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Introduction

What is PRE

Online Practice Assessment Record and EvaluafAREhas been funded by Health Education
England (North) since 2053 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 kted wthin the University of ChesteRARE is the result of a substantial
collaboration of Northwest universitieand healthcare provider organisations.

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

M Govenance ~ & Notifications @) ~ & Test Educator ~

DASHBOARD  ASSESSMENTS NEWS HELP  CONTACT US

Edge Hill  University of 844 T S
> tniversity Cl;rﬁb}ila"d' gm\n:uun ‘*1)40 Of

Welcome To The Practice Assessment Record & Evaluation Tool Pan North West
The Onl on Nurse Resources

ThePurposeof this Guide

ThisLearnerUser Guide has been developed, as part of a range of PARE User Guides, to support the
collaboration processf online practice record assessment andgiluation andto ensurethe full use

of the features that PARE has to offdite Guide focusesn the features available to all PARE users
who have d_earnertype of PARE account within an education provideplacement providesetting

Learnerson PARMRre usually students frorHEI education providel$ligher Educatioimstitutes i.e.
universiies) including thosefollowing an Apprentice routepr increasingly, staff following a
preceptorship programme within the placement provider organisatPlacements details are set up
on PARE for each learner, according to the placement schedule undetigkée learner during the
course of their programme.

Within the placement provider setting, learners are suppditby placement educators, whosele
is to liaise with their learners whilst on placememtd, depending on the programme being followed,
to work with the learner to complete and sign parts of fleery’ S N&3éssmentlocumentation

As well as online practice assessment documentation, another core feature of P&REOIEine
evaluation facility, to support the timely online submission of learner evaluations at the end of each
f SINYySNDa LI I OMithirSsprie re§idrd_i8eNeabiafichSsthe NETSurvey (National


https://onlinepare.net/

Education and Training Survelvaluationfeedback is an integral part of the process of placement
quality monitoring and enhancement.

PARE is also utilised by most education provider programmes for the recorgirarct€e hours. The
online PARE timéeet offersmany features to support the recording of different types of activity on
placement, depending on the programme being followed.

This Guide sets out in detdihe use ofthese core features, as well ageneal PARE account
management featuresTo summarise the main featurésr learners on PARBne or more of which

YId 0S 2F NBtSOIyOS (2 | thes®arely) SNDRA SRdzOF GA2Y I |
Online PARE placemeantetails

Online PARPBracticeassessment documents

Online PARBr NET®racticelearningexperiencesvaluations
1 Online PARE timesheets

= =4 =4

If you are aéarner reading this Guide, then your education provider will normally have provided you
with generalguidance on the use of PARE fouyplacement(spand documentation. Thisvill have
included the features on PARE that are of relevance for your programywe. are at all unsure, then
youry A @S NB A (0 @ Q& otdiodule fatfiybé abla B &dvise $ou furtheoy if you are on a
preceptorship programmea Senior Placements Admin (or PERcement Education Provider) for

your organisation.If your elucation provider isneither a university nora healthcare povider
organisation then you will need to contact the person or department responsible for placements,
GAGKAY @2dzNJ SRAzOF A2y LINPQOGARSNRA 2NBIyAalGA2Y.

Account Activation

Education providers are responsible for setting up and managing learner accounts onfRA&R&re

not sure if you are registered, you will need to let yoeslucation provider know asoon as possible.
When a new account is created on PARE, the system generates a PARE accotiohastiad, which

is sent toyour PARE account email addregsyour educatio provider is ainiversity, then your PARE
account email address will be youmiversity 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. Wheltyou receive confirmation that an account has been set up for you on PARE, i
advisable to save the PARE website to the favourites on your browser, or as a shortcut on your
desktop.

As part of younew PARE account set up process)will receivea PARE account activatiemail, to

set up a new password and to activate your new account. If you do not receive the account activation
email in your email inbgxhenyou should check your spam/jurik,case the email is redirected there.
Please advise your education provider if you have not recgieedaccount activation email, so tha

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

your PAREccount. Ifit needs to be corrected, then your education pider can send you another
account activation email after correcting your account email addié#ss is not the issue, then your
education provide has the option to send you aactivation link directlyin the event thatthe issue

is due to your IT networklockingauto-emails from third party sites.



Activate Your OnlinePARE Account
Hi Dema,

You are receiving this email because your university has enrolled you in the Online Practice
Assessment Record and Evaluations (PARE) tool. This is an initiative funded by MH5 - Health
Education England.

OnlinePARE.net is an online system for capturing student placement feedback and
recording their practice assessment record.

Please click on the link below to create your password and access your account. Account ACt|Vat|On
activate your account < Emailg

Activation Button/Link

S D le'_-f'C ur Drowser:

Regards

The OnlinePare Team
www.online pare.net

When you receive your account activation email, click on the activation lin&rtgplete the account
activation process, which will take you to the following screens:
1 Verify Account Details: to verify your PARE accoame and contact details, set ymur
password for the new account, arafjree theTerms and Conditiong\fter clickingthe Save
button, you will be invited to logn to your account.
1 PARE Dashboard: on logging on to your new PARE account, the first screen that you will see is
the PARE Dashbiah From this screen you can familiarise yourself with navigationraatdhe
PARE webst You may ab wish to view your PARE profile scre@gcessed from the PARE
Dashboardto checkthat the contact details entered for youremv account are correct.

The PARE Dashboard

When you log in to your online PAREcount,you will be presented with th®ashboardarea of the

site. From your PARE Dashboard you will be able to navigate to othercdith@svebsite andeturn

to the Dashboard at any time. The Dashboard contains certain key sections and links to many features.
Thefollowing screenshatof the top and bottom sectionsof the PARE Dashboadgémonstratethe
features andinks andarefollowed by amore detailed description of the main features.

