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Introduction 
 

What is PARE? 

Online Practice Assessment Record and Evaluation (PARE) has been funded by Health Education 
England (North) since 2013 as  a way of providing you, your clinical assessor, and your university tutors 
with 24/7 access to your practice assessment documentation that can not be lost or damaged.  
Designed by a team hosted within the University of Chester, PARE is the result of a substantial 
collaboration of Northwest universities and healthcare provider organisations. 

Online PARE can be accessed from any web browser on any device, via the PARE website address: 
https://onlinepare.net , which will take you to the PARE Home Page: 

 

The Purpose of this Guide 
This Learner User Guide has been developed, as part of a range of PARE User Guides, to support the 

collaboration process of online practice record assessment and evaluation, and to ensure the full use 

of the features that PARE has to offer. The Guide focuses on the features available to all PARE users 

who have a Learner type of PARE account within an education provider or placement provider setting. 

Learners on PARE are usually students from HEI education providers (Higher Education Institutes, i.e. 

universities) including those following an Apprentice route, or increasingly, staff following a 

preceptorship programme within the placement provider organisation. Placements details are set up 

on PARE for each learner, according to the placement schedule undertaken by the learner during the 

course of their programme. 

Within the  placement provider setting, learners are supported by  placement educators, whose role 

is to liaise with their learners whilst on placement and, depending on the programme being followed, 

to work with the learner to complete and sign parts of the learƴŜǊΩǎ assessment documentation.   

As well as online practice assessment documentation, another core feature of PARE is the online 

evaluation facility, to support the timely online submission of learner evaluations at the end of each 

ƭŜŀǊƴŜǊΩǎ ǇƭŀŎŜƳŜƴǘ ŜȄǇŜǊƛŜƴŎŜΦ Within some regions, the evaluation is the NET Survey (National 

https://onlinepare.net/
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Education and Training Survey). Evaluation feedback is an integral part of the process of placement 

quality monitoring and enhancement.  

PARE is also utilised by most education provider programmes for the recording of practice hours. The 

online PARE timesheet offers many features to support the recording of different types of activity on 

placement, depending on the programme being followed.  

This Guide sets out in detail the use of these core features, as well as general PARE account 

management features. To summarise the main features for learners on PARE, one or more of which 

Ƴŀȅ ōŜ ƻŦ ǊŜƭŜǾŀƴŎŜ ǘƻ ŀ ƭŜŀǊƴŜǊΩǎ ŜŘǳŎŀǘƛƻƴŀƭ ǇǊƻƎǊŀƳƳŜΣ these are: 

¶ Online PARE placements details 

¶ Online PARE practice assessment documents 

¶ Online PARE or NETS practice learning experience evaluations  

¶ Online PARE timesheets 

If you are a learner reading this Guide, then your education provider will normally have provided you 

with general guidance on the use of PARE for your placement(s) and documentation. This will have 

included the features on PARE that are of relevance for your programme. If you are at all unsure, then 

your uƴƛǾŜǊǎƛǘȅΩǎ ǇƭŀŎŜƳŜƴǘ ƻŦŦƛŎŜ or module lead will be able to advise you further, or if you are on a 

preceptorship programme, a Senior Placements Admin (or PEF/Placement Education Provider) for 

your organisation. If your education provider is neither a university nor a healthcare provider 

organisation, then you will need to contact the person or department responsible for placements, 

ǿƛǘƘƛƴ ȅƻǳǊ ŜŘǳŎŀǘƛƻƴ ǇǊƻǾƛŘŜǊΩǎ ƻǊƎŀƴƛǎŀǘƛƻƴΦ  

 

Account Activation 
Education providers are responsible for setting up and managing learner accounts on PARE. If you are 

not sure if you are registered, you will need to let your education provider know as soon as possible. 

When a new account is created on PARE, the system generates a PARE account activation email, which 

is sent to your PARE account email address. If your education provider is a university, then your PARE 

account email address will be your university email address. If your education provider is another type 

of organisation, then your PARE account email address should be an email address for that 

organisation. When you receive confirmation that an account has been set up for you on PARE, it is 

advisable to save the PARE website to the favourites on your browser, or as a shortcut on your 

desktop. 

As part of your new PARE account set up process, you will receive a PARE account activation email, to 

set up a new password and to activate your new account. If you do not receive the account activation 

email in your email inbox, then you should check your spam/junk, in case the email is redirected there. 

Please advise your education provider if you have not received your account activation email, so that 

your education provider can check that your PARE account email ID has been entered correctly on 

your PARE account. If it needs to be corrected, then your education provider can send you another 

account activation email after correcting your account email address. If this is not the issue, then your 

education provider has the option to send you an activation link directly, in the event that the issue 

is due to your IT network blocking auto-emails from third party sites. 
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When you receive your account activation email, click on the activation link to complete the account 

activation process, which will take you to the following screens: 

¶ Verify Account Details: to verify your PARE account name and contact details, set up your 

password for the new account, and agree the Terms and Conditions. After clicking the Save 

button, you will be invited to log in to your account. 

¶ PARE Dashboard: on logging on to your new PARE account, the first screen that you will see is 

the PARE Dashboard. From this screen you can familiarise yourself with navigation around the 

PARE website. You may also wish to view your PARE profile screen, accessed from the PARE 

Dashboard, to check that the contact details entered for your new account are correct. 

