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Firstly, thank you for supporting our learners in Leeds to complete the practical elements of their training.

It is so important that we are able offer high quality learning experiences to our future workforce and with your help we are able to do this.

PARE is instrumental for quality assurance of clinical placements. 

This document is designed to support you in using PARE as Practice Educator Lead within a clinical placement in Leeds. 


If you have any queries please contact your Practice Learning Facilitators (PLFs):

-Leeds Community Health hayley.ingleson@nhs.net 
-Leeds Primary Care leedsprimarycare.wth@nhs.net
-Leeds Teaching Hospitals leedsth-tr.practicelearningfacilitator@nhs.net 
-Leeds and York Partnership NHS Foundation Trust pldt.lypft@nhs.net
-All others (Private/Independent/Voluntary organisations and other NHS services) leedsth-tr.pivoplfteam@nhs.net 
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PARE - an overview



PARE is the online, cloud-based platform accessed by placement areas, students and the universities in Leeds to keep a record of placement and staff profiles, educational audits, capacity and student evaluations.
Each placement has their own profile with useful information for students to access prior to starting placement.
Practice Educators (refers to Practice Educators, Assessors and Supervisors) have individual profiles attached to their placement area where they self-declare their readiness to support/assess students. 
Training sessions are advertised and user-guides/videos are available throughout the PARE website. They include information on functions we do not use in Leeds- this guide is specific to PARE functions used in Leeds. 
	
PARE - roles and responsibilities



	Practice Supervisors/Assessorss/Educators
Once qualified as a Practice Educator/Assessor/Supervisor, the staff with Education Lead/Senior Admin PARE access can grant you an individual profile linked to the placement profile
You are responsible to ensure this is kept up to date.


	Make a Self-declaration 
(see page 8)

	Record the title and date of the training you have undertaken in order to support students

	Record Practice Educator updates on your profile (page 8)

	University staff/your PLF will share the means of accessing updates with your Education Lead

	Ensure your email address is correct

	This is essential so that students can share their Practice Assessment Document (PAD) with you

	Practice Educator Leads
The Placement Profile is yours to maintain.
You also have an individual profile which requires the actions on the Practice Educator table

PARE user guide link: PARE.Placement.Educator.Lead.Guide.v1.1.pdf (onlinepare.net)


	Placement profile

	Students access this information prior to attending placement
You can edit this as required

	Staff profiles/Educator register 
(see page 4)


	Once staff have completed their training you need to generate them a PARE account within your placement profile
When staff leave, revoke access/un-assign user from  your placement profile

	Evaluations

	Students are asked to submit evaluations at the end of placement. You need to review these regularly.
Provide feedback to your team as they do not have access to view evaluations.

	Educational audit 
(see page 14)

	Your Liaison Lecturer and PLF will contact you when this is due to be carried out. It is stored on PARE. 
Prior to the audit:
-input information into the audit domains
-ensure the staff list is up to date and appropriate levels of access on PARE are granted
-ensure staff are up to date with self-declarations
The Liaison Lecturer/PLF will meet with you to sign off the audit and support in creating action plans where domains have not been met


How to complete Self- declaration forms on PARE
Select the educator register/own profile
[image: ]
Type in your name to search
[image: ]









Click on the area highlighted below
[image: ]
Click on self-declaration form and complete according to your professional role, also add in PA/PE qualification    (if applicable)
[image: ]


How to Update the Educator Register on PARE

Having opened up your PARE account, select ‘Users’ 
[image: ]



Using the ‘User Type’ dropdown menu, select the type of user your staff member is classified as. You may need to go through the different user types if you are unsure. Usually our colleagues are either a ‘Placement Educator Lead’ or a ‘Placement Educator’
[image: ]


Once you have selected a ‘User Type’, the system opens a ‘Search’ box into which you can place the staff members name - you can search with full name, surname or given name.
You will then see a list of names from which you will need to select the correct staff member by clicking on the ‘View’ square to the right of the staff members name

[image: ]




Clicking on the ‘View ‘box will open up the staff members individual profile. You can then amend the required details within the profile.
[image: ]
Remember to click the green ‘Save Changes’ button to ensure that the staff members profile is updated.[image: ]