Please note that, depending on your PARE account setup, and whethet learner documentation

has been set up for you on PARBur PARE Dashboard may not display all the sections shown in the
screenshos, specifically the PAR Documents dh@icticeRecord of Attendance sectioni§you are a
learner in the York & Humber region, your PARE Dashboardaowitlisplay these sections, but will
display a couple of additional features,@etailed in the Dashboard York & Humber section.



Dashboard Tofbsection Account IDg

Resource Materials Notifications Log In/ Out
Home W Governance ~ M Nm:ifications. +~ & DemoLearner ~
> PARE
Page PPtAAR E . PAR EVALUATION NEWS HELP  CONTACT US Screen
Link Record & Evaluation Navigafi
avigation
Dashboard
i Name
View Dema Learner _
Account | email SP@RERE S Eiaton
. demo_learner@onlinepare ne
Profile e Nursing Your
MISWEIOHIE Practics Assessment Document (PAD) <+«—— PAR
Documents
OnlinePARE Mewsletter HE] - Nursing Part 1
Placement 1 v
PARE | E Test Hospital - Ward 1
News March 2019 Newsletter & Download/View PDF
Ietter | View/Download ‘
—
Placement Details Your
If any of your placement Placement: | Test Hospital - Ward 1 ‘.'— T|mESheetS
details are incorrect, please No < added
contact the Tast HEI start: 2nd Mar 2020 0 Weeks added.
placement office
. End: 24th Apr 2020
View Total Hours: 0.0
Placement m—
e
Details —

v Torsl ProgrEm Hours @

1 View Profile:Click on this button to view and update your PARE account defailscan also
access your aotint details, including your PARE profile, via yacrountID link at the top
right corner of the website

1 Notifications: Click on this link to accessly messages the systdmas sent to your account
such asan evaluation or &imesheet remindemnotification (see later section on Notifications,
for further detailg. You can set preferencasto how often you receiveeminder emails that
you have unreadotifications via the ViewProfilebutton on theDashboargdand selecting the
Wa e t NB fobvidpyr @Saur® D link at the top of the websjte

1 PARE ScreeNavigation:Click on thesscreennavigation items to navigate between the main
PARE screenprimarilythe PAR Documents, Evaluation and ybashbard screen andalso
to access the PARE ndesd, help, and contactdetails screens.

1 YourPAR DocumentsA practice assessment recor®AR document image will display for
eachPAR document that has been set up for you on PAREk on the image to access the
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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 sectionto enable scring through the documents. Note thahis section does

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

Your TimesheetsTimesheet details are listed here for eattimesheet that you have set up

on PAREThissection does not display if there are no timesheets set up for you on FARE.
timesheet for the most recent placement displays in the Placement-dayn box, by default,

along with the placement details andd total number of signed off hours (if ans you start

to complete a timesheet on PARE, you will notice that this section also displays a graphical
representationof your @mpleted hours:

Placement

Placement: Test Hospital - Ward 1 v 4—— Timesheets
View start: 27th Jan 2020 Drop-Down List
Placement End: 1st Mar 2020 N
Timesheet fotal Hours: o i Hours Completed

»
»

e = = €7 Graph (per month)

VieW TOtaI —— P v Total Program Hours @
Program 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 progamme. Pleasenote that the totals
displayedwill depend on the type opractice activityrecorded on PARE for yoyarticular
programme

Total Program Hours @

EXpanded Practice Hours: 350H 0OM

Total Program Night Shift Hours: 234 0OM
g - ight shift Hours

Hours section Total Hours: 3004 00M

Please NoteOnly hours that are verified by a clinical assessor or tutor appear itothks

Placement Detailsclick onthe ANS Ggva® t f I OSYSy(aQ odzid2y Ay
0KS Waeé tflFOSYSyidaQ &ONS ShénsdetdilNBr 6achphasedént, & 2 d;
including the placement profilghat has been set up for you on PRARSee later section on
Placements.

AccountID - LogIn/Out: Click on your user account ID at the top right of the websitdpg
in and out of the website, and taccess your account detaigen logged in. M this link you
can access youPARE profilgMy Profile) and notifications (My Messagesgnd setup
preferences regarding how often you wighreceive notificationgMy Preferences



Account IO Log In/ Out

MW Governance ~ A Nm:'rficauons. ~ & Demo Learner ~

»
PRE ICTEICUN PAR  EVALUATION  NEWS & MyProfile

Practice Assessment
Record & Evaluation = My Messages

Dashboard & My Preferences I

g =3
PAR Documents ® LogOut

My Profile

Dashboard Bottom Section
Placement Details

Outstanding Evaluations

. Placement Start Date End Date View
OUtStandlng Test Hospital - Ward 1 2nd Mar 2020 24th Apr 2020 =
Evaluations
Completed—> Placement Start Date End Date Options
Evaluations PAR Pilot - Test Ward 6thJan2020  31stJan 2020 s a| B

Add Spoke Placement

If you attended a spoke placement for 1 week or more you can add it to the systam here Add a

«— Placement

Useful Downloads
Name Useful
Timesheet Guide £2 I E— DOWﬂ|0adS

Latest PARE News

,l 3 Placement Educator Lead Permission Set Changee <4— NeWSfeed
To cater for differing types of placement settings and collaborative training groups
Feb 2020 across organisations, Placement Educator Lead... Read More |tems

Outstanding Evaluationsif used by your university,hts setion lists outstanding evaluations,
displaying the pleement name, start and end datéyr current placements and placements due to
start up to four weeks ito the future. The evaluabn is not normally completed until towards the
end of the placement or immediately aftdt.is important that the evaluatiofis completed within a
few weeks of the end of the placement, as it will no longedisplayed 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 evabratrom this section, clickrothe placement name details,

or the Viewicon (documentimage.

