placementl Notes

Name Job Title Telephone  Test Demo Provider 2024-22-11

Educator, Placement1 HEDS
Address E-mail B Add Note
Placement@Org1placel.net
Mentor Information Linked Organisations
Regulator Practice Area Current Active Drag a column header and drop it here to group by that column
General Medical Council None Yes Yes
= = = - Action  Organisation Contact type Job Title  E-mail  Telephone
Expires
P & W DemoO 1= Demo isation 1 One  Practice Learning Facilitator
10/06/2025
Qualifications Updates
Action  Date Qualification Action  Date Update
W 21082022 Preparation of Mentors Z W 11/06/2024 Waorkshop
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Mentor information:

Mentor Information

Regulator Practice Area Current Active
General Medical Council @ None @ Yes @ Yes @
Expires

10/06/2025

Regulator: Click ‘Edit” icon — Select from the drop-down menu
Practice Area: Click ‘Edit’ icon - Select from the drop-down menu
Current: Click ‘Edit’ icon — Select Yes / No

Active: Click ‘Edit’ icon - Select Yes / No

Expires date: this will automatically update.

VVVYYVYYVY

Qualifications:

Qualifications

Action Date Qualification

& W 21/08/2023 Preparation of Mentors

Add Qualification

> Click ‘Add Qualification’

Qualification x
Type

Other - please name v
(Please specify)
Date

27/02/25 il

» Type: Select from the drop-down menu
» Enter text within the (Please Specify)
» Date: Select a date via calendar

Edit Existing Qualifications

» Click ‘Edit’ icon

» Opens Qualification pop-up window
o Type: Select from drop-down menu
o Date: Select date via Calendar

» Click Save
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Any notes entered here; the Organisation will also see the added notes.

Notes

 Test Demo Provider 2024-22-11

Add Note

14:04

Click ‘Add Note’
Opens a pop-up window — New Note
Enter text within the box

YV V V

New Note

Admin - Permanent Note

Highlight

> Click Save
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Linked Organisation:

Linked Organisations

Drag a column header and drop it here to group by that column

Action  Organisation Contact type JobTitle  E-mail Telephone

[ W Demo Crganisation 1 » Demo Organisation 1 Placement One  Practice Learning Facilitator

» To make changes to the organisations
» Click onto the ‘Edit’ icon
» Opens a pop-up window — Additional Contact Details

Additional Contact Details

Contact type E-mail
Practice Learning Facilitator E-mail

Job Title Telephone
Job Title Telephone

Contact Type: Select from the drop-down menu
Email: Enter the email address

Job Title: Enter the job title

Telephone: Enter the telephone number

Click Save

YV VVYVYVY

To remove an Organisation linked from the mentor’s profile:

> Click ‘Delete’ icon
» Warning message appears

demo.pems-prerelease.oxi-net.com says

Are you sure you want to remove the Qualification: 29977

° cance‘

» Removes the organisation from the mentor’s profile.
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Updates:

Updates

Action  Date Update

W 11/06/2024 Workshop

B Add Update

» Click ‘Add Update’
» Opens a pop-up window - Update

Update X
Type

1to1 v
Date

27/02/25 |

» Type: Select from the drop-down menu
> Date: Select a date via the calendar
> Click Save

Edit Existing Qualifications

» Click ‘Edit’ icon
» Opens Update pop-up window
o Type: Enter Text

o Date: Enter Text
Click Save

To remove an update from the mentor’s profile:

> Click ‘Delete’ icon
» Warning message appears

demo.pems-prerelease.oxi-net.com says

Are you sure you want to remove the Qualification: 29977

“ Cance'

» Removes the organisation from the mentor’s profile.
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View Mentor Register: ﬂ View mentor veghter ‘.

The Register will show all mentors if you are linked to more than one organisation. Using the
search filters will help to find mentors.

Mentors - Manage all Mentors

Search Filters:

Search: Enter the Contact Name.

Mentor: Three options — Show All or just Mentors or just non-mentors.
Status: Three options — Show All or just Active or just Inactive.

Current: Three options - Show All or Current or Not Current.

Regulator: Select from the drop-down list.

Organisation: Select from the drop-down list.

Click Search.

YVVVVVYY

Shows a list of mentors associated with the organisation.

Mentor List ‘ 8 Export to CSV
Action ... v App! |
e 0/0 Selected ™ 5 Results Show | 10 v[ ‘ M Cotumns || ® Reset
View Mentor PersonID  Name E-mail Organisation  Qualification Qualification Date  Status  Current  Expiry LastUpdate  LastReview  Mentor Type
“ F 3 77997 Placement1 Educator Placement@Org1placet.net Preparation of Mentors 21/08/23 Active  true 10/06/25 11/06/24
g & 78195 Debbi Hinchliffe dhinch@test.com
“ a 77998 Placement2 Mentor Placement2@org1placement2.net Preparing Learning Facilitators 08/01/24 Active  false 07/01/25
“ & 78196 simon newlogin simon.test@oxi.net
“ 2 78192 demo provider demo.coord@test.com
i« < 1 > » 10 ¥ items per page 1-5o0f5items

» Click onto the ‘View’ icon on the mentor you want to open.

Accessing the mentor details, this process is the same as per pages 18 -22.
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Complete Evaluation Form: Complete evaluation form

This portal button will become available if a placement evaluation form is required to be
completed, once the student has completed their placement.

Evaluation forms Home / Evaluation forms

Form Name  Student Location Start Date End Date Form Type Status o Be Completed By Submitted

Default BLF
placsmen:  N/A
eualustion

Demo Organisation 5
: it 01704725 0170625 Mid Asssezsment Hew
Defauit PLF

placement /A
evalustion

Dema Organisation 4

E = 01704725 01/05/25 Mid Asssessment

> Click onto the Edit Icon — to access the Placement Evaluation Form

This opens the Evaluation Form:

Default PLF placement evaluation

Student: N/A

Student Code:

Course: 0

Organisation: Demo Trust >> Dema Organisation 5 >> Dema Organisatian 3 Placement 1
Practice Assessor: Placement Coordinator

Placement Period: 01/04/25 - 01/06/25

Form Type: Final Assessment

Date Due: 08/06/25

Date Submitted: Mot Yet Submitted

How much notice were you given that you would be supporting/supervising and/or assessing a student in practice

O1weekorless O2weeks O3weeks O4weeks O more than 4 weeks

My allocated student contacted me/the placement area prior to the placement

OYes QNo

The student was able to inform me of the learning cor ies/pi iencies they would be working towards during the placement

OYes ONo

The student had completed their pre-placement documentation prior to commencing placement

OYes ONo

At the bottom of the Evaluation Form, you will be given two options:
» Option 1. If partially completed, you have to ability to ‘Save Progress for Later’.
» Option 2. If completed, you can ‘Submit’ the form.

