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1. Introduction to ARC-WEB

1.1 What is ARC-WEB?

ARC-WEB is a web-based system that enables students to obtain details about their placement allocations and

evaluate their placements online.
ARC-WEB or even ‘ARC’ is not an abbreviation for anything. It is simply the name of the system/software.

Data collected and displayed in ARC WEB is stored on an externally-hosted web server (within the EU) which is

maintained by ARC Technology Ltd.

1.2 Can all students access ARC-WEB?

Currently, Pre-Registration Health Nursing, Midwifery and Operating Department Practitioner, Occupational
Therapy, Physiotherapy, Social Work and Joint Honours students can access ARC-WEB. Plans are underway to

roll this out to Education students also.

1.3 How do I log-in to ARC-WEB?

Full instructions are provided on page 5. ARC-WEB is accessible only via Northumbria University’s Student
Portal. ARC-WEB allows students to access placement information (allocation, placement area contact address
and telephone number, etc) from any internet-connected computer and provides students with their own

personal placement record.

If you happen to experience any difficulties logging-in to ARC-WEB, you will be guided through what actions to

take via helpful screen prompts.

1.4 How does it work?

You will receive an initial email advising you to log-in to the system for the first time to obtain details of your
forthcoming placement allocation. In order to access details of the next placement allocation, you will need to
complete an online evaluation of your current/last placement. Once you have evaluated your current/last

placement, ARC-WEB will automatically allow you to view details of your forthcoming placement allocation.

For further information about the evaluation process, please see section 7.
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Important Notice: Whilst we make every effort not to make any changes once placements have been allocated,
sometimes changes are unavoidable. We strongly encourage all our students to keep a regular check of their
placement allocation in the weeks and days running up to their placement commencement date to ensure
they are aware of any changes that may occur. Notification e-mails will be sent to the University e-mail

addresses of all students whose allocation is changed in the run-up to a placement.

1.5 How do | evaluate my Placement online?

Please follow the instructions in section 7 of this User Guide.

1.6 What happens with my evaluation data?

In order for us to monitor and improve the quality of placements, the information you provide in your on-line
placement evaluation questionnaire is used to produce anonymised reports for academic colleagues, partner
placement providers and external organisations. You should note therefore that the information you provide
may be shared and we would respectfully remind you to take this into consideration when making comment

about individual members of staff or identifying specific placement areas.

All information entered on the system will be collected and managed in accordance with Northumbria University

Data Protection Notification and under the terms outlined within the Handbook of Student Regulations.

1.7 What if | have a query about my placement?

As always, we advise you to contact your Guidance Tutor or Programme Leader for advice. Further general
information on placements for students can be found within the Placements Handbook, available from the

following web page: https://www.northumbria.ac.uk/sd/academic/sches/programmes/placements/pre-

reg info for students and mentors/phad/ .
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2. How to Log-in to ARC-WEB

2.1 Open up Internet Explorer (or any other alternative browser) as normal. @

2.2 Go to the main Northumbria University website — www.northumbria.ac.uk . Navigate to the ‘student
portal’ link at the bottom of the main page within the ‘useful links’ section:

Northumbria

University 'F ¥ O in ‘ @ @ Yot

NEWCASTLE

® Copyright 2018 Northumbria University Study About Northumbria Useful links
All material provided subject to copyright
permission. Undergraduate Study Business Contact us

Postgraduate Study Research Paying your Fees
International Leadership & Governance Equality and Diversity
Accommedation Chantable Status Health & Safety
University Library Freedom of Information Fris -2l Systainability
Academic Departments Accessibility Statement Student Portal
Student Terms and Conditions Privacy Policy STain i v

Disclaimer Data Protection

Work For Northumbria University

Modern Slavery Statement

2.3 You may need to log-in here — if you do, use your standard university log-in details. Type
‘placements’ in the search-bar at the top of the page and hit enter:

Northumbria
University
MEWCASTLE

Q  placements|

90 pashboard :
oo Vashboar Good morning Test Student

1] Blackboard

2.4 Alist of results will be displayed — click on the first one — ‘MyPlacements’:

19 results found for ‘placements’

[Z] MyPlacements

WelCone tomyrtaceinents - your online portal for placement and vrork based learning.