Completed Evaluationdf used by your universitghe details for all placement evaluations that you
have completed and submitted on PARE will be displayed in this se€Ganpleted evaluation
records also include options for printingplacementcertificate,downloading a PDR of the evaluation,
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and the Wew icon (document image) to open the evaluation for viewiltpverthe cursor over the
Optionsimage icos displayed for each compled evaluation recordfo open the hint text that
describes each of these features.

Add a PlacementThissection may or myanot display, depending on your programnhe.addition
depending on your programme, the section may displadsRR | { L2 {BWIit RR OGN B§
al RS ! LJ ¢.NheSertiorSd®pia®s a button to open a window for selecting a PARE placement
and enteaing the placement start and end datd3epending on the programme, a PARE evaluation
and/or timesheet will be set up for the placement, and the details displayed on your PARE Dashboard.
Seethe AddPlacementection of thisGuide for furtherdetails.

Useful DownloadsThis section contains useful downloads, including User Guides such as this one.

PARE Newsfeed ItemJhissection lists news releases by the PARE team, including information
regarding new features on PARE, and news items fromsadche PARE community.

Dashboard (York & Humber)

The Dashboardefatures available to learners in the York & Humber region are mostly the same as the
standard PARE Dashboard, as detailed in the previous section, exceptdliatéuation sections are
referred to asNET Surveganda greenWPlacement Profild@enu bar andAdd NET Survéleature

are displayed at the top of the Dashdral. You can also download a list of the NET Survey Questions
in the Useful Downloads section of tligashboard:

B Governance ~ M Nl)u'ﬁcatil:ns. ~ & TestStudent10 =

2
PA R E PECL ORIV EVALUATION NEWS HELP  CONTACT Us

Practice Assessment
Record & Evaluation

Dashboard Search
My Profil .
Placement Profiles Placement
Name i i
Test Student 10 Search Placement Profiles @ P rOfI Ies LI n k
Click this link to select the placement location and relevant dates Add N ET
EZIEE«— Survey
OnlinePARE Newsletter
Placement Start Date End Date View Delete‘_OutStanding
Demo Hospital - Ward 2 23rd Mar 2020  31st Mar 2020 B3} x
an a0 - Net Surveys
Placement Start Date End Date Options
Placement Details e TEEND | AESTIE .o -_f—CompIeted
f any of your placement . ; - . . . <
detsils are incarrecs, plesse Demo - District Nurses 4th Nov2018  20th Dec 2019 IR NET Survey\_
contact the Test HEI -
Yorkshire & Humber
= Questons
My Placements .
MNET Survey Questions & <4 QUEStIOﬂS
View My Placements

Timesheet Guide X

11



Seach Placement Profiles Linicic] 2y (GKA& fAy]l] (G2 |00Saa (KS W{
locate the PARE placement name for your placement &8ea. later section on Placemeni this
Guide, for further details.

Add NET Survey: t AO1 2y GKS 3INBSY WIRR b9¢ {dzZNI&HEQ 0
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 furtheéisdeta

Outstanding NET Surveyshis section listsany 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 Surddgd @ error(for an incorrect placement

area, dates, or as a duplicate for examptan be removed. Click on the red cross Delete icon, to
delete the associated NET Suressaluation

CompletedNET Surveydhis section listany completed NET Survegs, for Completed Evaluations
on the standard PARE Dashboard, detailed in the previous seGti@nsame options are available,
for printing the NET Survegtacementcertificate, downloading the NET Survey document as a PDF,
and to view the NET Survey.

NETSurvey QuestionsClick 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 gflgoement
experience, throughout the duration of the placement.

My Profile

It is advisable to review your PARE account details on first using your acaoyaiur PARBYY
ProfileCscreen. This can be accessed via the View Profile button on your PARE Dashboard, or via your
account ID link at the top of the websitdéf any of the detailsn your piofile are incorrect, aparfirom

your Mobile Phone Nimber which is updateable, you will need to contactiyeducation provider to

request that your details are amended. Your profile also contailiskato change your password
Clicking on the link opens the Change Passwordymwindow to enter your new password details.

My Profile

My Profile & My PI’OfilE‘

Name and
Ly e First Name Demo

<+«—  Contact
My Preferences Last Name Learner Details
My Placements
Email demo_learner@onlinepare.net
Video Help Guides Learner ID @ 123456
Mobile Phone Number
Change

A

Password

Password Link

i

Save Changes Buttor

12



A NB: Any information you adw a data entry screen on PAR&s to be saved bglicking on
0KS W{ I @8BS Suredodickitif d bit®mbefore you leavéhe screernor you
could lose yourdditions.

Password Recovery

If you ever forget your password and are unable to logi® dz Ol y Of A 01 2y (GKS Q
link in the login box

PARE Login to your OnlinePARE Account
Login _—> Email demo_learner@onlinepare.net
Screen
Password
WC2NH2
Forgot Password? Click here +— I é é é 2 NR

This link opens the Password Recovery window. You will need to enter youraeédriatemail
address, your student ID if this is specified on your PARE profile (otherwise this can be left blank), and
answer a random addition question asecurity measure:

& Password Recovery

Password Your Email Address * demo_learner@cnlinepare.net
Recovery
Screen

Your Student |D (if applicable) 123456

What is 4 plus 12 * 5

hy Of AO1TAYy3a (KS 3INBSY WYWwSO20SNI tlaag2NRQ 0dzii
containing the link to set up a new pass and to log in to your accotrlf you cannot gepastthis
password screerihen contact your education provider to verify your PARE account Email and Student
ID details.