Checking that the Register is updated.
Follow the process for opening up the placement profile to which the staff member is assigned.
Click on the ‘Staff’ tab and the staff list should appear including your staff member with their updated details.
[image: ]


How to add a new user to PARE

Once you have logged into PARE, click on USERS in the top blue bar to the right of evaluations.
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On the left hand side under ‘User Admin Section’ click on Add New User
[image: ]






In ‘User Type*’ click on the drop down arrow and choose ‘Placement Educator  (Mentor) (regardless of profession)

[image: ]





Fill in the remaining fields with the staff members First Name, Last Name and their Trust email. (Leave Mobile Phone blank).
N.B This is really important that the staff members details are spelt correctly as this will be used if we need to locate a member of staff at a later date. Once all the fields have been filled in click on the green button in the bottom right corner which says ‘Next Step’.

[image: ]


On the next page it will populate the staff members name and email address you have inputted.
[image: ]
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You will need to input their ‘Profession’ from the drop down box.
‘Select all learner disciplines/programmes the user will be supporting’ by clicking in the relevant boxes.
For nursing & ODP colleagues Choose the ‘Fields of Nursing’ the staff member works in, by clicking the relevant boxes. Especially if an ODP.
Input the date the staff member completed the course by referring back to the self-assessment form, or the date you were advised they had completed their preparatory programme or course.
[image: ]

In ‘Assessor/Educator Qualifications Details’ input the programme completed e.g. Trust PAPP course, SLIP, PEPC and the completion MM/YY of the course attained
Click on ‘Save Changes’.

An activation email will have been sent to the staff member. Scroll down and in ‘NMC 2018 professions’ you need to choose Practice Assessor from the drop down box. (this is the same process regardless of profession)

[image: ]

Click Save Changes





Scroll back to the bottom and click on ‘Assign to Placement Area’. This is to ensure the staff member comes under the correct ward area as a Practice Assessor.

[image: ]

Click on the ‘Placement’ drop down box. Click on Select all and then click Select all again. Scroll down until you find the ward/clinical area.

[image: ]
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Scroll back to the top of the page and then click on the placement area name and then choose Assign. Or click off to the side once you have located the placement area then choose ‘Assign’.

[image: ]

This will then assign the member of staff to the correct placement area as an ‘in date’ PA. 

[image: ]


To check it has updated, you will see that it has saved by the green message at the top, but scroll to the bottom to ensure it is recorded correctly.

[image: ]

You will need to ensure you have updated the preparation programme spread sheet to advise that you have updated PARE (if applicable).
You will need to ensure that ESR is updated with the information.
For nursing colleagues: Email the epad team to request that the staff member has access to students epad and also advise LBU placement team, email addresses below:

epad@leeds.ac.uk
nursingplacements@leedsbeckett.ac.uk

The epad team require the name of the member of staff and their email address.
Ensure you advise the staff member that you have set up their account.
Ensure that an activation email for PARE has been sent to the staff member.


How to Create a Profile
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.

[image: ]Access the placement
 Information screen here


The placement information screen can be accessed via the Red Placement Details bar on your PARE dashboard. See above.










The placement information screen header displays your organisation and placement area name, the PARE ID for the placement area, and a green ‘View/Edit Profile’ button in order to access the Edit Placement Profile screen. The Placement Profile screen is accessed from the placement information screen by clicking on the green View/Edit Profile button in the Placement Information header section.

[image: ]View/Edit profile Tab





























The Placement Profile contains several sections for the entry, update and display of specific placement information to aid learner familiarisation with the placement before starting. The placement name, PARE ID number and organisation name are displayed at the top of the screen, and are non-updateable. Each section under the header information contains a list of optional items and associated data entry boxes for adding and updating data. The following screenshot of the top section of a Placement Profile displays the Placement Details for data entry/update, and the HEI staff contact details sections:

[image: ]Contact detail section
Placement details section
Placement name and PARE ID