 

 

The PARE Dashboard 
When you log in to your online PARE account, you will be presented with the Dashboard area of the 

site. From your PARE Dashboard you will be able to navigate to other areas of the website and return 

to the Dashboard at any time. The Dashboard contains certain key sections and links to many features. 

The following screenshots of the top and bottom sections of the PARE Dashboard demonstrate the 

features and links and are followed by a more detailed description of the main features. 

Please note that, depending on your PARE account setup, and whether or not learner documentation 

has been set up for you on PARE, your PARE Dashboard may not display all the sections shown in the 

screenshots, specifically the PAR Documents and Practice Record of Attendance sections. If you are a 

learner in the York & Humber region, your PARE Dashboard will not display these sections, but will 

display a couple of additional features, as detailed in the Dashboard ς York & Humber section. 

  

Account Activation 

Email ς  

Activation Button/Link 
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Dashboard Top Section  
  

 

 

 

¶ View Profile: Click on this button to view and update your PARE account details. You can also 

access your account details, including your PARE profile, via your account ID link at the top 

right corner of the website. 

 

¶ Notifications: Click on this link to access any messages the system has sent to your account, 

such as an evaluation or a timesheet reminder notification (see later section on Notifications, 

for further details). You can set preferences as to how often you receive reminder emails that 

you have unread notifications, via the View Profile button on the Dashboard, and selecting the 

Ψaȅ tǊŜŦŜǊŜƴŎŜǎΩ (or via your account ID link at the top of the website). 

 

¶ PARE Screen Navigation: Click on these screen navigation items to navigate between the main 

PARE screens, primarily the PAR Documents, Evaluation and your Dashboard screen, and also 

to access the PARE newsfeed, help, and contact details screens. 

 

¶ Your PAR Documents: A practice assessment record (PAR) document image will display for 

each PAR document that has been set up for you on PARE. Click on the image to access the 

View 

Account 

Profile Your  

PAR 

Documents  

  

Notifications 

link 

PARE 

Screen 

Navigation 

Account ID ς 

Log In / Out 

Home 
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document. This section displays document images as a carousel feature, so if there are more 

documents to display than are currently viewable in this section, you will see an arrow to the 

right of the section, to enable scrolling through the documents. Note that this section does 

not display if you do not have any PAR documents set up on PARE. 

 

¶ Your Timesheets: Timesheet details are listed here for each timesheet that you have set up 

on PARE. This section does not display if there are no timesheets set up for you on PARE. The 

timesheet for the most recent placement displays in the Placement drop-down box, by default, 

along with the placement details and the total number of signed off hours (if any). As you start 

to complete a timesheet on PARE, you will notice that this section also displays a graphical 

representation of your completed hours: 

 

 

Click on the Total Program Hours down arrow to expand the section, and to display the overall 

completed practice hours totals for your whole programme. Please note that the totals 

displayed will depend on the type of practice activity recorded on PARE for your particular 

programme: 

 

Please Note: Only hours that are verified by a clinical assessor or tutor appear in the totals 

¶ Placement Details: click on the ƎǊŜŜƴ ΨView aȅ tƭŀŎŜƳŜƴǘǎΩ ōǳǘǘƻƴ ƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ǘƻ ƻǇŜƴ 

ǘƘŜ Ψaȅ tƭŀŎŜƳŜƴǘǎΩ ǎŎǊŜŜƴΣ ŦǊƻƳ ǿƘƛŎƘ ȅƻǳ Ŏŀƴ ŀŎŎŜǎǎ ŦǳǊther details for each placement, 

including the placement profile, that has been set up for you on PARE. See later section on 

Placements. 

 

¶ Account ID - Log In/Out: Click on your user account ID at the top right of the website, to log 

in and out of the website, and to access your account details when logged in. Via this link you 

can access your PARE profile (My Profile) and notifications (My Messages), and setup 

preferences regarding how often you wish to receive notifications (My Preferences). 

 

Placement  

Timesheets 
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Dashboard Bottom Section  

 

 

 

Outstanding Evaluations: If used by your university, this section lists outstanding evaluations, 

displaying the placement name, start and end date, for current placements and placements due to 

start up to four weeks into the future. The evaluation is not normally completed until towards the 

end of the placement or immediately after. It is important that the evaluation is completed within a 

few weeks of the end of the placement, as it will no longer be displayed on the dashboard after this 

time (for most programmes). Feedback on a placement experience is required as close to the 

experience as possible. To open an evaluation from this section, click on the placement name details, 

or the View icon (document image). 

Completed Evaluations: If used by your university, the details for all placement evaluations that you 

have completed and submitted on PARE will be displayed in this section. Completed evaluation 

records also include options for printing a placement certificate, downloading a PDR of the evaluation, 

PARE 

Newsfeed 

Items 

Placement Details 
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Evaluations 

 

 
Completed 

Evaluations 

Add a 

Placement 

Useful 

Downloads  

Account ID ς Log In / Out 



 

11  
 

and the View icon (document image) to open the evaluation for viewing. Hover the cursor over the 

Options image icons displayed for each completed evaluation record, to open the hint text that 

describes each of these features. 