Notifications

The notification feature on PAREA core feature to support the communication of all relevant actions
regarding learner PARdocumentaton amongt the appropriate users associated with the
documentation. For example, if you have a PAR document set up on PAREhermlacement
Educator Leadnard/team manager) for the placemerdssigns you a Practice Assessor/Educator for
your PAR documeng notificationwill be sent to your accounhforming you of the assignment, and
an email sent to your email address informing you that you have an unread notification.

Next time you log ona PARE, you will alsge an indicator against the Mications link on the top

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

accessk S Waeé aSaal3SaQ aONBSy:s TFdemhodfisaBobsiTfiesamey R Y
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screen can also be accessed via thewProfile button on your PARBashboard My Messages
displays allyour systemgeneratednotifications,with an indication of those that haveeen read
(greentick) and those that remain wead (red cross).

My Messages

My Profie = My Messages
My Messages This section is your inbex for all OnlinePARE activity

My Preferences

My Messages (1 Unread)

My Placements

Search: Read/
Date  From Notification Read View U nread
P - You have been assigned a practice H

344 OnliinePARE assessor/educator * B |ndlcat0r

showing 1to 1 of 1 rows

View Notification

Click on the doament icon in the view column, amotification tex, to open up the notification
associated with the notificatiorMost notifications will include button, via which a documemtr a
specific page within a document, can be directly accessed.

You have been assigned a practice assessor/educator x

From: System Generated Message

Subject: You have been assigned a practice assessor/educator < NOtIflcatlon DetaI|S
Time Sent: 3rd Mar 2020 3:44pm
Send Type: Internal
You have been assigned a practice assessor/educator Placement &
Named Mentor: Test Educator 44— D H
ocumentDetails
PAR document: Keele - Nursing Part 1 (Practice Experisnce 1)
Placement: Test Hospital - Ward 1
Placement Dates: 2nd Mar 2020 & 24th Apr 2020 .
< View PAR

Document Button

Throughout your involvement witthe PARE assessment documents anditmesheets you will see
notifications informing you of activity oé documentation, including document updatessgnature
additions and removals by others involved with the PAR docunasnwell as reminder notifications
whereyou haveyet to complete certain parts of youdocumentation.If you are only using PARE for
evaluations/NET Surveys, you will also receive notibioati to remind you when evaluations/NET
Surveys are due for completion.

For all notifications that remain unread in your Ni§essagesscreen, you will receive reminder
notifications. You can adjust the frequency that these are sent out, in the My Prefsestreen,
from the default twoemail notifications per wegko daily, weekly, or never send. This last option is
not recommendedunlessyou are leaving your programm&ou also have the option in this screen,
to adjust evaluation notification preferensefrom the defaulof 2 days before the closing date a
week before the closing date.

14



Once your account is activated and you haxplored your PARE Dashboardviewed your PARE
profile, andread any notificationsyou are ready to use the PARE syst@&he main areas of the PARE
systemthat a learnemas access to on PARE, are explained in detail throughout the rest of this Guide,
namely your Placemens, PAR DocumentsEvaluations, andimesheets.In addition, the Guide
includes a useful sectidior 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 PARENGY

of users. Please keep an eye on the PARE newgfeéatther information on new feature releases.

Whilst your education provideris best placed to answer general queries relating to learner
documentationassignment and@ompletion placement staffare available to support and guide you

on placement. Inmost placement provider settingsyard managers/team manager wWitRARE
Placement Educatdread accounts are available to manage Assessor/Educator assignments for their
placement areas, and can alsfiev additional support for many PARE related queries, alongside your
placement educators and education providers. Most organisations also have Placement Senior Admin
PARE users, who mage the placemergacross their organisation, and wallsobe able tooffer you
support.

Should you have artgchnical issuewith your use of PARE, then the PARE team can be contacted for
further advice and suppotfplease see the PARE team contact details at the end of this Guide).

15



Placemens

PlacementAccess

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 PAREere applicableeducation providers manage

the uploading ofthe majority of theplacement etails on to PARE for all their learnefhie PARE
placement detailsvill identify the PARE organisation and placemeame,aswell as youistart and

end dates for the placement. In addition,amy PARE placements have an associated Placement
Profile, whith may include information such as the location detaite 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 sorre regiors, PARE learneralso have the faciliy, depending on their programmeo add a
placementviathé?! RR { LJ2 {1 & NJf YO RFES VEIAQY' S deatir&s. Thels@ fadatungsS & K ¢
enable selection of a PARE placement, and entry of placement start and end dates in order to set up
the placementdetails atthe same time as creating thassociatedplacement evaluation and/or
timesheet (see th&’! RR t f $e@iénii Shig Gulle fofurther details).

In the York & Humber regiohearner placement details may be either uploaded by the education
provider, oralternaively, thelearner may set up their own placement details, as partoffle RR b 9 ¢
{ dzNJZ S & Ghat®ah bdiadebsBed dirtly from thelearner DashboardThisaddsa PARBlacement

to the learnerPARE profileatthe same timeas creating a NET Survey the placement.

All the placements set up for you on PARE, either by your education providgryoursef, may be
viewed and accessedom your PARE Dashboaske earlier section on the PARE Dashbqaak)
also via the My Placements screand the Placement Profiles screen as detailed in the following
sections The steps for adding a placement, or a placement fidEa Survegyork & Humber rgion)

are also further outlined in these sections.