Standard formatting tools are available along the top of the majority of the text boxes, to help format the display for greater clarity, and the size of the text box can be reduced or increased by holding the cursor down on the lines at the bottom of the box, and moving the cursor up or down. 
The full list of Placement Profile sections are: 
· • Placement Details: To enter the location details and main contact number 
· • University Staff Contact Details: These contact details are entered by HEI Senior Admin PARE users and are non-updateable. 
· • Academics Assigned to Placement Areas: This displays the name and email address for all university Academic Link PARE users who are linked to the placement area. 
· • Introduction: To enter a site description, the type of placement and description, client group and care provision details. 
· • Accessibility & Learning: To add additional information, including special considerations, accessibility at the location, parking/transport, resources available, suggested reading, learner types supported, and learning opportunities/outcomes. 
· • Spokes & Short Visits: To add a spoke/short visit experience to the placement details. The placement experience is selected from a list of available PARE Placements for the organisation. 
· • Shift Patterns: Shift type (e.g. Morning Shift, Night Shift), Shift start and end times, and Total Time on shift. 
· • Last Updated: The date and time the profile was last updated, including the name and email address of the PARE user who update the profile, is displayed in this section. 

[image: ]Save changes Tab


Click on the Save Button to save any changes to the profile.                                                                                                                                    [image: Warning Signs of a Struggling or Insolvent Business - Company Rescue]
NB: Any information you type in the profile has to be saved by clicking on the ‘Save’ button. Be sure to click the button before you leave a page or you could lose your text. 

Placement Senior Admin and HEI Senior Admin have access to an additional feature on this page, which enables them to specify that the Placement Profile is not published to students. The default is to publish the Placement Profile for students to view. It may be useful for the Placement Profile to be temporarily hidden from learner view, if the Placement Profile is in the process of being updated for example, and the existing information is incorrect. Contact your Placement Senior Admin if you require the Placement Profile published status to be changed, so that it is not displayed to learners. Learners will see the placement location information and contact details for the placement (Placement Senior Admin/Placement Educator Leads and Academics linked to the placement area), but the other sections will not be displayed.












How to Create a new audit

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.

[image: ]Access the placement information screen here


The placement information screen can be accessed via the Red Placement Details bar on your PARE dashboard. See above.




[image: ]Click here to access audit section



The placement information screen header displays your organisation and placement area name, the PARE ID for the placement area, and a green ‘View/Edit Profile’ button in order to access the Edit Placement Profile screen. The audit tool screen is accessed from the placement information screen by clicking on the audit tool header section. See above.

To create a new audit for a placement, click on the green ‘Create New Audit’ button of the Audit Tool tab of the Placement Information Screen for the placement. You will see a message displayed for you to confirm if you wish to continue.



[image: ]     Create new Audit 
     Button to access Audit tool
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In addition to the message asking if you wish to continue, the pop-up will also display one or two buttons, depending on whether or not a previous audit already exists for the placement. If no previous audit exists, a green ‘Create New Blank Audit’ button is displayed. Click on this button to access the Audit Tool for a new, blank audit.


[image: ]Create New Blank Audit


If a previous audit already exists for the placement, then the pop-up will display an additional green button: ‘Copy Previous Audit’. If this option is selected, then a new audit is created, pulling through all the information contained in the previous audit, as a basis for the new audit, with the facility to amend and add to the previous audit data, as required.


[image: ]Create New Blank Audit or Copy        Previous Audit Buttons







Click on the ‘Create New Blank Audit’ button (or the ‘Copy Previous Audit’ button if available, and required) to continue, and to open the Audit Tool screen. The Audit Tool contains a series of pages that present an online view of an audit document. The first page, the Audit Profile, opens on accessing the Audit Tool, and contains features that are available on all the subsequent pages of the audit. If you have copied a previous audit for creation of the new audit, then you will see the information from the previous audit displayed in the new audit pages, otherwise the pages will contain empty boxes for data entry, with the exception of some default data items.