Add a Placement: This section may or may not display, depending on your programme. In addition, 

depending on your programme, the section may display as Ψ!ŘŘ ŀ {ǇƻƪŜ tƭŀŎŜƳŜƴǘΩ or Ψ!ŘŘ ¢ƛƳŜ 

aŀŘŜ ¦Ǉ ¢ƛƳŜǎƘŜŜǘΩ. The section displays a button to open a window for selecting a PARE placement 

and entering the placement start and end dates. Depending on the programme, a PARE evaluation 

and/or timesheet will be set up for the placement, and the details displayed on your PARE Dashboard. 

See the Add Placement section of this Guide for further details. 

Useful Downloads: This section contains useful downloads, including User Guides such as this one. 

PARE Newsfeed Items: This section lists news releases by the PARE team, including information 

regarding new features on PARE, and news items from across the PARE community. 

 

Dashboard (York & Humber) 
The Dashboard features available to learners in the York & Humber region are mostly the same as the 

standard PARE Dashboard, as detailed in the previous section, except that the Evaluation sections are 

referred to as ΨNET SurveysΩ, and a green ΨPlacement ProfilesΩ menu bar and ΨAdd NET SurveyΩ feature 

are displayed at the top of the Dashboard. You can also download a list of the NET Survey Questions 

in the Useful Downloads section of the Dashboard: 
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Search Placement Profiles Link: Clicƪ ƻƴ ǘƘƛǎ ƭƛƴƪ ǘƻ ŀŎŎŜǎǎ ǘƘŜ Ψ{ŜŀǊŎƘ tƭŀŎŜƳŜƴǘ tǊƻŦƛƭŜǎΩ ǎŎǊŜŜƴΣ ǘƻ 

locate the PARE placement name for your placement area. See later section on Placements in this 

Guide, for further details. 

Add NET Survey: /ƭƛŎƪ ƻƴ ǘƘŜ ƎǊŜŜƴ Ψ!ŘŘ b9¢ {ǳǊǾŜȅΩ ōǳǘǘƻƴ ǘƻ ƻǇŜƴ ǘƘŜ !ŘŘ b9¢ {ǳǊǾŜȅ ǇƻǇ-up 

window, in order to add your placement area details, including start and end dates, for a new NET 

Survey. See later section on Adding a NET Survey in this Guide, for further details. 

Outstanding NET Surveys: This section lists any outstanding NET Surveys, as for Outstanding 

Evaluations on the standard PARE Dashboard, detailed in the previous section. In addition, a Delete 

feature is available for NET Surveys, so that NET Surveys added in error (for an incorrect placement 

area, dates, or as a duplicate for example) can be removed. Click on the red cross Delete icon, to 

delete the associated NET Survey evaluation.  

Completed NET Surveys: This section lists any completed NET Surveys, as for Completed Evaluations 

on the standard PARE Dashboard, detailed in the previous section. The same options are available, 

for printing the NET Survey placement certificate, downloading the NET Survey document as a PDF, 

and to view the NET Survey. 

NET Survey Questions: Click on the download icon, to view and download a list of the NET Survey 

questions (as a PDF document). This is a useful reference for the evaluation of your placement 

experience, throughout the duration of the placement. 

 

My Profile  
It is advisable to review your PARE account details on first using your account, in your PARE ΨMy 

ProfileΩ screen. This can be accessed via the View Profile button on your PARE Dashboard, or via your 

account ID link at the top of the website.  If any of the details in your profile are incorrect, apart from 

your Mobile Phone Number which is updateable, you will need to contact your education provider to 

request that your details are amended. Your profile also contains a link to change your password. 

Clicking on the link opens the Change Password pop-up window to enter your new password details. 
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Change 
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NB: Any information you add to a data entry screen on PARE has to be saved by clicking on 
ǘƘŜ Ψ{ŀǾŜΩ ōǳǘǘƻƴΦ Be sure to click the Ψ{ŀǾŜΩ button before you leave the screen or you 
could lose your additions. 

 

Password Recovery 
If you ever forget your password and are unable to login, ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ΩCƻǊƎƻǘ tŀǎǎǿƻǊŘΚΩ 

link in the login box: 

 

 

 

This link opens the Password Recovery window. You will need to enter your PARE account email 

address, your student ID if this is specified on your PARE profile (otherwise this can be left blank), and 

answer a random addition question as a security measure: 

 

hƴ ŎƭƛŎƪƛƴƎ ǘƘŜ ƎǊŜŜƴ ΨwŜŎƻǾŜǊ tŀǎǎǿƻǊŘΩ ōǳǘǘƻƴΣ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǎŜƴŘ ȅƻǳ ŀ ǊŜǎŜǘ ǇŀǎǎǿƻǊŘ ŜƳŀƛƭ 

containing the link to set up a new password and to log in to your account. If you cannot get past this 

password screen, then contact your education provider to verify your PARE account Email and Student 

ID details. 

 

Notifications 
The notification feature on PARE is a core feature to support the communication of all relevant actions 

regarding learner PARE documentation amongst the appropriate users associated with the 

documentation.  For example, if you have a PAR document set up on PARE, and the Placement 

Educator Lead (ward/team manager) for the placement assigns you a Practice Assessor/Educator for 

your PAR document, a notification will be sent to your account informing you of the assignment, and 

an email sent to your email address informing you that you have an unread notification. 