When a placement is setpufor you on PARE by your educatiprovider, or you add your own
placement by using the Add Spoke Placement, Add Time Made Up Timastthet AAANET Survey
feature (wvhere applicablg, the placement details are available for you to view from your PARE
Dashboard.The placement nameand start and end dates will appear in theakwatons andbr
Practice Attendance Dashboaséctions, andurther placement details can be accessed by cigki
2y (GKS 3INBSY etdbuitdhg ae tfl OSY

CtKA&a 2LSya GKS Wae dsplaysdrs pl&cgniedt QetadsCaliaseyhents Knked K
to your PARE profile, includindapements about to start,sawel as any current placements and
completed placements. Click omg placement name or the Placent Details view icon for selected
placemant in this screen, to open the Placemembfle for the placement.
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My Placements

My Profile El My Placements
= Search: View
Pref Placement
B A Placement Start Date End Date Details Placement
My Placements Demo - District Nurses 04/11/2019  20/12/2018 z 4T Profile Link
Demo Hospital - Ward 1 01/08/2018 02/09/2018 3
Demo Hospjtal - Ward 2 23/03/2020 T 31/03/2020 £
Placement Name Placement Start and End Date:

Search Placement Profile®épendent ornregion)

If you are a learner in the York & Humbegionfor example you can access the Placemenofite

for any PARE placement in your regimmm the green Placement Profiles menu bar at the top of your
DashboardThis may beisefd prior to adding a NET Survey, to hgtu to identify the correct PARE
placement name for the placement area you are to beleating, as well as providing information
about the placement locatioand environmenttself.

/| £tA01 2y GKS W{SINDK tflFOSYSyild tNRBFAL{SaAaQ tAYy]
Once you have located the placement via this screen,gasuclick on the View icon to open the
Placement Profile for the selected placement.

Placement Profiles

Placement Profiles

Q, Search Placement Profiles
SearCh Search:
Box: Search Type
Trust/Organisation: All Trusts/Organisations v Drop_DOWn

Search Type: Search Placement Mame Only v 4+—
Selector

In the Search box, enter a text string to help narrow down the resulting placements returned by the
search. The Tmi/Organisation box defaults to All Trusts/Organisations, but if you know the
organisation name, you can setethis from the dop-down list. In the Seah Type box, you can
specify how the search is to match records against theadtar string entered ithe Seach box:

Search Type option:
1 Search Placement Name Only
9 Search Placement Name & Address
1 Search Placement Name & Address & Profile

Clickz y ( KSSeattSiSIyOWW Sy iaQ odzitiz2ys (2 NBGdNY GKS
example, alplacementss A § K W2 I NRQ Ay (GKS yIFYS | NBE RA
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Placement Profiles

Q, Search Placement Profiles

Search: Ward
Trust/Organisation: Test Trust v
Search Type: Search Placement Name Only A
View
View

PARE Placement & Trust/Organisation Profile Placement
Placements | oemorospia -wards ch Profile link
N ames ——p Dummy Ward A1 TestTrust B

Test Hospital - Ward 1 Test Trust (2]

The View Profilecons indicatevhether the placement file is available for display:
1 Document icon: Placement profile is available to view
1 Question Mark icon: Placement profile has et been created.
Click on glacement Document icoto open the PlacementrBfile for aselected placement.

The Placement Profile screancessed either via the My Documents screen, or the Search Placement
Profiles screenwhere applicabl® containsseveral sectionsBy defaultthe first section, Site Detaijls

is displayedn full when you first open the Placementdfle for a selected placement. The other
sections initially display just the sectiditie but can be expanded to display the full details for the
section, as and when required, by clicking thJ& S ico# te fbe right of the relevant placement
aS0GA2yd 2KSy | &aSO0ARYAQAY SELI WRESRKREA 10§ ADKR S 2§/¢

Placement Profile

Demo Hospital - Ward 5
Test Trust

PARE Placement Code:

Site Details —
Placement
. e I site: Dema Hospita
Site Details E ded
[ Building Name: The Firs Xpan e
s Section
% Description: Ward 5 is situation in the purple zone.
. Phone Number: 01234 567 890
[ Address: Hospital Street
Mew Town

Demo-shire DS9 SAB

+— Expand
icon

Placement Details
Accessibility & Learning
Spokes & Short Visits

shift Patterns

Placement
ContaCtS > Placement Educator Leads/Placement Senior Admins

Academics Assigned To Placement Area

|||+
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The Placemen®rofile sections for a standard Placement Prddile;

1 Site DetailsLocation details and main contact number

Placement [@tails: Type of placement, description, client grq@md care provision details.

1 Accessibility & LearningAdditional information, inluding accessibilityat the location,
parking/transport, resources available, suggested reading, learner types supported, and
learning opportunities/outcomes.

1 Spokes & Short Visits:

1 Shift Patterns:Shift type (e.g. Morning Shift, Night Shift), Shift seartl end times, and Total
Time on shift.

1 Placement Educator Leads/Placement Senior Admiiiste name and email address of
PlacementEducatorLeads for the placement area, and Placement Senior Admin for the
organisation, where thesstaffare for the same profession as the profession specified on your
PARE profile.

1 Acalemics Assigned to Placement AreBhename and email address of your university staff
linked to theplacement area on PARfhere these stafare for the same profession dse
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 dua teview of the
placementdetails, orthe full Placement ffile details have yet to be provided.

The information available for &Placement Pofile should help youlocate and settleinto your
placement experience environment. If you find, once you are on your placement experieatcanyh
of the detailsare no longer correct for the Placemédpfile, then please let the Placement Educator
Lead/Placement Senior Admknow, or you education provideso that thePlacementProfile can be
updated to supportlearnerson future placements.