[E] How do student loans work with additional year placements

Howr do student loans work with additional year placements
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2.5 You will be taken to a new page displaying a number of icons — ignore these icons (which only relate
to students completing year-long sandwich placements on programmes other than health, education and
social-work) and instead select the final option on the menu situated on the left-hand side of the page:

Northumbria
w University Q_ search help and support
NEWCASTLE
Dashboard Help & Support My Enquiries My Applications
Blackboard
« What to do when you @
News
secure a Placement
T Lib + What are the benefits of
) Lprary doing an optional Placement
+ Setting up your own Tell us you are Search placement Book onto a placements
ivinto business in your placement interested in vacancies event
s placements

@ Enrol

« Finding a placement

« How do student loans work
with additional year
placements

« Funding an additional year
placement

« What to do if you
experience an issue whilst View or change m| Nursing, Midwifery, have found myself a
T AT profile ODP, OT, Physio, Social placement

Work and Education

« Getting hired - graduate
jobs and placements
s Can international students

students

take an additional year
Placement?
« Placement Types

« DBS checks for your B

+ Nursing, Midwifery, ODP,

OT, Physio, Social Work and .
Education students View my placement My placement My placement tasks

[ applications

2.6 A new page will open — you should see one option ‘placements, evaluations & TAPP’ — click the orange
button:

Further information and support

For further Information about how 10 use these sysiems ciick here

If you have any quenies please contact ns atpepn
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2.7 Once you have successfully logged in, you should see a screen similar to the one below. This is your own
personal placement record, with all your details. We will come back to this screen later on (see section 4,
‘The Home Screen’).

northumbria
UNIVERSITY

grect leorning prect experience prect future
Home Allocations Attendance Web Links Logout Contact us

Hi Helen
Welcome to your personal student page. Please take a look at the following information and make sure it is correct so that it

does not cause confusion. If you find that you want to change any of your personal details listed below, please click on the
Change Details button on the navigation window. A message will be sent to administration containing the rectified information.

‘You last logged in on: 17/04/2008 10:22:08

Main Student Details Registration Details
Surname Swinburn Intake RNA4 S07
Forename  Helen Branch Adult
Title Group
Gender F
Date of Birth

Private Contact Details Training Contact Details
Address Address
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3. Navigating Your Way Around ARC-WEB

3.1 The first thing to note when logged into ARC-WEB, is that the normal forward and back buttons you use
when browsing the internet, will not work.

File Edit View |

3.2 To move around the system, you need to use the menu bar (located at the top of the page) as shown below,
with descriptions:

Home Attendance Logout
This is the This is where This will log
first screen you can see you out of
you come to what, if any, your ARC-
when you log absence you WEB record

in have had

Attendance Contact us

Web Links Logout

Allocations

Allocations Web Links Contact Us

This is where This link will take you This will direct

you will see to a list of useful you to the

where you Website links, located ‘Contact Us’ page

are going on within the Practice on the Practice

placement Placements Website Placements
Website**

** Should you wish to contact your Practice Placement Facilitator, contact details are available on the

Placements website, at the following address:

https://www.northumbria.ac.uk/sd/academic/sches/programmes/placements/pre-

reg _info for students and mentors/students/ppf/contacts ppf
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4. The Home Screen

4.1 Thisis where all your main details are held. At the top left of the screen are your basic details (name, etc)
and on the right of this page, you will find your registration details.

Main Student Details

Registration Details

Surname Swinburn Intake RMA4 SO7
Forename  Helen Branch Adult
Title Group

Gender F

Date of Birth

Private Contact Details

Training Contact Details

Address Address
Post Code Post Code
Tel. No. Tel. No.
Email laurab.taylor@unn.ac.uk Mobile No
Absence Details
Total No. of Days Sick 0
Personal Tutor Total No. of Occasions Sick 0
Name
Tel. No.
Email

4.2 In the middle of the screen, you will see your Private Contact Details and Training Contact Details; the two
addresses may be the same, but your Training Contact Details should always show the address at which you’re
based during term-time.

4.3 Towards the bottom of the screen, in the Personal Tutor section, you will find your guidance tutor’s contact
details. The Absence Details section contains information about absence whilst on the course.

