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Easy Steps for CCPS Preceptor Process
 School Users
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Easy Steps for School Users
STEP ONE - Work with Courses and Cohorts

How to Add a New  Preceptor Course:
Note – this is the same process as for Cohort Groups

Click on STEP 1 – Work with Courses and Cohorts 

· Click Add to the right of Select Course.  (Note: If Course No and Course Name are already blank, you do not need to click Add before entering information.)

· Enter the course number and course name
· Enter a brief summary, if desired

· Click “Save Course Info.” to store the new course in CCPS 

· If you would like to add a cohort for the new course at the same time, continue down the page to the cohort section
How to Add a New Preceptor Cohort:
Note – there is variation in this process for Preceptor Groups
· Enter a cohort name/number that identifies your preceptor student/group

· Enter a brief summary of the cohort, if desired 

· Enter the number of students in the cohort 

· (This # should reflect how many Preceptor opportunities you seeking for this cohort group) 

· Select  “Preceptor” from the placement type drop down list (this field will form the basis for how the system searches for unit availability that has been established for Preceptors)
· Select the program type from the dropdown list

· Student level will auto populate to Preceptor
· If known, enter the Instructor or Course Coordinator  name from the Instructor dropdown 

· Indicate whether the basic preclinical paperwork, such as background checks, has been completed for this group of students

· Select the preferred units for the cohort’s preceptor placement (this is a required field and very important information, since it will form the basis for how the system searches through unit availability at clinical agencies to show potential placements for your cohort)
· Click “Save All Changes” to store all course and cohort information currently displayed on the screen.

· To add another Preceptor cohort related to the course, click Add next to Select Cohort and repeat the steps outlined above

· To add another course, click Add next to Select Course and then repeat all of the steps described above
Easy Steps for School Users
STEP TWO - Work with Cohort Schedules

How to Create a New Preceptor Schedule

Click on STEP 2 – Work with Cohort Schedules 

Note: This step is the same as for Cohort Groups
If NO schedule exists for this Preceptor cohort and you want to create a NEW schedule: 

· Click the “Create New Schedule” link.

· Select the course for which you want to create the schedule.

· Select the Preceptor cohort(s) for which you want to create the schedule.  If you select more than one cohort, the same schedule will be created for each one.

· Enter the start date and end date for the placement period by typing it in directly, or using the calendar icon


.

· Using the checkboxes next to each day, select  any or all day(s) of the week that the students may attend the clinical placement.  Note: Be specific with your start and end dates. Even though you select specific days, you must understand that students’s will need to be flexible in matching their schedules to the preceptor’s work schedule.
· For each day that is selected, indicate the times by selecting a shift from the drop-down list.  This will automatically populate the start time and end time with defaults for the selected shift.  You may modify the times as desired by using the drop down lists next to the hour and minute fields.

· Enter a brief summary of the Preceptor cohort schedule, if desired.  For example since Preceptor schedules may vary, you may want to enter a note that states: Student schedules are flexible and will match the Preceptor schedule, or you may also list the # of clinical hours required, or any other qualifying information e.g. cannot attend clinical on Wednesday due to class schedule) 

· Click Submit to save the schedule.  You will be returned to the Manage Schedules screen.  Your new schedule will be displayed, if it fits the search criteria (course(s) and date range) previously entered.  (Note: If you did not complete a search earlier, nothing will be displayed upon returning to the screen.)

Note: Initially, School Coordinators will have to create Preceptor cohort schedules from scratch.  However, once the typical schedules for each term exist in the system, they may be easily copied for use in later terms. Coordinators will also have the option to update existing schedules by using the Historical Placement function. 

Easy Steps for School Users
STEP THREE - Work with Preceptor Placement Requests 

How to Request a Preceptor Placement

Note: This step is the same as for Cohort Groups
Under the School Coordinator Admin area click “Manage Preferred Partners” .