Please do make any comments on what went well or any issues encountered below

4
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Assigned Practice Assessors or Supervisors: Assign Pracice Assesors or Superviors

Placement Slot Management Home / Placement Slot Management

x Start Date: 01/09/24 | x End Date: 01/03/25 | x Shot Status: Committed | x Is Parent Slot- No

Slot Assignments

Search Student Course Cohort
Profile name or ID Student name or Code Al All
Organisation Dates Slot Status Deletable
01/09/24 B oio%2s o] Committed & *® Al

TResults Show [ 10 v @ camns || 97 |

View SlotlD  Placement Profile Workflow Organisation Organisation 1D Course Forenames Student  Sumame Student  Cohort  StartDat= ) EndDate  Status Mentor Supervising Tutor | Practice Supervisor | Deletable
4 119432 Demo Organisation 1 Placement Gne Profiie | Demo students year Placement4 | Demo Crganisation 1 Placement One (Demo Organi.. | 7631 DENMO Course Student 1 De Mantfort Sep2023 280725 24/08/25 Commimed & Placement Coordinator | & N/A Ana Mo
£ 119484 Demo Organisation 1 Placement One Profile  Demo students year Placementd  Demo Organisation 1 Placement One (Demo Orgari.. 7631 DEMO Course Student 2 De Montfort Sep2023  28/07/25 24/08/25 Committed & Placemant Coordinator & N/A A Mo
(£ 121549 Demo Organisstion 1 Placement Cne Profile  Year 1 Course 1 Placement 4 Demo Crganisation 1 Placement One (Demo Organi.. | 7631 DEMO-NIDSWS Student2 DEMO1 May 2024 | 07/04/25 04/05/25  Committed | B N/A &n7a A No
4 121350 Demo Organisation 1 Placement One Profiie  alex spacific Placemant 1 Demo Organisation 1 Placement One (Demo Orgari.. 7631 DEMO-ART-THERAPY  Studems CMWTrst Jan2024  05/02/25 05/02/25 Commimed & N/A N/ ana o
4 119834 Demo Organisation 1 Placement Cne Profile Demo Crganisation 1 Placement One (Demo Organi... | 7631 03/02/25 30/03/25 Committed & MN/A & NA A NA Mo
£ 119453 Demo Organisation 1 Placement One Profile  Demo students year Placement 2 Demo Organisation 1 Placement One (Demo Organi_. 7631 DEMO Course Student 6 De Mentfort Sep2023  DG/D1/25 16/02/25 Committed & Placement Coordinstor & M/A A No
£ 119484 Demo Organisation 1 Placement One Profile | Demo students year Placement 2 | Demo Organisation 1 Mlacement One (Deme Orgari.. | 7631 DEMO Course Student 4 De Montfort Sep2023  DED1/Z5 16/02/25  Commimed | & Placement Coordingtor | & M/A s o

H o4 1 » M 0 ¥ items per page 1-7of 7items
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Placement Slot

Details Demo Organisation 1 Placement One Profile - Demo Organisation 1 Placement One {Demo Organisation 1) - Student De montfort

Organisation

Demo Crganisation 1 Placement One ©

Profile

Demo Crganisation 1 Placement One Profile

Practice Assessor

Placement Coordinator @

*

Course Specialties
Adult Nursing

Course Code Specislty Code

DEMO-AD

Page |27

Student

Student De montfort '

Dates Shift Type
28/07/25 B 24/08/2025 B Al Day

Practice Supervisor

Debbi Hinchliffe Placement Supervisor Demo Organisation 1 Placement One @ |

x
Experiences
+Aadd Eperience
Course
DEMQ Course

Marthlew, Lansdown Road Bath BA1STD
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Allocated Students: EL

This opens to a new window; it shows all the students that have been allocated.

Allocated students

Search

Student Name, Email, Userld, Profile Name

B Export fo C5V
B Expor o Excel
Forename Sumame. E-mail Caurse Cohort Smart Card Orgarisation Start End Committed Date Practice Type Tiera
& Studentt st 772222 @testnet DEMG-ART-THERAPY Jan 2024 sation 1 1 ovzzs 2812725 16704724 Practice Assessor N
K« 1 » » 10 ¥ itemsperpage 1-10f Titems

» Click onto the Edit Icon - This opens a pop-up window — Report Absences.

Report Absence b

NewAbsenceEntry
Select Placement Start of absence End of absence Reason
Select Placement Location @ = =) Unknown Reason @

Placement hours missed

Total placement hours missed

Comments

oo [

» Select Placement — Select from the drop-down list.
» Start of absences — Select a date via the calendar icon.
» End of absences — Select a date via the calendar icon.
» Reason — Select from the drop-down list.
» Placement Hours Missed — Enter the number of hours missed.
» Comment — Enter a text comment.
» Click Save.
Page |28
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Current Students:

Current students

This opens a new tab showing all the student that have been allocated to the organisation.