Next time you log on to PARE, you will also see an indicator against the Notifications link on the top 

bar of the web site, informing you that you have unread notifications. If you click on this link, you can 

access tƘŜ Ψaȅ aŜǎǎŀƎŜǎΩ ǎŎǊŜŜƴΣ ŦƻǊ ǾƛŜǿƛƴƎ ŀƴŘ ƳŀƴŀƎƛƴƎ ŀƭƭ ȅƻǳǊ ǎȅstem notifications. The same 

PARE 
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screen can also be accessed via the View Profile button on your PARE Dashboard. My Messages 

displays all your system-generated notifications, with an indication of those that have been read 

(green tick) and those that remain unread (red cross). 

 

  

 

 

Click on the document icon in the view column, or notification text, to open up the notification 

associated with the notification. Most notifications will include a button, via which a document or a 

specific page within a document, can be directly accessed. 

 

  
 

 

Throughout your involvement with the PARE assessment documents and/or timesheets, you will see 

notifications informing you of activity on the documentation, including document updates, signature 

additions and removals by others involved with the PAR document, as well as reminder notifications 

where you have yet to complete certain parts of your documentation. If you are only using PARE for 

evaluations/NET Surveys, you will also receive notifications, to remind you when evaluations/NET 

Surveys are due for completion.  

 

For all notifications that remain unread in your My Messages screen, you will receive reminder 

notifications. You can adjust the frequency that these are sent out, in the My Preferences screen, 

from the default two email notifications per week, to daily, weekly, or never send. This last option is 

not recommended unless you are leaving your programme. You also have the option in this screen, 

to adjust evaluation notification preferences, from the default of 2 days before the closing date to a 

week before the closing date. 

Read/ 

Unread 
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View Notification 
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Document Button 
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Once your account is activated and you have explored your PARE Dashboard, reviewed your PARE 

profile, and read any notifications, you are ready to use the PARE system. The main areas of the PARE 

system that a learner has access to on PARE, are explained in detail throughout the rest of this Guide, 

namely your Placements, PAR Documents, Evaluations, and Timesheets. In addition, the Guide 

includes a useful section for FAQ & Further Help. The PARE team always welcomes feedback on the 

features provided by online PARE, including supporting help materials such as this Guide. New 

features are being added all the time, in response to feedback and requests from the PARE community 

of users. Please keep an eye on the PARE newsfeed for further information on new feature releases. 

 

Whilst your education provider is best placed to answer general queries relating to learner 

documentation assignment and completion, placement staff are available to support and guide you 

on placement. In most placement provider settings, ward managers/team manager with PARE 

Placement Educator Lead accounts are available to manage Assessor/Educator assignments for their 

placement areas, and can also offer additional support for many PARE related queries, alongside your 

placement educators and education providers. Most organisations also have Placement Senior Admin 

PARE users, who manage the placements across their organisation, and will also be able to offer you 

support.  

 

Should you have any technical issues with your use of PARE, then the PARE team can be contacted for 

further advice and support (please see the PARE team contact details at the end of this Guide).  
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Placements  
 

Placement Access 
An essential step for online PARE assessment, evaluation, and/or hours recording, is the setting up of 

the correct details for your placement area on PARE. Where applicable, education providers manage 

the uploading of the majority of the placement details on to PARE for all their learners. The PARE 

placement details will identify the PARE organisation and placement name, as well as your start and 

end dates for the placement. In addition, many PARE placements have an associated Placement 

Profile, which may include information such as the location details, the type of healthcare 

environment that you will be joining, accessibility and learning resources, shift patterns, and 

placement provider/education provider contact details whilst on placement. 

In some regions, PARE learners also have the facility, depending on their programme, to add a 

placement via the Ψ!ŘŘ {ǇƻƪŜ tƭŀŎŜƳŜƴǘΩ ƻǊ  Ψ!ŘŘ ¢ƛƳŜ aŀŘŜ ¦Ǉ ¢ƛƳŜǎƘŜŜǘΩ features. These features 

enable selection of a PARE placement, and entry of placement start and end dates in order to set up 

the placement details at the same time as creating the associated placement evaluation and/or 

timesheet (see the Ψ!ŘŘ tƭŀŎŜƳŜƴǘΩ section in this Guide for further details). 

In the York & Humber region, learner placement details may be either uploaded by the education 

provider, or alternatively, the learner may set up their own placement details, as part of the Ψ!ŘŘ b9¢ 

{ǳǊǾŜȅΩ ŦŜŀǘǳǊŜ that can be accessed directly from the learner Dashboard. This adds a PARE placement 

to the learner PARE profile, at the same time as creating a NET Survey for the placement. 

All the placements set up for you on PARE, either by your education provider, or by yourself, may be 

viewed and accessed from your PARE Dashboard (see earlier section on the PARE Dashboard), and 

also via the My Placements screen and the Placement Profiles screen as detailed in the following 

sections. The steps for adding a placement, or a placement for a NET Survey (York & Humber region) 

are also further outlined in these sections. 

 

My Placements 
When a placement is set up for you on PARE by your education provider, or you add your own 

placement by using the Add Spoke Placement, Add Time Made Up Timesheet, or the Add NET Survey 

feature (where applicable), the placement details are available for you to view from your PARE 

Dashboard. The placement name, and start and end dates will appear in the Evaluations and/or 

Practice Attendance Dashboard sections, and further placement details can be accessed by clicking 

ƻƴ ǘƘŜ ƎǊŜŜƴ Ψ±ƛŜǿ aȅ tƭŀŎŜƳentΩ button.  