Add Placement

Forsomelearners, your PARE Dashboard may display snR R { LJ2 {1 S2 NJf WIOBRr Sty A1 QS
I LJQ & 3o0sétAup ylacement detailand attach aplacerent evaluation and/or timesheet
(depending orthe programmeputomaticallyat the same timelearners in the York & Humber region

will see the Add NET Surviature on the PARE Dashboai order toadda NET Survegde the

Add NET Survegstion of this Guide)

YI RR { Add Spoke Placement

t f I OoSY fyou attended a spoke placement for 1 week or more you can add it to the system here

PARE —»
Dashboard
Section
WI RR ¢AY
'L ¢AYSa
PARE Dashboard
fyou need to make up hours, please create a new timesheet: <4— SeCtion
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Ciq 2y GKS 3INBSY W! RR { Lihp Add Bpoke Bl&c¥nieyft iivindow (@ziihé 2 y
IAINBSY W!I RR ¢AYS Qa loRif dpgiyhe AddYTina KIS Wip Timesheet window).
This window wilrequire you to select the organisation and placement namesm fthe dropdown

lists, and the start and end dates from the calendar jops that are displayed on accessing the date
items. The start date cannot be more than two weeks in the future, aedtéring placement details

for a recently completeglacement, therthe 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 updateabl€lickon the Save button to complete the action, and to view the
placement details on your PARE Dashboard. You will see the placement namendtarnd date
displayed in the Ostanding Evaluationsection of the PARBashboard if the action created an
evaludion 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 placeroenmay

need to select the placement name from the Placement ellop/n box b view the timesheet detalils.

Add Spoke Placement e

Only spokes that are 1 week or more should be recorded here

Placement

Details Drop Trust/Organisation: Test Trust v
Down T

Placement: Test Hospital - Ward 1 v

Selector
Start Date: 02-03-2020 Placement
End Date: | 20.03.2020 <+—  Start and
End Dates

You can only add a spoke that finished less than & weeks ago
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PAR Documents

PAR Document Access

If you are usind?ARE foyour practice assessment reco(@ARfgocument the PARdocumentshould

be available for youo accesss soon as your placement details have been uploaded #AREand

the PAR document &eated for the placementThis process is amaged bywhoever is responsible
GAUKAY @2dzNJ SRdzOlF G2 NJ LINE @A RS NI & sughdSybuyplacementA 2 y
office f your education provider is aniversity, or your Placement SenioAdmin if you are on a
preceptorship programmeDepending oryour university/profession, your education provider may
NEFSNI G2 GKS t!w R20dzYSyid o6& RABLONDWI ¢ KENNSW
this Guide refers tall these assessment documents.

Please note that your placement details mag dsplayed on the screen before ysee your PAR
document dsplayed. Your education providmay give you an indication afhen you should expect

to see your PAR document available on PARE, but if in doubt, and your placement start date is
approaching, lten 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 Docuents section of youDashboard. Thé®AR Documenimage contains a placement
details sectiorthat listsall the placements that have been set up for your PAR document (some PAR
documents will only contaithe one placement).

PARE.
Dashboard
PAR Documen
by Profile PAR Dociamants . .
Naene image. Click to open
— SPoRE:z ez N document
Nursing
Fracies dassueared Docueed (M)
L Mt Pt - Arrow to
i expand/collapse PAR
Flacrrrersl 1 A 4—
Festsospeal - Ward 5 Document placement
R details

| View Timesheet |

= Macement Dates

*

Flacmment Detads

& Practice Assessor

< Download/View PAR
Document PDF

Each listed placement can be expanded (by clicking on the arrtve taght of the placement name)
to display more details including the placement dates, a tinkhe placement timesheet, and the
assigned Practice Assor/Educator for the placement (if applicabl&he PAR document itself can
be accessed by doubfldicking on the PAR Document image.
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PAR Document Practice Assessor/Educator Assignment

For the mgjority of programmes on PARE, the PAR Document supports assignmenioical
Educator /AssessorA Practice Assessalong with Practice Supervisare roles defined by the 2018
NMC standards for nursing and midwifery professjomst may also be kown as aPlacement
Educators / Mentors or dinical Teaches by other professionsThe Placement Educator Leads/
Placement Senior Admare responsible for managing the assignment of Placement Educators with
the appropriate qualificatios to assess and sign off the main assessimgections of the PAR
Document.PAR Documents faomeprofessions on PARE also make uskidher levels of access

for sections of thedocument andmay havea higher level role defined as th8ign OffClinical or
Practice Educator.

You can view the Practice Assessor/Educator assigreyfentyour PAR Documenit applicable on

the PAR Document image on your PARE Dashboard. Your document Access Settingsisad the
PAR Documentemporary Accessection in this Guidealsolists all Practice Assessors/Educators
assigned to your PAR Document.

Dashboard
Name

tmail SP@REV o
Nursing

Practon Asmearerd Orecvmrd (TO0)|

£ Macement Dates

ichkroney Practice Assessor/Educator

sraccamsenes o Assigiment for Placement
A

When aPlacement Educator Ledlacement Senior Admissigns dractice Assessor/Educatiar
your PAR Documenthe Practice Assessor/Edator will be able to access yol®AR Document
directlyfrom their PARE Dashboard when they lmgged into PARE via their own PARE account login.
In addition, a supporting Practice Supervisor/Educator may also be addigra Placement Educator
Lead/Placement Senior Admi@ther placement staff for your placement area and professiay
alsobe abk to access your placemeftom their Assessments scredmrequired

If you have any issues with Practice Assessor/Educator assignment for your PAR Document on
placement then yowvill 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 memis&affobn the
placement is unable to access your document, then you may need to grant them temporary access
(see next sectionAlso,see the FAQ section at the end of this Guide.
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Your PAR Document is available fromryBuactice Assessor/Educa®PARE Dashboard for up to
four weeks after the end date of your placement, aftehich, your PAR document is manger
accessible. Should your Practice Assessor still need access, then you ctengpardry access, using
the Grant Temporary Acce$sature that is available from the front page of your PAR Document, or
the PAR Documeri&rant AcceGmenu item. Younust be logged in to PARE via your own PARE
account login, to access these featurégcess is enabled for tawo-week period each time it is
granted.Please note thafior some professiong,ou cannot grana placemeneducatoraccess to your
PAR Document as a Practice Assessor/Educator, unlepiatteanent educator has bearssigned as

a Practice Assessor/Educator for your PAR Document previously.