Current students

Search

Student Name, Email, Userld, Profile Mame
B Export to CSV

1 Results Show [~ [ m colurmn: |[ 9 nesee |
@ Export to Excel
Forename Sumame E-mail Course Cohort Smart Card Organisation Start End Committed Date Expected Hours Tierd
- Student1 CMWTrust BTT72222 @nestnet DEMO-ART-THERARY Jan 2024 Demao Organization 1 Placement One (Demao Crganizstion 1) 01/12/25 281225 16/04/24 T M
;‘ Student2 CMNWTust BTTTT2222@estnet DEMO-ART-THERAPY Jan 2024 Demo Organisation 1 Placement One {Demo Organisation 1) 01712725 28/12/25 16/04/24 75 N
- Student3d CNWTust BTTIT2220@test net DEMO-ART-THERAPY Jan 2024 Demo Organisation 1 Placement One {Demo Organisation 1) 16/10/25 19/10:25 24 N
=‘ StudentsS CNWTmust BTTTT2226@estnet DEMO-ART-THERAPY Jan 2024 Demo Organisation 1 Placement One {Demo Organisation 1) 13/10/25 1510425 16/04/24 16 M
- Student2 CNWTrust BTTTT2222@est et DEMO-ART-THERAPY Jan 2024 Demao Organisation 1 Placzment One (Demo Crganisation 1) 08/08/25 14/09/25 16/04/24 40 ]
& Student3 CNWTrust BTTTT2224@estnet DEMO-ART-THERAPY Jan 2024 Demeo Organisation 1 Placement One (Demo Organisation 1) 01/08/25 26/10425 16/04/24 320 N
&= Student3 CNWTrust BTTTT2224@estnet DEMO-ART-THERAPY Jan 2024 Demeo Organisation 1 Placement One (Demo Organisation 1) 01/08/25 26/10425 16/04/24 320 N
& Student 1 De Mantfort 10823881111 @testret DEMO Course Sep 2023 Dernao Organizstion 1 Placement One (Demo Organisstion 1) 28/07/25 24/08/25 08712723 75 N
&= Student 2 De Montfort 10233881112 @testnet DEMO Course Sep 2023 Demeo Organisation 1 Placement One (Demo Organisstion 1) 28/07/25 24/08/25 08/12/23 75 N
a Student2 DEMCH TIT7TI222@est net DEMO-NIDSWP May 2024 Demeo Organisation 1 Placement One [Demo Organisstion 1) 07/04/25 04/05/25 13711724 T N
w4 7] 2 » M 10 v items per page 1-10 of 14 items

» Click onto the Edit Icon to open the Absence Report.
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Report Absence

Report Absence %

NewAbsenceEntry

Select Placement Start of absence End of absence Reason

Select Placement Location & 8 8 Unknown Reason e

Placement hours missed

Total placement hours missed

Comments

=

Select Placement — Select from the drop-down list.

Start of absences — Select a date via the calendar icon.

End of absences — Select a date via the calendar icon.

Reason — Select from the drop-down list.

Placement Hours Missed — Enter the number of hours missed.
Comment — Enter a text comment.

Click Save.

>
>
>
>
>
>
>
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Approve Timesheets: Approve timeshects '.

This gives access to the timesheet table that will list all students that have submitted their timesheet (via the Timesheet App).

Home | Approve timesheets

Approve timesheets
Status 1Results Show [ 10 w] [ m Columns [ 9 ez |
Awaiting Approval
Approve Student Dlacement location Start Date End Date Total Hours Status
29 Studentd Criwtrust Demo Organisation 1 Placement Cne Monday, 20 April 2024 Friday, 3 May 2024 208 Avaaiting Approval

1-10f1items

W “ 1 > M 10 ¥ items per page

» Status — Select from the drop-down list — available options — In Progress / Awaiting Approval / Approved.

To access the student’s timesheet:
» Click onto the Approve Icon.

Home / Approve timesheets / Student Timesheets

Student Timesheets
[Export to Excel
Madule Placement Lacstion Start Date End Date Total Hours Expected Hours Deficit Hours
- Demo Organization 1 Placement One {Demo Organisation 1) 20/04/24 28/07/24 295 200 1705
Week Number Start End Status Approved Approved By Week Hours Action
* 1 26/04/24 05/05/24 AwsitingApprovsl 85 + Approve

Day Hours Comments Amendment Reason Original Hours Amended By
Manday 75 75
Wednesday 725 725
Thursdsay 75 75
Frizy 725 725

» Demo Organization 1 Placement Cne {Demo Organisation 1) 01/05/24 03/05/24 0 o 0

Total Placement Hours: 29.5 Total Placement Hours: 200 Total Deficit Hours: 170.5

» Click Approve if the recorded hours are correct.
» Click Reject if the recorded hours are incorrect.
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View PIN: - v \'

Providers are provided a Pin Code that will permission to approve allocated students’ timesheets.

Pincode
7835

Page |32
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View & Edit Profile:

View & edit profile

Click onto the Profile tab, this will give access to the profiles that are linked to this organisation.

Demo Organisation 2 Placement One

Organisation Details Contacts Profiles

Status Current “  Include Child Organisations
Page Sizet .. ¥
Mame Organisation Type Status
&~
@ Demo Organisation 2 Placement One Profile Demo Organisation 2 Placement One Standard profile Current =
L] L 1 [ " 1-1of1items

» Click onto the View/Edit Icon

Placement Profile: Demo Organisation 1 Placement One Profile

Profile details
Organisation Address E-mail Phone Profile Id
Demo Organisation 1 Placement One Demo Street placemetone@org1demo.net 01864 123456 5719
Placement Profile Name Type Profile Status
Demo Organisation 1 Placement One Profile Standard profile Current
Bsave

Profile contacts
Placement Information

Show history for profile
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‘Edit’ Profile Contacts
This will show a list of all the contacts that are listed within the organisation.

Profile contacts

<+ Add new person as contact

View D Forenam s Sumame Organisation Title Role Email Address

® 40320 Placement] Educator Demo Organisation 1 Placement One Practice Learning Facilitator Placement@Org1placelnet

[ 40319 Academic Lead Demo Trust Academic in Practice academiclead@demotrust net

[ a0432 Deme Academic Demo Organisation 1 Placement One Demo Academic demo-academic@testcom

© 40433 Debbi Hinchliffe Demo Organisation 1 Placement One Placement Co-ordinator dhinch@test.com

2] 40428 Placement?2 Mentor Demo Organisation 1 Placement One Practice Learning Facilitator Placement2@org | placement2.net
2 40434 simen newlogin Demo Organisation 1 Placement One Placement Co-ordinator simon test@oxinet

[ 20431 demo provider Demo Organisation 1 Placement One Demo Provider demo.coord@testcom

© 0437 Paul Simon Demo Organisation 1 Placement One Demo Academic PSimon@test.com

» This gives you the option to select if the contact is ‘Associated with profile’.