¢Ƙƛǎ ƻǇŜƴǎ ǘƘŜ Ψaȅ tƭŀŎŜƳŜƴǘǎΩ ǎŎǊŜŜƴ ǿƘƛŎƘ displays the placement details for all placements linked 

to your PARE profile, including placements about to start, as well as any current placements and 

completed placements. Click on the placement name or the Placement Details view icon for a selected 

placement in this screen, to open the Placement Profile for the placement. 
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Search Placement Profiles (Dependent on region) 
If you are a learner in the York & Humber region for example, you can access the Placement Profile 

for any PARE placement in your region from the green Placement Profiles menu bar at the top of your 

Dashboard. This may be useful prior to adding a NET Survey, to help you to identify the correct PARE 

placement name for the placement area you are to be evaluating, as well as providing information 

about the placement location and environment itself. 

/ƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŜŀǊŎƘ tƭŀŎŜƳŜƴǘ tǊƻŦƛƭŜǎΩ ƭƛƴƪ ƛƴ ǘƘƛǎ ōŀǊΣ ǘƻ ƻǇŜƴ ǘƘŜ {ŜŀǊŎƘ tƭŀŎŜƳŜƴǘ tǊƻŦƛƭŜǎ ǎŎǊŜŜƴΦ 

Once you have located the placement via this screen, you can click on the View icon to open the 

Placement Profile for the selected placement. 

 

 

 

In the Search box, enter a text string to help narrow down the resulting placements returned by the 

search. The Trust/Organisation box defaults to All Trusts/Organisations, but if you know the 

organisation name, you can select this from the drop-down list. In the Search Type box, you can 

specify how the search is to match records against the character string entered in the Search box: 

Search Type option: 

¶ Search Placement Name Only 

¶ Search Placement Name & Address 

¶ Search Placement Name & Address & Profile 

 

Click ƻƴ ǘƘŜ ƎǊŜŜƴ ΨSearch tƭŀŎŜƳŜƴǘǎΩ ōǳǘǘƻƴΣ ǘƻ ǊŜǘǳǊƴ ǘƘŜ ǊŜǎǳƭǘǎ ƻŦ ǘƘŜ ǎŜŀǊŎƘΦ Lƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ 

example, all placements ǿƛǘƘ Ψ²ŀǊŘΩ ƛƴ ǘƘŜ ƴŀƳŜ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ŦƻǊ ǘƘŜ ǎǇŜŎƛŦƛŜŘ ƻǊƎŀƴƛǎŀǘƛƻƴΥ 

View 

Placement 

Profile Link 

Placement Start and End Dates 

Search 

Box: Search Type 

Drop-Down 

Selector 

Placement Name 
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The View Profile icons indicate whether the placement profile is available for display: 

¶ Document icon: Placement profile is available to view 

¶ Question Mark icon: Placement profile has not yet been created. 

Click on a placement Document icon to open the Placement Profile for a selected placement. 

 

Placement Profile 
The Placement Profile screen accessed either via the My Documents screen, or the Search Placement 

Profiles screen (where applicable), contains several sections. By default, the first section, Site Details, 

is displayed in full when you first open the Placement Profile for a selected placement. The other 

sections initially display just the section title but can be expanded to display the full details for the 

section, as and when required, by clicking the laǊƎŜ ΨҌΩ icon to the right of the relevant placement 

ǎŜŎǘƛƻƴΦ ²ƘŜƴ ŀ ǎŜŎǘƛƻƴ ƛǎ ŜȄǇŀƴŘŜŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ-Ψ ƛŎƻƴ ǘƻ ƳƛƴƛƳƛȊŜ ǘƘŜ ǎŜŎǘƛƻƴ ŀƎŀƛƴΥ 
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The Placement Profile sections for a standard Placement Profile are: 

¶ Site Details: Location details and main contact number 

¶ Placement Details: Type of placement, description, client group, and care provision details. 

¶ Accessibility & Learning: Additional information, including accessibility at the location, 

parking/transport, resources available, suggested reading, learner types supported, and 

learning opportunities/outcomes. 

¶ Spokes & Short Visits:  

¶ Shift Patterns: Shift type (e.g. Morning Shift, Night Shift), Shift start and end times, and Total 

Time on shift. 

¶ Placement Educator Leads/Placement Senior Admins: The name and email address of 

Placement Educator Leads for the placement area, and Placement Senior Admin for the 

organisation, where these staff are for the same profession as the profession specified on your 

PARE profile. 

¶ Academics Assigned to Placement Area: The name and email address of your university staff 

linked to the placement area on PARE, where these staff are for the same profession as the 

profession specified on your PARE profile. 

Note that some Placement Profiles may only display the Placement Details and the last two contacts 

sections, if the Placement Profile is currently withdrawn from publication due to a review of the 

placement details, or the full Placement Profile details have yet to be provided. 

The information available for a Placement Profile should help you locate and settle into your 

placement experience environment. If you find, once you are on your placement experience, that any 

of the details are no longer correct for the Placement Profile, then please let the Placement Educator 

Lead/Placement Senior Admin know, or you education provider, so that the Placement Profile can be 

updated, to support learners on future placements. 