Some professionmay also grant temporargupervisoraccess to other members ofadf on the

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

Assessor/Educator higher level of acceé&su can also use this feature to enable access to your PAR
document if your placement has been set up aspake 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 logirlternatively, spoke staffwith a PARE accountill be able to sign relevant
sections ofyour PAR document ifyou are completinghe PARE document sections together on the
same device, anglou arelogged into PARE waur own PARE account login (see section on Signing
+Al 1 y20KSNJ ! aSNRa [23AYy Ay GKA& DdAdZA RSO ®

To grant temporary accessliak on the @cument Settings link on the front page gbur PAR
Document2 NJ 4§ KS WDNJ y i ! OO SapéntheAtcess Gettihgs ®itlowd dzi G 2 y

Document Settings link
to Grant Access

N urs | ng PAR N (o] I’th - Pa rt 1 Nursing PAR North - Pa... » Cover Page

Student: Test Student1 | University:
&, Download/View PDF 4% Docl

ud®h Cumbria ¥ ENEEI EEE(> He @ S e Do Solon S

Academic Assessor: Not Assigned Student name: Test Student1

Demo
nt Settings

Personal Tutor: Not Assigned Student ID: orig_id:129655

rant
< Discussion

Cohort: test Access

T m Button

PAR Document Front Page

In the Access Settings peayp window, you can select an existing Practice Assessor/Educator for the
granting of temporary access, g@ou can enter the PARE account email address of a placement
member of staff to grant temporary access (although somenursingand midwifery professions,

this maynot enable access to Practice Assessor/Educator sections of the PAR Document).
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.
Practice

Assessors/ Access Settings
Educators for the Practice Assessors/Educators
PAR Documen't_’ Practice Assessors/Educators Status

Test Mentor2 - <
testmentor2@anlinepare.net % Access Expired G rant ACCQSBUHO n
Users With Temporary Access
User Role Access Expires Revoke

Other PARE User:

. = Le;tni:jicii;hwgﬁi Supervisor/Educator 10th Mar 2020 x
with Temporary :
ACCGSS Grant temporary PAR access to a supervisor/ feducator or academic staff member

<«— Grant Access Button

be grqnte: eks by default
aff member herefwill not automatically make them your Practice Assessor. You will need to contact your module lead

if you are missing a Practice [sssessor signature from a previous placement

OYIFIAf 02E (2 | RR dza¢

In the PracticeAssessor&ducators section of the pepp, the Satus will show as a green tick with

GKS I 6Sft,if¥Pradiice ASSe9ssréEdu@atourrently has access to the document, else a
NER ONRaa gAlGK WH 00Saa 9ELIANBRQ Aa RAALX @SR |
ForanyPARE usethat you havegranted access in the Wsers withTemporaryAcces§section,the
accessecord (name, email address and role) is displagduhg with the access expiry date.

PAR Document Academic Assessor/Personal Tutor Assignment
Most PAR Documenisn PARE support the asgnment ofuniversity staff to your PAR Documefuy
both assessmerdand as contacts for suppofEornursing and midwiferfPARdocuments (NMC 2018
standards), an Academic Assessor and Personal Tutor may both be assigned to your PAR Document
with their names and emil addessedisplayed at the top ofhe front page of your PAR Dauent.
The assignment imade by youuniversitg | Y R Wb 2 (  isplayeduyitibtie@ssigninénts 6 S
have beemmade.If you have any queries regarding the assignments, you wetl b@ contact your
university.

Front Page of PAR Document (top section)

HEI - Nursing Part 1 HE! - Nursing Part 1 . » Cover Page
. Student: Demo Learner | University: Demo University
Academlc Assesso & Download/View PDF  # Docurnent Settings
and Personal TUtOl i .semic assessor: 022570 Student name:  Demo Learmer
Assignments student ID: 123456
. Mary Jones
Personal Tutor: m jones@demoHE ac uk Cohort: BMurs 2019

Other professionsften display the Personal Tutalso referred to ad\cademic Advisogn the front
page, andsome PAR DazY Sy ia Syl 6fS @2dz (2 & Srafeddm aldropJS NE 2
down listof university staff for your professiommn thefront page of your PAR Document.
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The Practice Assessment Record (PAR)

YourPARdocument 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 assessmidoist documeriswill also displayuniversity

(or other educator providerypecific logo and university Practice Assessor and/oPersonal Tutor
information. In addition, there are standard menu and page navigation buttons:

Learner Details Download PAR as PD

i DemoServer T Governance ~ M Nuh’ﬁcah’uns‘.- & TestStudent? ~

p
PA R E DASHBOARD (2L EVALUATION NEWS HELP CONTACTUS
Practice Assessment
Record & Evaluation

Nursw’ng PAR North - Part 1 Nursing PAR North - Pa... » Cover Page Page
Student: Test S{fident | University: Demo NaVIga'[IOFI
& Download/view PDF € Document Settings A
HEIStaff o e v ENEID GRS o @ oo ST B SR g ! frow
detalls Academic Assessor: Not Assigned Student name: Test Student1 m

Personal Tutor: Not Assigned Student ID: orig_id:129655

£ Grant -
tems

Cohort: test

All North Universities

PRACTICE ASSESSMENT DOCUMENT 2.0
part 1

A
. £ Other
BSc/PGDip/MSc

PLPAD 2.0, Futurd Nurse: Standards of proficiency for registered nurses, (NMC 2018)

Page 1

Education Provider Logo and

_ Page Navigation
Document Title

1 Page NavigationAll pages of the PAR document display page navigation buttons at the
bottom of the screen, to move backwards forwards through the document @kt and
Previous buttons). This is in additionttee arrows displagd to the right and left side dhe
screen and in addition tanavigating directly to a page via the Contents menu itsee (section
on PAR Document Conteits