Phone

» This gives you the option to select whether the contact is to be notified of any allocations.
» This gives you the option to select whether the contact’s details will be given to the student upon allocation.

<]

As:
/]
]

]
(m]
(m]
(w]
(m]
(m]

sociated with profile

Notify of placement

o

There is the ability to ‘Add a new person as contact’. This opens a new pop-up window — Add new person as contact.

Demo (ID Number) Profile

Add new person as contact

By filling in the fields, it will give you suggestions of existing person
already in PEMS. If the name matches, you click onto the suggested o
name and click save. E-mail

Simon.collett@text.com

Contact type

Forenames

Surname

Collett

Dr

A

Suggestions:

Jennifer
Collett
Simon
Bodey
Siman
Bradley
Siman
Atkins

Simon
Kerr

Manager

Dr

Dr

Dr

Available to Students

(m]

L81103 - 5T MARY STREET SURGERY

L81118 - STOKE GIFFORD &
COMYGRE MEDICAL CENTRE

L81019 - CONCORD MEDICAL
CENTRE

L81013 - THE FISHPONDS FAMILY
PRACTICE

L83085 - COX & PARTNERS
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Placement Information:
These are pre-assigned questions, these questions are set to describe what the placement is, what information is required to supply to the student.

Placement Information

Who to contact prior to placement Contact telephone number
B I U = = = = [ © B e ¢ @ B (rherted. X v (iherted. x v A v 0 v B I U E ¥ = = | ® B e ¢ ©@ M (nherited. X v (inherited.. X v A v O ¥
@ Accommodation Availability Describe the service provided, the client groups for whom it is provided and the

potential clinical/practice experience required
B I U E ¥ S = E & B e & @ B (oheited. X Y |(herted. X Y A v O v
B I U F ¥ ¥ (£ |E & E e ¢ @ B (nherited. X Y (inherited. X v A v O ¥

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do ciusmod tempor incididunt ut labore et dolore magna aliqua.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmed tempor incididunt ut labere et dolore magna aligua. Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do
eiusmod tempor incididunt ut labore et dolore magna aliqua.

Show history for profile
This will show the history of who has made changes to the profile. Indicating the Actor / Action Type / Dates

Show history for profile
Actor ActionType Date
demo.coord@test.com Saved 21711724
admin Saved 26/07/24
admin Saved 26/07/24
admin Saved 26/07/24
admin Saved 26/07/24
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Complete & View Audits: Complete & view audits ‘.

This will show all the audits that are available to organisations linked to the Placement Coordinator.

Manage Audits Home / Manage Audits

Audit Status Audit Type Audit Expires Reviewed Reviewed On Red/Amber/Green Status
Al select =] 8 Y]] o] B Seect

Audit Status: Select from the drop-down list.

Audit Type: Select from the drop-down list.

Audit Expires: Select a date via the calendar icon
Reviewed: Select either All / Yes / No

Reviewed on: Select a date via the calendar icon
Red/Amber/Green Status: Select from the drop-down list.
Click Search

This will show all the audits relevant to the search fields.

VVVVYYYVY

B Export to C5V

9 Results Show [ 10 w] | m columns |[ D reset |

D Organisstion Organisatien Parent Name Audit Type Status Link Lecturer Mominated Practice Colleague From Expires Outstanding Acions
=z 6760 Demo Crganisation 2 Placement One Demo Organisation 2 Mew Practice area New Audit
= 6754 Demo Crganisation 1 Placement One Demo Organization 1 Mew Practice arsa In Prograss Demo Acsdemic Debbi Hinchliffe 31/03/25 1
= o745 Demo Crganisation 3 Placement 1 Demo Organisation Placement In Prograss
4 6744 Demo Crganisation 1 Placement Two Demo Organisation 1 Placement New Audit
= 6743 Demo Crganisation 1 Placement One Demo Organisation 1 Placement New Audit
c 4736 Demo Organisation 5 Placement 2 Demo Organisation 5 Placement New Audit
g 4732 Demo Crganisstion 1 Demo Trust Placement New Audit
= 4729 Demo Crganisation 2 Placement One Demo Organisation 2 Placement New Audit
= 4723 Demo Crganisation 1 Demeo Trust Placement New Audit

¥ items per page 1-9of9items
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The above table will show a list of available audits. To access the audit, click onto the Edit Icon.
Opens the audit.

Summary tab:
This provides un-editable audit details, the only section that can be edited is Notes.

Manage placement area audit Home ! Manage Audits / Manage placement area audit

R A

Summary p Competenci Pl it Ag it & Print

Audit Details

Entity Name Created
Demo Organisation 1 Placement One (Demo Organisation 1) 17/01/25

Audit Category Audit Type Audit ID
MNew Practice area Audit 6754

Instance Code
JyIo1El]

Status Link Lecturer Nominated Practice Colleague
In Progress Demo Academic

Applies From Valid Until
31/03/2025

Placement Agreement Nates

Valid from Expires MNo Motes

B Add Note

31/03/2025 30/03/2026

> Click onto ‘Add Note’ > Click into Editable Note box

» Opens pop-up window > Click onto Save
Notes New Note X
No Notes Admin - Editable Note

Add Note

Highlight
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Response tab:

Manage placement area audit Home / Manage Audits / Manage placement area audit

summary it Linked Profiles

Organisation Details

Practice Learning Environment Information

11 Status Select
1.1 The following AEls use this placement for student learning:

BBP

Bucks New University

City, University of London
Canterbury Christ Church University
Kingston & St George’s University London
Kings College London

Brunel University London
Middlesex University

University of Greenwich

University of Hertfordshire
University of East London
University of West London

London South Bank University
University of Roehampton London
Other:

12 Status Select

1.2 NMC Approved Programme:

Nursing

Midwifery

Nursing Associate
SCPHN/HV

Prescribing Programmes
District Nursing

CPPD

Return to Practice

13 Status Select

1.3.1 1.3.1 - To be completed by the Faculty Director of Practice Learning only
Maximum number of students that can be supervised and/or assessed in the practice leaming environment (Please indicate specific programme (if relevant) and level of student)
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Testing: Provider View Dashboard

Process

Path

Action

Outcome

P/F

Test 1 — Admin log in as this user

Home > Contact List > Named
Contact Details

Click onto ‘Log in to PEMS as this user’

Click OK to confirm

Takes you to the contacts dashboard.