[image: ]Links to Further Resources
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Audit record detail: This information bar displays the following items:
· Audit ID: A unique audit ID number
· Status: The status of the audit, which defaults to ‘in progress’ when creating a new audit
· Previous audit: The date of the previous audit (or N/A if no previous audit)
· Created by: The PARE username of the user who created the audit
· Last updated: The date the last amendment was made to the audit. This item defaults to the current date when first creating a new audit
Placement link: Click on the Placement link at any time, to return to the Placement Info screen (saving any required changes first)

Audit page navigation: The menu items to the left of the screen (excluding the last ‘Action Plans’ item) are links to the pages of the audit, and are used to navigate through the document, and to revisit pages if required. Click on each tab to open and complete. NB: Any information you type in the Audit has to be saved by clicking on the ‘Save Changes’ button. Be sure to click the button before you leave a page or you could lose your text. 




Below are examples of information you could use in each domain - please note examples only and your HEI link will discuss with you what is pertinent to your specific placement area. Domain examples are for guidance only  
 
Methodology of audit: This section asks for information of how the audit was completed - face to face for example

Domain 1 Learning Environment and culture: 
· Policies available on intranet - learners are encouraged to read 
· Welcome pack available on arrival
· PA/PE and PS allocated on arrival
· Educational audit in place and current
· Learners work with MDT team following evidence based p[practice
· Educational lead/learner champion identified to lead on learner placement experience
· Learners are encouraged and involved in the care of service users which contributes to a valuable learning experience - Patient and carer feedback

Domain 2 Educational Governance and Leadership:
· Follow learner escalation policy in line with Trust and HEI policies
· Feedback is encouraged from learners   
· Learner feedback local and via PARE (and other platforms used by AHP’s)
· Trust whistle blowing policy
· Datix system
· Learners wear name badges 
· Learner allocated HEI link for support
· Allocated PLF available for support
· PA/PS/PE’s currently suitably prepared - for support
· Placement area learner champion/educational lead available for support
· Educational audit current and updated
· Patient surveys
· Friends and family questionnaire
· Learner welcome pack

Domain 3 Supporting learners:
· Learners are empowered to facilitate their own leaning following a coaching ethos on line with SSSA and HCPC standards
· ePAD
· learner orientation
· Outcome planning/learning objectives set
· Regular reviews 
· Access to IT systems and policies
· Encouraged to be involved with assessment/care planning for patients in line with stages of learning   
· Learners encouraged to work closely with all members of the MDT team
· Feedback is encouraged from learners
· PA/PS/PE’s available for support
· PLF’s available for support
· Education link/learner champion available for support

Domain 4 Supporting educators:
· Facilitation of PA/PE updates
· Learners have access to dates for attendance
· Facilitation of PAPP/SLIP/PEPC (or equivalent) 
· Learners have access to dates for attendance
· PLF available to support
· HEI link available to support

Domain 5 Developing and implementing curricula and assessments: 
· The Trust is moving towards a coaching ethos to empower learners to facilitate their own learning in line with SSSA and HCPC standards
· PA/PE updates to include regular curricula and assessment updates 
· Regular communication between HEI link and placement area to align curricula and assessment delivery  

Domain 6 Developing a sustainable workforce:
· Regular internal/external placement reviews 
· PARE/placement profile learner evaluations
· Regular capacity reviews
· Yearly/Bi yearly audits - suitability for stage of learning
· Regular review of PS/PA update compliance

Audit action plans: This menu item, at the bottom of the left menu item bar listing the Audit page navigation links, takes you to the summary screen listing all Action Plans for the Audit, and from which new Action Plans can be created. The menu item label also indicates the number of Action Plans for the Audit (defaulting to zero) 

Links to further resources: The menu bar to the right of the screen (this bar may display along the bottom of the screen, depending on the device that PARE is being accessed from), includes menu item links to additional resources to aid in the completion of the audit. These include: 
· NETS questions: This link opens the full list of NETS questions that learners will be answering on completion of their placement experience
· REAT Guidelines: This link opens the list of the REAT Principles and Best Practice, to enable consistent quality assurance of placement provision across the region and all healthcare professions
· Helpful Links: This link opens the Helpful Links panel, with links to the HEE Quality Standard download, and the HEE Privacy Notice website page that details how HEE uses and protects any information that you supply
· Revised history: this link opens the revision history window, displaying details of all updates made to the audit, including the date/time of update, section update, the new value entered for the section, and the user who made the update* 
· Export PDF: Click on this link to download a PDF version of the audit document onto your device
· Save change button: Click on the button to save any information added to the page, or amended on the page, before leaving the page

Revision History Window*

[image: ]Details of the update action


[image: ]
	NB: Remember any information you type in the Audit has to be saved by clicking on the ‘Save Changes’ button. Be sure to click the button before you leave a page or you could lose your text. 