1 Menu items:The menu items will display eithes @ vertical bar to the side tiie screen, or
a horizontal bar along the bottom of ¢éhscreen, depending on the dea that PARE is being
accessed from. The items displayed will also be dependletihe assessment document, and
the access permissions of the logged in user. Standard menu iterteafoersinclude:

o Contents:Displays conterst 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 usefultpagew the status
of pagesign off throughout the document (see section PAR Document Contets
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Discussion:This takes you to the DiscussionaBd for the PAR document, for posting
comments for youplacement educator/university statb read, and vice versa.
GrantAccessOpens the Access Settings screen, to enable you to grant temporary access
to a Practice Assessor/Educator for a placement on your PAR Docu¥mntmay igo
grant other members of placement staff access to the BAgument (see earlier section
on Ganting PAR Documerifemporary Access in this Guide).

Evaluations:This opens the Evaluations panel for the PAR Deotirand displays an
Bvaluation overviewfor placementslinked to the documentincluding thenumber of
guestions answered fogach sectionwhether the section is complete or not, and a View
link (pencil edit icon), to opean Evaluationselected page. Note thavaluationsalready
submitted will not be editable.

[3 Evaluation

Test Hospital - Ward 10 Evaluation
# Section Questions Answered Complete View Overview for a
S A S S A PAR Document

2 Su| rt
- Placement
Experience

Resources

Other

0 -
Timesheets: This takes you to the timesheeisanel which lists all tinesheets for

placements linked tadhe PAR documentClick on the edit symbol against a timesheet
(pencil icon), tapen thetimesheet

©® Timesheet Timesheetd.ist
foraPAR
Document

Placement Completed

Test Hospital - Ward 1

Test Hospital - Ward 10

0
Other Documetns: This opens the Other Documents panel, listing any other PAR

documents linked to your PARrofile. In addition, some professions have additional
documents for you to reference or complete, such as the Ongoing Achievement Record for
nursing and midwiferyClickon the View link foa documentitem in the list to open the
document.

B Other Documents

Document
Midwifery (Year 1) Othel’ DOCumentS
Midwifery - Ongoing Achievernent Record I ist

Practice Related Activity Log

Midwifery - Statutory Clinical Experience(White Book)

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 tRARdocument. EacliPARdocument also contains a
Contents page to provide an overview of the signed and unsigngespaithin the document:
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i= Contents

Page Title
1 Cover Page
PAR Document
Contents Page Contents ] Contents

Welcome to the Practice Assessment Document Menu Item

. [~ Button

Clicking on the Contentaenu item button opens the Contents panel witte list of pages within
the PAR document, including the Contents page.

Student: Test Student1 | University: Test HEI

Contents

Signatures Signatories

Page  Preview Title et :::;:r :I’l‘:lrelrl\(:mr .::::sr:rl(<— to th e

1 = Cover Page Document

2 =} Acknowledgements

3 = Contents

4 = Welcome to the Practice Assessment Document

5 =} Guidance for using the PAD

6 = Guidelines for Assessment and Progression

7 = Document Signatures

8 == Overall Framework Parts

9 = Placement 1: Details Page

10 = Placement 1: Orientation .

1 == Placement 1: Initial Interview v v +— Slgned/

12 =) Placement 1: Placement Professional Values in Practice (Part 1) UnSIgned
13 =] Elaeﬁn::went 1: End peint: Student reflection on meeting Professional % x I ndlcato Is
14 = Placement 1: Mid-Point Interview x x

The Conterd page shows, at a glance, pajgnatures that have been supplied and those that have
not. A tickindicates signeda redcrossindicatesunsigned.Some assessment documents block later
pages from being accessed urddrlier pages have been signed off, so the Contents page can be a
useful page to view sign off status. addition to the tick and cross,re-entry symbol maylsobe
displayedagainstContents pages for some PAR documeiitsisindicates that the page is a multi
record page, for the user to add records if and when required,taatino records have actuallyeen
created pages forecordngadditiond interviews or support visitgor example).

Editing the PAR Document

Access for data entry and electronic signing within a PAR document is restricted, so that access is only
enabledfor those users who are authorised to have acc&ssuwill therefore have access to data

entry items thatare applicable for learnetataentry, whilstplacementstaff will only have access to

those items applicabléor placement staff data entry. Universisyaff, such as academic assessors or
personal tutorsalso have access jost thosePAR documerdate entryitemsthat areapplicable for
university staff accessThe sameaccess criteriapplies to the electronic signatures within the PAR
document.

In addition, some PAR documents, including thosetiernursing professions, have tlaelditional
Practice Assessor/Educat@stricted access level. Only placement educasmsignedasthe Practice
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Assessor/Educatavill have access to items labelled as sucthe PARlocument This includes items
that arefor data entry, as well asignaure 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. Hoveringdiesorover the item will show a red nentry

sign. White bogs mearthat access is enabled and is#ture itemsshow as geen buttons if access is
enabled If you do not have access to a data item or data signature to whichvpaild expect to have
access, or yar placement educator is unable to access an itenentsee the FA@ Further Help

section at the end of this Guide.

The following example of a PAR Document page shows features that appedrPAR document
pages ach as the page titles and navigation buttons, as well as those that are applicable for data

entry pages:
Student Details Placement Number

Pag(i Title i l

' History
Log
Learner Placement
data Staff data
entry entry item
item
Slgnf';\ture
Section
Page
T «— Navigation
Buttons
Create New Record (multiple ~ PAR Document Save Button
record pages only) Page Number

NB: Anyinformation you typein a PAR documertas to be saved bglicking on
0KS W{ I B8 sure todickih2 huton before ydeave a pge or you coulc
lose your text.
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