Test 2 — Evaluation Forms Report

Run Evaluation Form Reports

Home > Evaluation Forms Summary

Opens the Evaluation Forms Summary Page
Select from the drop down menu with Report Type
Select from the drop down menu the Organisation
Select Yes / No to Include Child Organisations
Select between:

End Date Between

Start Date Between

Form completed date between
Enter Date via clicking the Calendar Icon
Select from the drop down menu the Workflow
Select from the drop down menu the Course
Click Generate Report

Shows the correct data inputted,

Report is generated underneath

Evaluation Form Summary Responses
Click to Export to Word

Click to Export summary as CSV

Click to Print summary

Exports to Word successfully
Exports to CSV successfully
Prints summary successfully.

Test 3 - Organisation Contacts

Accessing the assigned Organisation

Home > Organisation Explorer

Search field - enter name of organisation - this can be

used if the Contact is linked to multiple organisations.

Shows the correct organisation. Opens the
Organisation Details Page

Organisation Explorer >
Organisation Details tab

Organisation Details Tab:
Shows the details of the Organisation:
Address - Include the Postcode

Shows data to be correct.
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Organisation ID
Organisation Email Address
Reference ID (if applicable)
Region (if applicable)
Organisation Status
Description

Telephone

Organisation Type

Previous Names

Notes

Organisation Explorer >
Organisation Details > Edit Icon (if
applicable)

Click the Edit Icon, located on the top right side of the
Organisation page.

Opens new tab - Update Organisation

Organisation Explorer >
Organisation Details > Update
Organisation - Organisation tab

Organisation Tab

Organisation:

Name - able to edit the name

Organisation Details:

Parent Organisation - Select from drop down menu
Region - Select from drop down menu (if applicable)
Organisation Type - Select from drop down menu
Size - Select from drop down menu

Status - Select from drop down menu

Reference ID - Enter data (if applicable)

Description - Enter data into the text box

Address:

Enter address within the text fields provided
County - Enter data into the text box

Postcode - Enter data into the text box

Email - Enter data into the text box

Phone - Enter data into the text box

Click Save

All fields allow you to select or enter data
A message will show in top right corner
stating - Organisation has successfully
save

Organisation Explorer > Contacts
tab

Contacts that are linked to the organisation

Shows all the contacts listed within the
assigned organisation
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Organisation Explorer > Contacts >
Add Contact (If applicable)

Click onto Add Contact button

Enter Forename

Enter Surname

Enter Email

Select from drop down menu a Contact Type
Click Save

New contact details shows within the
Contact Tab.

Organisation Explorer > Profiles tab

Profiles that are linked to that organisation

Shows all the profiles listed within the
assigned organisation

Organisation Explorer > Profiles >
View

Status - change to current
Click to Include Child Organisations (if applicable)
Click onto the Edit Icon

Shows the current profiles

Will include all organisations that are
linked as a child (if applicable)
Opens new tab - Named profile

Organisation Explorer > Profiles >
Profile Contacts

Click onto Add New Person as Contact button
Enter Forename

Enter Surname

Enter Email

Select from drop down menu a Contact Type
Select Suggestion if the correct contact appears.
Click Save

Named person shows in the Profile
Contact Table list.

Organisation Explorer > Profiles >
Profile Contacts > Edit Icon

Click Onto Edit Icon next the contact’s name

Opens new tab - Named Contact

Organisation Explorer > Profiles >
Profile Contacts > Contact Details

Click Edit button to make changes to the Contact Details
Make changes to Title:

Make changes to Forename:

Make changes to Surname:

Make changes to Email Address:

Make changes to Phone:

Make changes to Address:

Make changes to Postcode:

Click Save

Ability to make and save changes to the
contact details.
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Organisation Explorer > Profiles >
Profile Contacts > Contact Details >
Delete

Click Delete
Click OK or Cancel to permanently removing the contact

Pop up message - warning appears
Ability to click OK or Cancel the request to
permanently remove contact.

Organisation Explorer > Profiles >
Profile Contacts > Contact Details >
Notes Tab

Notes Tab:

Enter text data into Note box

Select from drop down menu Note Type
Click Add

Ability to add a note.
Close Tab

Organisation Explorer > Profiles >
Profile Contacts

Tick Associated with Profile
Tick Notify of Placement
Tick Available to students

Blue tick appears in each category

Organisation Explorer > Profiles >
Placement Information

Enter Text data into each question

Shows data entered to be correct.

Organisation Explorer > Profiles >
Show history for profile

Click to show who has made amendments to the profile

Correctly shows names and date of saved
changes.

Organisation Explorer > Profiles >
Save

Click to save all changes made to the profile

Correctly saves the changes

Green message shows in top right corner
stating Changes have been saved.

Close tab.

Organisation Explorer > Audits Tab

Select from drop down the status of the audit
Click the Include Child Organisation (if applicable)

Shows the selected status of the audits
within the table.

Organisation Explorer > Audit Tab >
View Icon

Click onto the view icon

Opens Manage Placement Area Audit

Home > Manage Audits > Manage
placement area audit

Summary Tab:

View the Audit Details
Response Tab:

View the Completed Responses
Competencies Tab:

View the Competencies

Shows the Audit details

Shows the Completed responses

Shows the Competencies
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Organisation Explorer > Mentors
Tab

Click onto the Mentors Tab

Opens a tab showing the mentor
information

Click onto the Edit Icon

Opens a Mentor Details tab

Edit Practice Area - Select from drop down menu.
Click Green tick to save

Click Red cross to close without saving

Edit Current - Select Yes or No

Click Green tick to save

Click Red cross to close without saving

Edit Active - Select Yes or No

Click Green tick to save

Click Red cross to close without saving

Gives the ability to make these changes.

Test 4 - View Mentor Register

Home > Mentors - Manage all
Mentors

Ability to Search by Mentor name

Ability to filter by Regulator by selecting from the drop-
down menu

Ability to filter by Organisation by selecting from the
drop-down menu

Click Search.

successfully find the correct Mentor by
using these search fields.