From the list of available agencies select your preferred partners and use  [image: image3.wmf] to move hospitals to your preferred partners list on the right hand side. Click Submit. This setting can be used as a filter to speed up your search for availability. Note: You may keep your “non” preceptor hospitals on your preferred partners list, the system will automatically only search for preceptor availability at preceptor hospitals.
Click on Step 3 – Work with Placement Requests 
Click on Request a Placement link  

1. Select a Preceptor course.  

2. Select a Preceptor cohort from the drop-down list. (You may only work with one cohort at a time)

3. Click Show Available Schedules 

From the Available Schedules List 

4. Placing a check mark in the box next to the schedule you wish to place. (This will be the schedule for which the system will find potential matches.  You may select only one schedule at a time)

5. Click Select Search Preferences 

6. Select the filters that are important to you when looking for potential clinical placement matches.  (This is optional – but it is recommended that you use either the preferred agencies or county filter so that the results returned for your review are more manageable)

· Note – because you identified this as a Preceptor Cohort during set up, the system will only display Preceptor opportunities for you.  

7. Click the “Search for availability” button.  

From the Matching Clinical Unit Availability List

8. Place a checkmark in the shift(s) you would like to request for each unit location. Note: The unit location defines preceptor availability vs. the actual unit location within the hospital. 
9. Click “Review and finalize” 

10. Check your entries for accuracy and type any comments into the text box in the middle of the page.  This text will be embedded in the automatically generated email that will be sent to the agency’s Clinical Coordinator when you submit the proposal.

· Note: it is highly recommended that you use the note fields to communicate with the hospitals ex: Student schedules are flexible and will match the Preceptor schedule, or you may also list the # of clinical hours required, or any other qualifying information e.g. cannot attend clinical on Wednesday due to class schedule) 
11. Click the “Agree to Terms and Submit Request” button to send your proposal for the agency’s consideration and confirm on the pop-up question that you accept the terms.  The screen will refresh to show the proposal that you have made – this indicates that your request has been entered in the system.

The Clinical Coordinator(s) will receive an email indicating that you have requested a Preceptor clinical placement at their facility, prompting them to review it in CCPS and accept or decline your proposal.  You will receive an email when they have taken action on your request.   

· Note: To place multiple preceptor  students with one request, you may select multiple units at multiple agencies.  If your group has 5 students you may request 3 placements at one hospital and another 2 placements at a second hospital. 

STEP THREE - Work with Placement Requests 

How to View and Edit a Proposal 
Note – In order to assign a student to an accepted placement request, there is variation in this process for “accepted” Preceptor Placement Requests 
Click on Step 3 – Work with Placement Requests 
· Click on “View and Edit Proposals” 

· Your school will be selected
· Select the Preceptor course no. 

· Enter the date range for the cohort schedule you would like to view or edit

· Click “Search”
A list of all Preceptor Cohort Schedule within this range will be displayed for viewing

Note: You may only edit /or withdraw a Cohort Schedules that is in Proposed Status
To add a student name to an accepted Preceptor proposal: 

· Preceptor requests that have been accepted (“A” Status), will appear with a drop down box in this view. 

· Click on the down arrow to select a student name to assign to this placement request.  
· Once you select a name, it is assigned in the system

· You can view assigned preceptor information by clicking on the Preceptor icon [image: image4.wmf]
· You can view/update  student information by clicking on the Student icon [image: image5.wmf]
To create a list of students
· Go to “Manage Students” under the School Coordinator Admin area

· Click on Add New Student  to start creating a list of students that will be populated in the “Student info” column’s drop down menu .

· You can add new students as you go along by clicking the student icon as described above and then go to “Add new student”.

See sample of View/Edit Proposal Screen shot posted on the next page. 

Sample:  View/Edit Proposal Screen – Assigning Student Names
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To withdraw a proposal: 
Note: This step is the same as for Cohort Groups
· Use the checkboxes in the “Selected” column next to each row to indicate which proposal(s) you wish to withdraw. 

· Click the “Withdraw Proposal” button. This action will trigger an automated email to the clinical coordinator(s) for that agency to let them know that you are withdrawing your original request. 

· The screen will refresh to show that the selected proposal(s) was withdrawn.  
To edit a proposal: 
Note: This step is the same as for Cohort Groups
· Click on the Edit link next to the proposal you would like to change 

· A table will display below the Withdraw Proposal button with the availability for that agency during the dates specified by your schedule. 

· Select the shift or shifts and days of the week for each unit you would like to re-propose to. 

· Click on the “Agree to Terms & Submit Request” button to complete your edit. 

· This action will trigger a series of events. First, your original proposal will be withdrawn and the new proposals will be submitted. Secondly, an automated email will be sent to the clinical agency notifying them that your original proposal was withdrawn. Thirdly, another automated email will be sent to the clinical agency notifying them that there is another proposal from your school for them to consider. 
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