 

Add Placement 
For some learners, your PARE Dashboard may display an Ψ!ŘŘ {ǇƻƪŜ tƭŀŎŜƳŜƴǘΩ ƻǊ Ψ!ŘŘ ¢ƛƳŜ aŀŘŜ 

¦ǇΩ ǎŜŎǘƛƻƴΣ to set up placement details and attach a placement evaluation and/or timesheet 

(depending on the programme) automatically at the same time. Learners in the York & Humber region 

will see the Add NET Survey feature on the PARE Dashboard, in order to add a NET Survey (see the 

Add NET Survey section of this Guide) 

 

 

 

Ψ!ŘŘ {ǇƻƪŜ 

tƭŀŎŜƳŜƴǘΩ 

PARE 

Dashboard 

Section 

Ψ!ŘŘ ¢ƛƳŜ aŀŘŜ 

¦Ǉ ¢ƛƳŜǎƘŜŜǘΩ 

PARE Dashboard 
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Clicƪ ƻƴ ǘƘŜ ƎǊŜŜƴ Ψ!ŘŘ {ǇƻƪŜ tƭŀŎŜƳŜƴǘΩ ōǳǘǘƻƴ ǘƻ ƻǇŜƴ the Add Spoke Placement window (or the 

ƎǊŜŜƴ Ψ!ŘŘ ¢ƛƳŜ aŀŘŜ ¦Ǉ ¢ƛƳŜǎƘŜŜǘΩ ōǳǘǘƻƴ to open the Add Time Made Up Timesheet window). 

This window will require you to select the organisation and placement names from the drop-down 

lists, and the start and end dates from the calendar pop-ups that are displayed on accessing the date 

items. The start date cannot be more than two weeks in the future, and if entering placement details 

for a recently completed placement, then the end date must be more than six weeks in the past.  

Depending on the programme, there may also be a Timesheet Required? box that defaults to Yes and 

may or may not be updateable. Click on the Save button to complete the action, and to view the 

placement details on your PARE Dashboard. You will see the placement name, start and end date 

displayed in the Outstanding Evaluations section of the PARE Dashboard, if the action created an 

evaluation for the placement. The Timesheet placement name and dates will be displayed in the 

Practice Record of Attendance section, if the action created a timesheet for the placement. You may 

need to select the placement name from the Placement drop-down box to view the timesheet details. 
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PAR Documents 
 

PAR Document Access 
If you are using PARE for your practice assessment record (PAR) document, the PAR document should 

be available for you to access as soon as your placement details have been uploaded on to PARE and 

the PAR document activated for the placement. This process is managed by whoever is responsible 

ǿƛǘƘƛƴ ȅƻǳǊ ŜŘǳŎŀǘƻǊ ǇǊƻǾƛŘŜǊΩǎ ƻǊƎŀƴƛǎŀǘƛƻƴ ŦƻǊ ƳŀƴŀƎƛƴƎ ǘƘŜ ǇƭŀŎŜƳŜƴǘǎ, such as your placement 

office if your education provider is a university, or your Placement Senior Admin if you are on a 

preceptorship programme. Depending on your university/profession, your education provider may 

ǊŜŦŜǊ ǘƻ ǘƘŜ t!w ŘƻŎǳƳŜƴǘ ōȅ ŘƛŦŦŜǊŜƴǘ ǘŜǊƳƛƴƻƭƻƎȅ όŜΦƎΦ Ψt!5ΩΣ Ψt!bΩΣ Ψ/!¢Ω ŜǘŎΦύΦ ¢ƘŜ ǘŜǊƳ Ψt!wΩ ƛƴ 

this Guide refers to all these assessment documents. 

Please note that your placement details may be displayed on the screen before you see your PAR 

document displayed. Your education provider may give you an indication of when you should expect 

to see your PAR document available on PARE, but if in doubt, and your placement start date is 

approaching, then it is advisable to contact your education provider.  

When your PAR document is activated for your placement, you will see the document image icon in 

the PAR Documents section of your Dashboard. The PAR Document image contains a placement 

details section that lists all the placements that have been set up for your PAR document (some PAR 

documents will only contain the one placement).  

 

 

Each listed placement can be expanded (by clicking on the arrow to the right of the placement name) 

to display more details including the placement dates, a link to the placement timesheet, and the 

assigned Practice Assessor/Educator for the placement (if applicable). The PAR document itself can 

be accessed by double-clicking on the PAR Document image.  
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PAR Document Practice Assessor/Educator Assignment 
For the majority of programmes on PARE, the PAR Document supports assignment of a Clinical 

Educator / Assessor. A Practice Assessor, along with Practice Supervisor, are roles defined by the 2018 

NMC standards for nursing and midwifery professions, but may also be known as a Placement 

Educators / Mentors or Clinical Teachers by other professions. The Placement Educator Leads/ 

Placement Senior Admin are responsible for managing the assignment of Placement Educators with 

the appropriate qualifications to assess and sign off the main assessment sections of the PAR 

Document. PAR Documents for some professions on PARE also make use of further levels of access 

for sections of the document and may have a higher level role defined as the Sign Off Clinical or 

Practice Educator.  