Home > Mentors - Manage all
Mentors > View lcon

Click the View Icon next to mentors Name

Edit Practice Area - Select from drop down menu.
Click Green tick to save

Click Red cross to close without saving

Edit Current - Select Yes or No

Click Green tick to save

Click Red cross to close without saving

Edit Active - Select Yes or No

Click Green tick to save

Click Red cross to close without saving
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Home > Mentors - Manage all
Mentors > Notes

Click on Add Note
Tick Highlight
Click Save

Pop up window appears

Access to add text data as an Editable
note

Ticked highlight, will highlight the
message from the others.

Pop up window closes, and messages
appears under Notes.

Test 5 - Assign Practice Assessors or Supervisors

Assigning either Practice Assessor or
Supervisor to a student, whilst in
placement.

Home > Assign Practice Assessor or
Supervisor

Click onto the Assign Practice Assessor or Supervisor

Opens new tab - Placement Slot
Management page

Home > Placement Slot
Management

Slot Tab:

Search Profile - Ones which are affiliated with your
linked organisation

Search Student - Enter student name or ID

Search Course - Select from drop down menu
Search Cohort - Select from drop down menu
Search Organisation - Select from drop down menu
Enter Start Date - via calendar

Enter End Date - via calendar

Search Slot Status - select from drop down menu
Search Deleted - Yes or No

Click Search

Ability to search students

Home > Placement Slot
Management > View Icon

Click View Icon

Opens new tab - Placement Slots page

Home > Placement Slot
Management > Placement Slot

Views the details of the placement slot.
Click Practice Assessor, select from drop down menu

Click Practice Supervisor, select from drop down menu.

Click Save

Ability to select correct Practice Assessor
Ability to select correct Practice
Supervisor

Test 6 - Current Students
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Home > Current Students

Search Student via Name, email or UserID
Click Search

Shows the search student within the
table.

Record an Absence Icon

Click onto the Absence Icon next to the student’s name

Opens a pop-up window - Report
Absences

Test 7 - Approve Timesheets

Home > Approve Timesheets

Click onto the Approve Timesheets portal button

Open the Approved Timesheets page

Option to change the status from the drop-down menu

Table will show the selected status.

Home > Approve Timesheets >
Approve View Icon

Click the Approve View icon

Open the Student Timesheets

Home > Approve Timesheets >
Student Timesheets

Click on to the Arrow to open Timesheets

Expands the timesheet to show the first
week.

Test 8 — View PIN

Home > View PIN

Click on the View PIN portal button

Opens new tab Pincode

Click Change PIN

Enter 4-digit number

Enter same 4-digit number as confirmation
Click Set PIN Code

Opens new tab

Shows correct 4-digit number entered
Confirms the correct 4-digit number
Saves and Reset PIN code.

Test 9 - View & Edit Profile

Home > Placement Profiles

Enter name or ID of Profile to search

Select organisation from drop down menu
Select Course from the drop-down menu
Select Profile Status from the drop-down menu
Click Search

Shows the searched Organisation Profiles
within the table shown.

Home > Placement Profiles > Edit
Icon

Click onto the Edit Icon
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Organisation Explorer > Profiles >
Profile Contacts

Click onto Add New Person as Contact button
Enter Forename

Enter Surname

Enter Email

Select from drop down menu a Contact Type
Select Suggestion if the correct contact appears.
Click Save

Named person shows in the Profile
Contact Table list.

Organisation Explorer > Profiles >
Profile Contacts > Edit Icon

Click Onto Edit Icon next the contact’s name

Opens new tab - Named Contact

Organisation Explorer > Profiles >
Profile Contacts > Contact Details

Click Edit button to make changes to the Contact Details
Make changes to Title:

Make changes to Forename:

Make changes to Surname:

Make changes to Email Address:

Make changes to Phone:

Make changes to Address:

Make changes to Postcode:

Click Save

Ability to make and save changes to the
contact details.

Organisation Explorer > Profiles >
Profile Contacts > Contact Details >
Delete

Click Delete
Click OK or Cancel to permanently removing the contact

Pop up message - warning appears
Ability to click OK or Cancel the request to
permanently remove contact.

Organisation Explorer > Profiles >
Profile Contacts > Contact Details >
Notes Tab

Notes Tab:

Enter text data into Note box

Select from drop down menu Note Type
Click Add

Ability to add a note.
Close Tab

Organisation Explorer > Profiles >
Profile Contacts

Tick Associated with Profile
Tick Notify of Placement
Tick Available to students

Blue tick appears in each category

Organisation Explorer > Profiles >
Placement Information

Enter Text data into each question

Shows data entered to be correct.
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Organisation Explorer > Profiles > . . Correctly shows names and date of saved
. . Click to show who has made amendments to the profile
Show history for profile changes.

Correctly saves the changes

Organisation Explorer > Profiles > . . Green message shows in top right corner
Click to save all changes made to the profile .
Save stating Changes have been saved.
Close tab.
Test 10 - Complete & View Audits
Home Click onto the Complete & View Audits Portal button Opens new tab called Manage Audits

Using the search fields:

Select Audit Status from the drop-down menu

Select Audit Type from the drop-down menu

Enter the date range for Audit Expiry

Select Yes or No if Reviewed

Enter the date range when Reviewed On

Select Red/Amber/Green Status from drop down menu
Click Search

Fields shows correct selected options.
Search will show all the relevant audits in
the table below:

Home > Manage Audits

Opens new tab called Manage Placement

Home > Manage Audits > View Icon | Click the View Icon next to the Organisation .
Area Audit

Summary Tab:

View the Audit Details

Home > Manage Audits > Manage Response Tab:

placement area audit View the Completed Responses
Competencies Tab:

View the Competencies

Shows the Audit details
Shows the Completed responses

Shows the Competencies
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Practice Assessor / Supervisor Dashboard:

There will be portal buttons that are the same as the Placement Coordinator.

Dashboard Home

n ‘ - Record student absences ‘ u Assign Practice Assessors or Supervisors ‘ u Allocated students
ﬂ ‘ e ‘

vé

Link yourself to a student

Current students View PIN View & edit profile

The additional buttons are:

» Link yourself to a student - A table of students will be shown.
» Record Student Absences - Ability to record student absences.

Introduction to PA Assessment Forms, these are found within the Allocated Students portal button:
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Allocated Students: m"

The Search filters have been covered on page 28.