In the first page of the Audit Tool, the Audit Profile page, the Audit Date item defaults to the current date and the Next Audit Date item defaults to two years on from the current date. Both dates are updateable. Click on the applicable item to open the Date Calendar pop-up for a new date selection.

Continue to work your way through the audit document, completing the boxes and selecting the radio buttons, as required, making sure to save your changes on each page. The display of text boxes with three lines indicated in the bottom right corner may be expanded or shrunk, by clicking on the lines, holding the cursor down and moving as required. You may exit the Audit at any point by clicking on a screen navigation item, or the Placement link at the top left of the audit page, to return to the Placement Information screen. The audit that you have created, and that is currently in progress, will be displayed in the Audit Tool tab of the Placement Information screen.

[image: ]View Link to
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How to Complete an Audit

An audit of status ‘In Progress’ can be revisited at any time, to make additions/amendments. You may work through the pages of the audit using the page navigation items and resource links for additional help (see Create a New Audit section in this Guide). Once completed, select ‘Completed’ from the Audit Status drop-down box on the first page (Audit Profile) of the audit.

[image: ]                  Audit Status Selector
Audit Profile Page, Audit details section

This sets the status of the audit to completed and the green ‘Completed’ icon is displayed for the audit record in the Audit Tool tab of the Placement Information screen:

[image: ]   View Link to Access Audit
Completed Audit Record
Audit Tool Tab


A completed audit can still be amended if required, but it will be necessary to first open the audit and click on the ‘Reopen Audit link’ on the Audit Profile page of the audit, which sets the status back to ‘In Progress’.

[image: ]Re-open Audit link
Audit Profile Page, Audit details section

The ‘Legacy’ option in the Audit Status drop-down list is available for audit data retrieved from the legacy PPQA system. All audit data migrated on to PARE was set to this status by default. The final option ‘Deleted’ is only to be used to remove an audit altogether.
Audit Notification





PARE reminder notifications are sent out to all Placement Educator Leads for a placement area shortly before the next audit date becomes due. The next audit date is determined by the date that was entered for this item when the last audit was completed (see Create a New Audit section of this Guide). On creating a new audit, the next audit date defaults to two years on from the date of the audit record being created, but may be amended whilst an audit is in progress if required. Reminder notifications are sent out 3 months prior to the audit due date, 1 week before the due date, and 1 week after the due date, and to the following stakeholders: 
· • Placement Educator Leads for the audit placement area. 
· • Placement Senor Admin linked to the placement area (or for the organisation as a whole, if no Placement Senior Admin are linked to the placement area). 
· • Academics linked to the placement area. 




FAQs & Further Help
The PARE website has a FAQ section, as well as videos and training resources. See the following links:
· Complete PARE Placement Educator user guide (contains elements that are not used in Leeds) https://onlinepare.net/files/guides/PARE.Placement.Educator.Guide.v1.1.pdf
· Complete PARE Placement Educator Lead user guide https://onlinepare.net/files/guides/PARE.Placement.Educator.Lead.Guide.v1.1.pdf
	Frequently Asked Questions (FAQ) resource: http://demo.onlinepare.net/faqs.php 	Training Demo videos: http://demo.onlinepare.net/training-resources.php


The PARE Team
The PARE team, based at the University of Chester, are available to advise on any technical issues in your use of PARE. Please note that the PARE team cannot advise on specific student issues. This should be addressed in the usual manner using the usual support networks (Placement Educator Lead/Placement Senior Admin, learner’s Academic Assessor. 

Please email your issue details to the PARE team, from the same email address that is your PARE account email address, making sure to include all the details the team will need to investigate and resolve your issue.For more urgent enquiries, you can contact the PARE technical helpline (see number below), which is available Mon-Thu: 8.30 – 17.00, Fri: 8.30 – 16.00:
















PARE  -FAQs




What is PARE?
The online, cloud-based platform accessed by students, Universities and staff from all clinical placement areas across all professions.