You can view the Practice Assessor/Educator assignments, for your PAR Document, if applicable, on 

the PAR Document image on your PARE Dashboard. Your document Access Settings (see the Grant 

PAR Document Temporary Access section in this Guide) also lists all Practice Assessors/Educators 

assigned to your PAR Document. 

 

When a Placement Educator Lead/Placement Senior Admin assigns a Practice Assessor/Educator to 

your PAR Document, the Practice Assessor/Educator will be able to access your PAR Document 

directly from their PARE Dashboard when they are logged into PARE via their own PARE account login. 

In addition, a supporting Practice Supervisor/Educator may also be assigned by a Placement Educator 

Lead/Placement Senior Admin. Other placement staff for your placement area and profession may 

also be able to access your placement from their Assessments screen if required. 

If you have any issues with Practice Assessor/Educator assignment for your PAR Document on 

placement then you will need to contact the Placement Educator Lead for your placement area, or a 

Placement Senior Admin for the organisation, to advise you further. If a Practice Assessor/Educator 

has been assigned but is unable to access your document, or another member of staff on the 

placement is unable to access your document, then you may need to grant them temporary access 

(see next section). Also, see the FAQ section at the end of this Guide. 

Practice Assessor/Educator 

Assignment for Placement 
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Grant PAR Document Temporary Access  
Your PAR Document is available from your Practice Assessor/EducatorΩs PARE Dashboard for up to 

four weeks after the end date of your placement, after which, your PAR document is no longer 

accessible. Should your Practice Assessor still need access, then you can grant temporary access, using 

the Grant Temporary Access feature that is available from the front page of your PAR Document, or 

the PAR Document ΨGrant AccessΩ menu item. You must be logged in to PARE via your own PARE 

account login, to access these features. Access is enabled for a two-week period each time it is 

granted. Please note that for some professions, you cannot grant a placement educator access to your 

PAR Document as a Practice Assessor/Educator, unless the placement educator has been assigned as 

a Practice Assessor/Educator for your PAR Document previously. 

Some professions may also grant temporary Supervisor access to other members of staff on the 

placement, to complete and sign sections of your PAR Document that do not require the Practice 

Assessor/Educator higher level of access. You can also use this feature to enable access to your PAR 

document if your placement has been set up as a spoke placement with no direct PAR Document 

assigned to it, so that a placement member off staff can access the PAR Document from their own 

PARE account login. Alternatively, spoke staff with a PARE account will be able to sign relevant 

sections of your PAR document if you are completing the PARE document sections together on the 

same device, and you are logged into PARE via your own PARE account login (see section on Signing 

±ƛŀ !ƴƻǘƘŜǊ ¦ǎŜǊΩǎ [ƻƎƛƴ ƛƴ ǘƘƛǎ DǳƛŘŜύΦ 

To grant temporary access, click on the Document Settings link on the front page of your PAR 

Document, ƻǊ ǘƘŜ ΨDǊŀƴǘ !ŎŎŜǎǎΩ ƳŜƴǳ ƛǘŜƳ ōǳǘǘƻƴΣ ǘƻ open the Access Settings window: 

 

 

 

 

 

In the Access Settings pop-up window, you can select an existing Practice Assessor/Educator for the 

granting of temporary access, or you can enter the PARE account email address of a placement 

member of staff to grant temporary access (although for some nursing and midwifery professions, 

this may not enable access to Practice Assessor/Educator sections of the PAR Document). 

Document Settings link  

to Grant Access 

PAR Document Front Page 

Grant 

Access 

Button 
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In the Practice Assessors/Educators section of the pop-up, the Status will show as a green tick with 

ǘƘŜ ƭŀōŜƭ ΨIŀǎ !ŎŎŜǎǎΩ, if a  Practice Assessor/Educator currently has access to the document, else a 

ǊŜŘ ŎǊƻǎǎ ǿƛǘƘ Ψ!ŎŎŜǎǎ 9ȄǇƛǊŜŘΩ ƛǎ ŘƛǎǇƭŀȅŜŘ ŀƴŘ ǘƘŜ ƎǊŜŜƴ ΨDǊŀƴǘ ¢ŜƳǇƻǊŀǊȅ !ŎŎŜǎǎΩ ōǳǘǘƻƴ ƛǎ ŜƴŀōƭŜŘΦ 

For any PARE users that you have granted access to in the ΨUsers with Temporary AccessΩ section, the 

access record (name, email address and role) is displayed, along with the access expiry date. 

 

PAR Document Academic Assessor/Personal Tutor Assignment 
Most PAR Documents on PARE support the assignment of university staff to your PAR Document, for 

both assessment and as contacts for support. For nursing and midwifery PAR documents (NMC 2018 

standards), an Academic Assessor and Personal Tutor may both be assigned to your PAR Document, 

with their names and email addresses displayed at the top of the front page of your PAR Document. 

The assignment is made by your universityΣ ŀƴŘ Ψbƻǘ ŀǎǎƛƎƴŜŘΩ ǿƛƭƭ ōŜ Řisplayed until the assignments 

have been made. If you have any queries regarding the assignments, you will need to contact your 

university. 