Allocated students

Search Practice Assessor

Student Mame, Email, Userld, Profile Name

oo

& Create User

The additional columns now added are Practice Assessor | Practice Assessor Emails | Form Type | Assessment Status | Assessment Form

B Export to C5V
1Results Shaw | M | 0 Coluren: || © Reset |
[ Export to Excel
Forename  Surname E-mail Course Cohort SmartCard  Organisation Placsment Profile Start End Committed Date  Practice Type Tierd  Practice Asssssor  Practice Assessor Emal  Form Type Status orm
&+ Student6 | SIMOMTEST | £28382207@testnet | DEMO Course | Sep 2023 Dema Org § child {Demo Organisation §) Demo Org 6 child Profile.  09/0525  16/05/25  06/05/25 Dractice Assessor | M Debbi Demo ddemo@email.com Mid Asssessment | Mew =
LA I | L 10 ¥ items per page 1-10of 1items

» Form Type — This will show whether the form is a Mid Assessment or a Final Assessment.
» Assessment Type — This will show the state of the assessment.
» Assessment Form — Click on to the Edit icon.

This will open a Practice Assessor midterm Placement Evaluation Form.
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Copy of a Default Practice Assessor Placement Evaluation Form:

Default PLF placement evaluation

Student: Student Simontest

Student Code: 888882227

Course: DEMO Course (SIMON -TEST-AD)

Organisation: Demo Trust > Demo Organisation 6 > Demo Org 6 child
Practice Assessor: Debbi Demo

Placement Period: 09/053/25 - 16/05/25

Form Type: Mid Asssessment

Date Due: 23/05/25

Date Submitted: Mot Yet Submitted

How much notice were you given that you would be supporting/supervising and/or assessing a student in practice

O 1weekorless O 2weeks O 3weeks O4weeks O more than 4 weeks

My allocated student contacted me/the placement area prior to the placement

OYes O No

The student was able to inform me of the learning outcomes/competencies/proficiencies they would be working towards during the placement

CYes ONeo

The student had completed their pre-placement documentation prior to commencing placement

CYes ONeo

| was able to meet with the student at the beginning of the placement to discuss how they could achieve the outcomes for the placement

CYes ONeo

Save Progress for Later '
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Link yourself to a student: S

As a Practice Assessor, you have the capability to assign yourself to a student that is attending the organisation.
» Ability to search for the student: Enter the student’s name and click Search.

Link myself to students

You may also be a Practice Assessor or Supervisor for the following students. If you are a Practice Assessor or Supervisor for these students, please add them to your list of allocated students

Search

Student Name, Email, Userid, Profile Name

B Export to C5V

9 Results Show ‘ v‘ ‘ @ Columns || D Reset |
B Expor: to Excel
Link as PA Forename Surmame Course Cohort Smart Card Organisation Start End Committed Date Tier 4
+ Sudent2 CHNWTrust DEMO-ART-THERAPY 1an 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 01/12/25 2812125 16/04/24 N
P Students CNWTrust DEMO-ART-THERAPY Jan 2024 Diemo Organisation 1 Placement One (Demo Organisation 1) 16/10/25 19/10/25 N
+ StudentS CNWTrust DEMO-ART-THERAPY Jan 2024 Demo Organisation 1 Placement One (Dema Organisation 1) 13/10/25 15/10/25 16/04/24 N
+ Student? CNWTrust DEMO-ART-THERAPY Jan 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 08/08/25 14/08/25 16/04/24 N
+ Student3 CNWTrust DEMO-ART-THERAPY Jan 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 01/08/25 26/10/25 16/04/24 N
+ Stugent3 CHNWTrust DEMO-ART-THERAPY Jan 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 01/09/25 26/10/25 16/04/24 N
+ Stugent 1 De Montfort DEMO Course Sep 2023 Do Organization 1 Placement One (Dema Organisation 1) 28/07/25 24/08/25 08/12/23 N
+ Stugent 2 De Montfort DEMO Course Sep 2023 Demo Organisation 1 Placement One (Dema Organisation 1) 28/07/25 24/08/25 08/12/23 N
+ Student? DEMO1 DEMO-NIDSWP May 2024 Demo Organisation 1 Placement Cne (Demo Organisation 1) 07/04/25 0470525 13/11/24 N
LA L 10 ¥ items per page 1-9of §items

nk as PA

» Click onto ‘+" icon, this will like as PA (Practice Assessor)
.|.

+ Link as PA
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Record Student Absences:

Record student absences

This gives you access to the Allocated Students.

> Click into the Search — Enter the student’s name and Click Search.

Allocated students

Search

Student Name, Email, Userld, Profile Name

B Export to C5V

14 Results Show | ] [ colomns ][ 2 reset |
@ Export to Excel
Forenamse Surnams Course Cohort Smart Card Organisation Start End Committed Date Tier 4
- Swudent! CMNWTrust DEMO-ART-THERASY Jan 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 0111228 28/12/25 16/04/24 N
& Swdent2 CMNWTrust DEMO-ART-THERASY Jan 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 01228 28/12/25 16/04/24 N
- Studentd CNWTrust DEMO-ART-THERADY Jan 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 16/10/25 19/10/25 N
F-1 SwudemsS CMNWTrust DEMO-ART-THERARY Jan 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 13/10/28 15/10/25 16/04/24 N
- Swudent2 CMNWTrust DEMO-ART-THERABY Jan 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 08/09/25 14/00/25 16/04/24 N
& Student3 CNWTrust DEMO-ART-THERADY Jan 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 01/09/25 26/10/25 16/04/24 N
- Student3 CNWTrust DEMO-ART-THERADY Jan 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 01/09/25 26/10/25 16/04/24 N
F-1 Swudent 1 De Montfort DEMO Course Sep 2023 Demo Organisation 1 Placement One (Demo Organisation 1) 28/07/25 24/08/25 08/12/23 N
P2 Student 2 De Montfort DEMO Course Sep 2023 Demo Organisation 1 Placement One (Demo Organisation 1) 28/07/25 24/08/25 0812/23 N
& Student2 DEMO1 DEMO-NIDSWP May 2024 Demo Organisation 1 Placement One (Demo Organisation 1) 07/04/25 04/05/25 13/11/24 N
o4 1 2 » H 10 ¥ items per page 1-10 of 14 items

» Click onto the ‘Edit’ icon - opens a pop-up window called Report Absence.
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Report Absence

This is to be completed to record a student absence.

