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PLACING AGENCY 

SETUP WORKBOOK

This Workbook is to be completed for each of your educational programs and submitted one month before your training for HSPnet implementation.  We recommend that all trainees participate in completing the workbook, as it introduces important terminology and concepts that are part of the learning process for new HSPnet users.  

The deadline for completing and returning this workbook is      
Instructions: 
· Save a copy of this Workbook on your local drive and complete it in Microsoft Word, rather than printing the document for completion by hand.  
· Iin Word, press Tab or SHIFT-Tab to move between text fields (gray box), or click any field with your mouse cursor.  
· Save your changes periodically as you complete sections of the Workbook, and then Save iagain when finished.
Please complete each Workbook table so your information can be uploaded into HSPnet as we perform your setup.  If the requested information is readily available in another document (such as a list of course names, numbers, and hours), then you may instead attach the document when returning the Workbook and reference the document name in the Workbook table.
When you have completed the Workbook, please return it with any supporting documents as an email attachment to training@hspcanada.net. 
Implementation Contact Information:

	Name:  
	Title:      

	Agency:  
	Faculty Department:  

	Main Address:  

	Phone Number: (
	Fax Number: (      FORMTEXT 

     
)  

	Email:       
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Background on HSPnet Implementation
Your educational program is preparing to implement HSPnet, a web-enabled system used by educational institutions (Placing Agencies) and health service providers (Receiving Agencies) for coordinating student placements in your province.  

The implementation process for each organization includes four stages, and this Workbook is an important tool used in the Preparation stage:



	Implementation tools:
	Implementation Request Form
	
	Implementation Workbook
	
	User Action Plan


This Workbook serves two important purposes:

· It enables us to collect your setup information that will be entered by the HSPnet Team before your upcoming training session.  
· It introduces key concepts and terminology used by HSPnet, including the following setup screens and their associated functions:
	Workbook Section
	HSPnet Screen and Function

	Department Setup
	Department Maintenance – describes each faculty or group of educational programs, such as “Faculty of Nursing”

	Staff and User Setup
	Staff & User Maintenance – manages the staff database including Placing Coordinators and Student Administrators (HSPnet users) and instructors (non-users).

	Program Setup
	Program Maintenance - describes each educational program including variations such as “BSN Collaborative Program and “RN Refresher”

	Course Setup
	Course Maintenance – describes each Course and allows management of an online Course Profile including uploaded documents and website links

	Cohort Setup
	Cohorts – organizes each intake or class of students and lists their placement courses by Term

	Curriculum Setup
	Cohorts – setup of a “master curriculum” for each intake of students, including all placement courses to be assigned

	Upcoming Placements (Schedule) – Sample Schedules
	Cohorts – for each Cohort, a list of upcoming placement Courses with basic scheduling information (start/end dates, typical schedule)


IMPORTANT:  You must complete and return this workbook by the deadline specified on the cover page, or it may be necessary to reschedule your training session.

Workbook Glossary 

	HSPnet Role
	Description

	Implementation Contact 
	The primary contact for your organization during the implementation 

	Department Contact
	The senior manager who will authorize access for new HSPnet users

	Placing Coordinator (PC)
	A practicum coordinator who creates and sends placement requests to the Receiving Agency, confirms accepted requests, and assigns students and instructors.

	Program Assistant (general support) or 

Student Administrator (student records only)
	An administrative support role responsible for maintaining student information including class lists and placement prerequisites (e.g. immunization status).  


Other terms used in this Workbook are defined in the appropriate section.
1. DEPARTMENT SETUP 
A Department in HSPnet encompasses one or more programs that share a set of courses and staff (instructors).  For example:  a university/college may have a Pharmacy faculty and a combined department for Rehabilitation Sciences.  A large department that offers a number of programs such as physiotherapy, occupational therapy, and speech/audiology may benefit from being setup as separate departments, especially if different people are responsible for coordinating placements.
Long Name:  Provide the full name of your Department, such as “Department of Rehabilitation Sciences”.

Short Name:  The Department short name, e.g. “Rehab” is displayed in Inbox/Outbox and should therefore be recognizable to external agencies.
Shift Codes:  When defining placement start and end times, Placing Agencies can elect to use Shift Codes such as D8 (8 hour day shift) or E8 (8 hour evening shift) instead of providing detailed Start and End times (e.g. 0800 to 1530).  If you prefer to use Shift Codes, select “yes” for this option.

Display of “Supervisor”:  Each Department can select their preferred terminology to describe individuals that act as the student’s supervisor, such as “preceptor” or “clinical instructor”.
Department Contacts - Each Department must have a contact person that can be contacted if needed to authorize new user ID’s for staff in their department.  The Department contact is typically the Department Head, Dean or Director, or other senior manager.
	Department Long Name
	Department Short Name
	Department Contact Title/Email
	Department Address
	Use Shift Codes?
	Display "Supervisor" as:

	Example:  

Pharmacy Department
	Pharmacy
	Martha Smith, Assistant Dean

Martha@somewhere.com
	2300 University Avenue
Edmonton, AB

X2X 2Y2
	Yes
	Preceptor

	     
	     
	     
	     
	     
	     

	
	
	     
	
	
	


Please complete one Workbook for each Department – for large educational programs, you may wish to complete one Workbook for each Program.