 

 

Other professions often display the Personal Tutor (also referred to as Academic Advisor) on the front 

page, and some PAR DocǳƳŜƴǘǎ ŜƴŀōƭŜ ȅƻǳ ǘƻ ǎŜƭŜŎǘ ŀ ǇŜǊǎƻƴŀƭ ǘǳǘƻǊκŀŘǾƛǎƻǊΩǎ name from a drop-

down list of university staff for your profession, on the front page of your PAR Document. 
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The Practice Assessment Record (PAR) 
Your PAR document has a standard front page with features that appear on the front page of all 

assessment documents on PARE. All PAR documents display learner detail items and the document 

title according to the profession and level of assessment. Most documents will also display a university 

(or other educator provider) specific logo, and university Practice Assessor and/or Personal Tutor 

information. In addition, there are standard menu and page navigation buttons: 

 

  

 

 

¶ Page Navigation: All pages of the PAR document display page navigation buttons at the 

bottom of the screen, to move backwards or forwards through the document (Next and 

Previous buttons). This is in addition to the arrows displayed to the right and left side of the 

screen, and in addition to navigating directly to a page via the Contents menu item (see section 

on PAR Document Contents) 

 

¶ Menu items: The menu items will display either as a vertical bar to the side of the screen, or 

a horizontal bar along the bottom of the screen, depending on the device that PARE is being 

accessed from. The items displayed will also be dependent on the assessment document, and 

the access permissions of the logged in user. Standard menu items for learners include: 

 

o Contents: Displays contents list of pages in the document. Clicking on a page title in the 

list takes you directly to that page in the PAR document.  The list of pages displayed will 

also include the Contents page for the document, which is a useful page to view the status 

of page sign off throughout the document (see section on PAR Document Contents). 
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o Discussion: This takes you to the Discussion Board for the PAR document, for posting 

comments for your placement educator/university staff to read, and vice versa.  

o Grant Access: Opens the Access Settings screen, to enable you to grant temporary access 

to a Practice Assessor/Educator for a placement on your PAR Document. You may also 

grant other members of placement staff access to the PAR document (see earlier section 

on Granting PAR Document Temporary Access in this Guide). 

o Evaluations: This opens the Evaluations panel for the PAR Document and displays an 

Evaluation overview for  placements linked to the document, including the number of 

questions answered for each section, whether the section is complete or not, and a View 

link (pencil edit icon), to open an Evaluation selected page. Note that evaluations already 

submitted will not be editable. 

o  
o Timesheets: This takes you to the timesheets panel, which lists all timesheets for 

placements linked to the PAR document. Click on the edit symbol against a timesheet 

(pencil icon), to open the timesheet. 

o  
o Other Documents: This opens the Other Documents panel, listing any other PAR 

documents linked to your PAR profile. In addition, some professions have additional 

documents for you to reference or complete, such as the Ongoing Achievement Record for 

nursing and midwifery. Click on the View link for a document item in the list to open the 

document. 

o  
 

 

PAR Document Contents  
Clicking on the Contents menu item opens the Contents list of pages for the document, to enable 

navigation directly to a specific page of the PAR document. Each PAR document also contains a 

Contents page to provide an overview of the signed and unsigned pages within the document: 

Evaluation 

Overview for a 

PAR Document  

Placement 
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Document 

Other Documents 

list  
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Clicking on the Contents menu item button opens the Contents panel with the list of pages within 

the PAR document, including the Contents page. 

 

The Contents page shows, at a glance, page signatures that have been supplied and those that have 

not. A tick indicates signed, a red cross indicates unsigned. Some assessment documents block later 

pages from being accessed until earlier pages have been signed off, so the Contents page can be a 

useful page to view sign off status. In addition to the tick and cross, a no-entry symbol may also be 

displayed against Contents pages for some PAR documents. This indicates that the page is a multi-

record page, for the user to add records if and when required, and that no records have actually been 

created (pages for recording additional interviews or support visits, for example).  

 

Editing the PAR Document 
Access for data entry and electronic signing within a PAR document is restricted, so that access is only 

enabled for those users who are authorised to have access. You will therefore have access to data 

entry items that are applicable for learner data entry, whilst placement staff will only have access to 

those items applicable for placement staff data entry. University staff, such as academic assessors or 

personal tutors, also have access to just those PAR document date entry items that are applicable for 

university staff access. The same access criteria applies to the electronic signatures within the PAR 

document.  

In addition, some PAR documents, including those for the nursing professions, have the additional 

Practice Assessor/Educator restricted access level. Only placement educators assigned as the Practice 
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Assessor/Educator will have access to items labelled as such in the PAR document. This includes items 

that are for data entry, as well as signature items. 

Access to data entry items is clearly denoted in the PAR documents. Greyed out boxes indicates access 

is disabled for the currently logged in user. Hovering the cursor over the item will show a red no-entry 

sign. White boxes mean that access is enabled and signature items show as green buttons if access is 

enabled. If you do not have access to a data item or data signature to which you would expect to have 

access, or your placement educator is unable to access an item, then see the FAQ & Further Help 

section at the end of this Guide.  

The following example of a PAR Document page shows features that appear on all PAR document 

pages such as the page titles and navigation buttons, as well as those that are applicable for data 

entry pages: 

 

 

 
 
 
NB: Any information you type in a PAR document has to be saved by clicking on 
ǘƘŜ Ψ{ŀǾŜΩ ōǳǘǘƻƴΦ Be sure to click the button before you leave a page or you could 
lose your text. 
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