Report Absence X

NewAbsenceEntry
Select Placement Start of absence End of absence Reasen
Select Placement Location e =] 8 Unknown Reason =

Placement hours missed

Total placement hours missed

Comments

» Select Placement — Select from drop-down list.
» Start of absence — Select a date via calendar icon.
» End of absence — Select a date via calendar icon.
» Reason — Select from drop-down list.
» Placement hours missed — Enter the number of hours that have been missed.
» Comments — enter a comment if required.
» Click Save.
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Testing: Practice Assessor / Supervisor Dashboard:

Process

| Path

| Action

Outcome

| P/F

Test 1 - Admin log in as

this user

Organisations > Contact List >
Named Contact Details

Click onto ‘Log in to PEMS as this user’
Click OK to confirm

Takes you to the contacts dashboard.

Test 2 — Accessing PA Assessment / Evaluation Forms

Home > Allocated Students

Search — Enter the Student’s names
Practice Assessor — Select from drop down list

Ability to search by student name
Ability to select correct Practice Assessor.

Click onto Edit Icon within the Assessment Form Colum

Home > Default Practice
Assessor Evaluation Form

Tick to answer questions

Enter text to answer questions
Click Save for later

Click Submit

Correctly shows ticked questions

Correctly shows text answers to questions.

Ability to save for later
Ability to successfully submit form.

Test 3 — Link yourself to

a student via portal button

Search Student

Home > Linked yourself to a
student

Search — Enter the student’s name
Click Search

Ability to search by student name
Shows correct student.

Click onto ‘+" icon
Drop down list will show the available PA (Practice Assessor)

Ability to link a PA to the student.

Test 4 Record Student Absences via portal button

Search Student

Home > Record Student
Absences

Search — Enter the student’s name
Click Search

Ability to search by student name
Shows correct student.

Click onto the ‘Edit’ icon

Opens a pop-up window called Report Absence

Record Absences

Home > Report Absences

Select Placement — Select from drop-down list.

Start of absence — Select a date via calendar icon.

End of absence — Select a date via calendar icon.

Reason — Select from drop-down list.

Placement hours missed — Enter the number of hours that have
been missed.

Comments — enter a comment if required.

Click Save.

Ability to accurately populated data and
successfully saves information.
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Placement Nominated Auditor Dashboard:

There will be portal buttons that are the same as the Placement Coordinator.

Dashboard Home

Organisation contacts ‘ ﬂ View mentor register ‘ n View PIN ‘ View & edit profile
Complete & view audits ‘
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Finance Officer Dashboard: Dashboard

Organisation Contacts:

Organisation contacts

Organisation Details Tab:

This information is explained on page 8.

Demo Organisation 1 Placement One

Organisation Details Contacts Bank Account

Demo Organisation 1 Placement One

Address Organisation ID
Demo Street 7631
Demoshire E-siiail

DA2 8DA e

placemetone@orgldemo.n
et

Reference ID
N/A
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Organisation Status
Active

Description

Telephone Notes
01864 123456

Organisation Type

Placement

Previous Names
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Contacts Tab:

This information is explained on Pages 9-13

Demo QOrganisation 1 Placement One

Organisation Details Contacts Bank Account

Search.

Q9

Contact Location @

= 4 A Marme Job Title Contact type Organisation E-rnil

* Local contacts:
= A 2 Demo Academic Link Lecturer Link Lectursr Demo Crganisation 1 Placement One demo-academicEtest.com
= A -3 Placement1 Educator Placement Assessor Placement Assessor Derno Organisation 1 Placement One Placement@Crg 1place.net
e A 2 Debbi Hinchliffe Placement Supsnisor Placemnent Supenvisor Dermo Organisation 1 Placement One dhinch@test.com
# 4 &  DebbiHinchliffe Link Lecturer Link Lecturer Demo Organisation 1 Placement One debbi hinchiiffe@test.com
# i A& Piplones Practice Mominatad Auditor Practice Mominated Auditor Demo Organisation 1 Placement One pi@email.com
# 4 & Placementz Mentor Practice Mominat=d Auditor Practice Mominated Auditor Demo Organisation 1 Placement One Placement2@orgiplacement2 net
# 4 & SimonMNewlogin Finance Officer Finarce Officer Demo Organisation 1 Placement One simontest@oxinst
& A = Simon Mewlogini Finance Cfficer Finamce Officer Demo Crganisation 1 Placement One SNewloginiEtestoom
= KN 2 Demo Provider Placement Co-ordinator Placement Co-ordinator Demo Crganisation 1 Placement One demo.coord @test.com
# 4 & DemoTest Mominated Auditor Mominated Auditor Demo Organisation 1 Placement One demo test@test.com
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Bank Account:

Administrators, Finance Officers and Placement Coordinators will be able to see this information tab. This information will not be available to any
other contact type.

Demo Organisation 1 Placement One

Organisation Details Contacts Bank Account

Bank Name Finance Officer 1
Sort Code Finance Officer 2
Account Number Finance Officer 3

B Save bank account changes

Bank Name: Enter Name of bank

Sort Code: Enter 6-digit number (removing the —). Example 142536
Account Name: Enter the Account Name.

Finance Officer 1,2 & 3: Enter the names of the Finance Officers
Click Save Bank Account Changes.

VVVYVYVY
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Testing: Finance Officer Dashboard:

Process

| Path

Action

Outcome

| PIF

Test 1 — Admin log in as this user

Organisations > Contact List >
Named Contact Details

Click onto ‘Log in to PEMS as this user’
Click OK to confirm

Takes you to the contacts dashboard.

Test 2 -Bank Account Tab

Editing Bank Account Details

Home > Organisation > Bank
Account Tab

Bank Name: Enter Name of bank

Sort Code: Enter 6-digit number (removing the -).
Example 142536

Account Name: Enter the Account Name.

Finance Officer 1,2 & 3: Enter the names of the Finance
Officers

Click Save Bank Account Changes.

Ability to accurately populated data and
successfully saves information.
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