2. STAFF & USER SETUP 
A Staff member in HSPnet is anyone in the role of Placing Coordinator, Program Assistant, or instructor.  A User is a Staff member who will be given an active HSPnet User ID (typically for Placing Coordinators and Program Assistants).

Complete the table below for all Placing Coordinators to be entered into HSPnet and provide the date of their upcoming training if scheduled.

Note:  Lengthy staff lists can be uploaded directly into HSPnet if they are available in any tabular format (database file, Excel or Word table).  Please send an email to training@hspcanada.net if you have a lengthy staff list for upload.

	Last Name
	First Name
	Phone
	Email Address
	Title
	HSPnet Role
	Date of Training

	Smith
	Sally
	604-789-7878
	ssmith@school.ca
	Practicum Coordinator
	Placing Coordinator
	Oct. 15/05

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


3. PROGRAM SETUP 
A Program in HSPnet is defined as a set of educational requirements leading to an established designation or competency such as Masters in Physiotherapy or Pharmacy Technician.

Long Name:  Enter the full name of your Program as it would appear in your school Calendar or promotional materials, such as “Masters in Pharmacy” or “Pharmacy Assistant Program”.

Short Name:  The Program short name, e.g. “PharmTech” is displayed in the Inbox/Outbox and should therefore be recognizable to external agencies.

Placements at Work (PAW):  This feature is for schools that place students with their employer and wish to track this information. If you enable the PAW setting in your Program setup, each placement request will have optional fields to enter employer/site, and PAW requests will be clearly identified in your Outbox (and in the receiving site’s Inbox) as “Employee”.

	Program Long Name
	Program Short Name
	Discipline / Sub-Discipline
	Use Placements at Work?
	Total Years to Complete Program *

	Example:

Pharmacy Assistant Program
	PharmAsst
	Pharmacy
	No
	1

	
	
	Pharmacy Assistant
	
	

	     
	     
	     
	     
	     

	
	
	     
	
	

	     
	     
	     
	     
	     

	
	
	     
	
	

	     
	     
	     
	     
	     

	
	
	     
	
	

	     
	     
	     
	     
	     

	
	
	     
	
	


* - includes years spent at other schools for collaborative or transfer programs

If you need additional space to enter Programs, complete the Additional Programs table in Appendix 1.

4. COURSE SETUP
In general, only clinical or placement courses are entered into HSPnet.  A Course may therefore include placement types such as clinical practica, fieldwork, preceptorships, projects, etc.  Course setup requires careful planning to ensure that placement schedules can be accommodated.  
Long Name:  Enter the full name of your Course, such as “Clinical 1: Community”.

Short Name:  The Course shortname (e.g. MPT230) is displayed in the Inbox/Outbox and should therefore be recognizable to external agencies.  

Placement Type:  The available choices in HSPnet include Preceptorships, Fieldwork, Job Shadow/Observation, (instructor-led) Groups, and others.   

Number of Shifts and Hours/Shift:   If you typically ask for a set number of shifts (such as 12 shifts of 8 hours) then enter this information in the column provided.  If the course does not involve a set schedule, then enter only Total Duration (see below).

Duration:  Duration should represent the total hours that each student will be placed at the Receiving Agency – for example 12 shifts of 8 hours would be 96 hours Total Duration.  If a placement involves 2 Rotations (i.e. one group of students will be on site for 6 weeks, then a second group of students uses the same site for another 6 weeks), then enter the hours for each group instead of the total hours for both groups.

Multiple Placements in one course:  If a placement schedule involves students spending time in 2 different destinations (such as a 4 week rotation in the community followed by four weeks in acute care), then this may need to be setup as two courses in HSPnet (e.g. Pharm100C and Pharm100A).  If any of your courses involve two or more placements per student, enter the type of units requested as in the example below (e.g. community and hospital)

Placement Rotations:  As described above, Rotations are used when students will be placed more than once in the same course in the same term.  If any of your courses require two or more rotations in a term, enter “yes” in the column.
Continued on next page/
4.  COURSE SETUP (continued)

	Course Long Name
	Course Short Name
	Placement Type
	Shifts & Hours/Shift
	Total Duration (Hours)
	Multiple Destinations Per Student?
	Course has Rotations?

	Example #1:  

OT 300 – Clinical 3
	OT300
	Preceptorship
	Various
	160 hrs
	Yes – Community (80 hrs) and Acute Care (80 hrs)
	Yes

	Example #2:  

OT 304 – Clinical 4
	OT400
	Fieldwork
	24 x 8 hours
	192 hrs
	No – Community sites only
	Yes

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


If you need additional space to enter Courses, complete the Additional Courses table in Appendix 2.

5. COHORT SETUP 
A Cohort in HSPnet is defined as an intake or class of students that typically enter an educational Program together, take the same or related placement courses at the same time (with some exceptions), and graduate together at the end of the Program.
Long Name:  Enter a fully descriptive long name for each Cohort such as “January 2009 Entry” or “Grad Class 2014”.