What Is PARE used for?
In Leeds we use PARE to:
· keep a record all clinical placements, which students can access for useful information prior to starting placement
· record the training Practice Assessors/Practice Supervisors/Practice Educators have undertaken in order to meet the NMC/HCPC requirements to be suitably prepared to support students
· You need a PARE profile to be given access to your students PAD (Practice Assessment document)
· record educational audits
· invite students to leave evaluations of placements

Do we use PARE for assessment?
Not currently. This function is available on the website but currently in Leeds we use Pebble PAD to record Nursing assessments and bespoke on line platforms for AHP’s. Some of our AHPs are moving to PARE-based assessment documentation in the 21/22 academic year - communication will follow.
Nurses will be sent a login for Pebble PAD when their student grants them access.

Who creates my account?
Once you have completed relevant training, the person with Education Lead PARE access to your placement area, can create your account.

Where is my activation email?
Once your profile is created an email is auto-generated - it may have gone to your Junk mailbox.

What is my username?
This is your registered email address. 

I have forgotten my password, how do I recover it?
On the sign in tab, click ‘forgot password’’. A link will be sent to your email address.                                                             PARE - Key Functionality Guide - YouTube
To change an existing password, when logged in click on ‘view profile’ where there is an option to change password.

Can PARE be accessed from devices?
Yes, you can access the website from any internet enabled device, including smart phones, tablets, laptops and desktops. If your organisation has a firewall blocking access to the site contact PARE: info@onlinepare.net 

Is the website secure?
The PARE website is highly secure, using industry-leading technology to keep data safe. It is hosted on UKFast - a server managed and operated in an ISO-accredited data centre located in Manchester.

I am a Practice Assessor/Supervisor/Educator. What do I need to do on PARE?
· Activate your account (the initial email may be in your Junk folder)
· Make a self-declaration to record the training you have undertaken in order to support students
· Complete then record your Practice Assessor/Supervisor/Educator updates,
· Ensure your email address is correct - this is essential so that students can share their PAD with you
I am an Education Lead for my placement area. What do I need to do on PARE?
· Ensure your individual profile is up to date and if you are an NMC/HCPC registrant, make a self-declaration 
· Maintain the clinical placement profile. This can be edited as required should changes occur within the service. Students appreciate this overview of the placement once it is allocated to them. 
· Read student evaluations and provide feedback to the team as they do not have access to these. You may want to create action plans in response to aspects of evaluations. Your PLF can support you in this.
· Take part in the Educational Audit when contacted by the liaison lecturer/PLF. This is recorded on PARE.

What if I move to a new clinical area?
If it is in the same organisation, the Education Lead in the area you leave can ‘revoke access’ to their placement profile and the Ed Lead in the new area can search the educator register and add you to their placement profile.
If you move organisations you will need to email PARE so they can move your profile. info@onlinepare.net 

Where can I access support?
· PPU website contains resources including a video and ‘how to’ guides for the functions of PARE we use in Leeds [LINK to PARE resources page]
· The PARE website has user guides and videos guides throughout the website. The following guides are from the PARE website (caution - they contain instructions on using functions of PARE we do not currently use in Leeds)
· https://onlinepare.net/files/guides/PARE.Placement.Educator.Lead.Guide.v1.1.pdf
· https://onlinepare.net/files/guides/PARE.Placement.Educator.Guide.v1.1.pdf 
· For technical support, you can contact PARE on info@onlinepare.net
· Your Practice Learning Facilitator (PLF) or Learning and Development team for your organisation can provide support - email the contact for your organisation:-
-Leeds Community Health hayley.ingleson@nhs.net 
-Leeds Primary Care leedsprimarycare.wth@nhs.net
-Leeds Teaching Hospitals leedsth-tr.practicelearningfacilitator@nhs.net 
-Leeds and York Partnership NHS Foundation Trust pldt.lypft@nhs.net
-All others (Private/Independent/Voluntary organisations and other NHS services) leedsth-tr.pivoplfteam@nhs.net
30
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