Short Name:  The Cohort short name is used primarily by the Placing Agency and should be readily recognized by your staff e.g. “Grad2014” or “Entry01/09”.  Using numbers instead of words (e.g. “01” instead of “Jan”) improves sorting on this screen.
Unstructured:  An unstructured cohort is a special type of Cohort whereby students schedule different placement courses at different times, such as in a Distance or part-time program.  Unstructured cohorts may also be warranted for programs with very large enrolments, where students are placed at different times to manage the large numbers.
Total Years:  For schools that provide only part of an educational program (e.g. collaborative or transfer programs), enter the total program duration including years spent at the other school. (For example, if this program provides the final 2 years of a 4-year Collaborative or Transfer program, enter "4" for Total Years.)

	Program
	Cohort Long Name
	Cohort Short Name
	Total Years
	# of Students Per Intake
	Unstructured?
	Comments

	Example:

Pharmacy Technician 
	January 2006 Entry
	Jan06
	2
	72
	No
	22 month program

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


If you need additional space to enter Cohorts for each Program, complete the Additional Cohorts table in Appendix 3.
6. CURRICULUM SETUP
In the table below, enter the full clinical course requirements (the placement “curriculum”) for one new cohort in each program, listed in the typical order in which placements occur.  For example, for students entering the program in Fall 2011, list all of their clinical placements by Term starting with their first clinical placement.  For Unstructured Cohorts involving part-time or extended study, omit Term because students progress at their own pace.

	Program
	Term
	Year of Program
	Course
	Comments

	Example:

Pharmacy Masters Program (cohort entering Fall 2009)
	2nd term 

Winter 2010 (Jan/10)
	1
	Pharm300 and Pharm 301
	Half of students take Pharm300, the other half takes Pharm301

	
	3rd term 

Spring 2010 (May/10)
	1
	Pharm300 and Pharm 301
	Opposite of 2nd term (students switch courses)

	
	4th term 

Fall 2010 (Sept/10)
	2
	Pharm440
	All students take this course at the same time

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


If you need additional space to enter the Curriculum for each of your Programs, complete the Additional Curricula table in Appendix 4.

7. UPCOMING PLACEMENTS (SCHEDULE) SETUP
When returning your workbook, please provide copies of placement plans or schedules for each course in the upcoming term to be coordinated via HSPnet.  For example, provide documents that include as much of the following information as possible:

· Program and Cohort (e.g. Nursing BScN, 2011 Entry)
· Term (e.g. Fall 2011)
· Course (e.g. Nursing 352)
· Program year (e.g. 3rd year)
· Placement start and end dates if known (or estimated dates if not known)
· Days of the week if known (e.g. half of the class Tues, half of the class Weds)

· Start and end times or shift information (e.g. Days – 8 hours, or Days/Evenings)

· Placing Coordinator (if not the same person for all courses)

.  
APPENDIX 1 – Additional Programs in this Department
	Program Long Name
	Program Short Name
	Discipline / Sub-Discipline
	Use Placements at Work?
	Total Years to Complete Program 

	Example:

Pharmacy Assistant Program
	PharmAsst
	Pharmacy
	No
	1

	
	
	Pharmacy Assistant
	
	

	
	
	     
	     
	     

	
	
	     
	
	

	
	
	     
	     
	     

	
	
	     
	
	

	     
	     
	     
	     
	     

	
	
	     
	
	

	     
	     
	     
	     
	     

	
	
	     
	
	

	     
	     
	     
	     
	     

	
	
	     
	
	

	     
	     
	     
	     
	     

	
	
	     
	
	


APPENDIX 2 – Additional Courses in this Department 
	Course Long Name
	Course Short Name
	Placement Type
	Shifts & Hours/Shift
	Total Duration (Hours)
	Multiple Destinations Per Student?
	Course has Rotations?

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


APPENDIX 3 – Additional Cohorts and Their Programs 
	Program
	Cohort Long Name
	Cohort Short Name
	Total Years
	# of Students Per Intake
	Unstructured?
	Comments

	Example:

Pharmacy Technician 
	January 2006 Entry
	Jan06
	2
	72
	No
	22 month program

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


APPENDIX 4 – Additional Curricula for Each Program
	Program
	Term
	Year of Program
	Course
	Comments

	Example:

Pharmacy Masters Program (cohort entering Fall 2009)
	2nd term 

Winter 2010 (Jan/10)
	1
	Pharm300 and Pharm 301
	Half of students take Pharm300, the other half takes Pharm301

	
	3rd term 

Spring 2010 (May/10)
	1
	Pharm300 and Pharm 301
	Opposite of 2nd term (students switch courses)

	
	4th term 

Fall 2010 (Sept/10)
	2
	Pharm440
	All students take this course at the same time

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     

	     
	     
	     
	
	     


APPENDIX 4 – Additional Curricula for Each Program (continued)
	Program
	Term
	Year of Program
	Course
	Comments
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