4.4 If you find that any of the contact details listed are incorrect, please log-in to eVision via the eLearning
Portal (https://elp.northumbria.ac.uk) to amend them.
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5. Finding out where you are going on Placement

5.1 From the menu bar, select Allocations

Home

Allocations

Attendance

Web Links

Logout

Contact us

This will take you to a screen similar to the one below. This page will list your theory and annual leave, as well
as your placements. Further information about each section can be found below:

Student Name Swinburn, Helen

Records updated

16/04/2008 18:02:18

Intake RNA4 507 Last login date and time 17/04/2008 15:43:34
I Total 1 Click here to view running total of all allocation hours
Abgence Hrs: 0.00 OutstandingHrs: 0,00 Why can I not see my next placement #77
Next Page>> Last Page>| 10of4 |
Date From Date To Description Day Description Category Days

& 01092014
el 29

é‘é 1312014

2014

TEACHING CENTRE
FRE Ward 18

TEACHING CENTRE

Annual Leave
FRE Ward 18
NGH Castleside IPIOP
HC Portugal Place HV

TEACHING CENTRE

Spoke Placement

FUNDAMENTAL NURSING SKILLS -
AD (ELDERLY)

FUNDAMENTAL NURSING SKILLS -
AD (ELDERLY)

PLAMMED CARE - MH (OLDER]) 10
FAMILY & PUBLIC HEALTH

PATHWAY

- AD

Column One: contains ‘+’ symbols against each placement. Clicking on the ‘+’ will allow you to see whether an
evaluation has been submitted for that particular placement.

Column Two: contains a binocular symbol against each placement. Clicking on the binoculars will provide you
with more information about the placement. (see section 5.2).

Date From/To: The date span of the placement.

Description: The name of the placement area. Please note that:

e The words ‘Access Denied’ will appear within the ‘Description’ column if the evaluation for the previous
placement has not yet been completed. ARC-WEB will only reveal details of future placement
allocations when an evaluation for the previous placement has been completed. Instructions on how

to evaluate your placement online will be forwarded to you shortly.

e The word ‘Unknown’ will appear in this column when your placement has not yet been confirmed. In
this case, you should continue to check both this page and your University email account — your
allocation details will appear as soon as they have been confirmed by the placements office.

e If you wish to change your placement based on extenuating circumstances, you must contact the
Placements & Partnerships Office no later than 2 weeks after your placement is available on ARC-

WEB.

Day Description: If your placement is a spoke placement, it will be shown here; otherwise this field will be

blank

Category: contains the placement speciality

Days: The number of days you will be expected to achieve whilst on this placement are listed here.
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5.2 To find out more information about the placement you have been allocated to, click on the binocular icon

on the far left column. Alternatively, click on the placement name beneath the ‘Description’ column.

You may need to click on the ‘Prev’ (previous) or ‘Next’ links in order to navigate to the placement you are

looking for; all placements are listed in date order.

Student Name Swinburn, Helen

Intake RNA4 507

| Total

Absence Hrs: 0.00 Outstanding Hrs: 0.00

Records updated
Last login date and time

17/04/2008 15:43:34

16/04/2008 18:02:18

Click here to view running total of all allocation hours
Why can I not see my next placement 22?2

Next Page>> Last Page>| 10of4

Date From  Date To

24/03/2014  DE/DT/2014

@b 0710712014 0310812014
04/02/2014  [10/DB/2014
111082014 [31/D8/2014

@b 01022014 28/09/2014

@b 2010812014 1211012014

@b 13102014 261002014

ITHO2014 211202014

2211202014 041012015

05/01/2015  [1B/D1/2015

Description
TEACHING CENTRE

FRE Ward 18

TEACHING CENTRE

Annual Leave
FRE Ward 18
NGH Castleside IP/OP
HC Portugal Place HV

TEACHING CENTRE
Annual Leave

TEACHING CENTRE

Day Description

Spoke Placement

FUNDAMENTAL MURSING SKILLS -

Category

AD (ELDERLY)

FUNDAMENTAL MURSING SKILLS - |

AD (ELDERLY)
PLANMED CARE - MH (OLDER) 10
FAMILY & PUBLIC HEALTH

PATHWAY -

AD

Days

ris
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5.3 Having clicked on the binoculars or placement name, you will be taken to a page displaying more
information about the placement area; a brief description of the information which can be found in each
section can be found below:

Trust Placement Learning Pre-Placement View

Information Information Opportunities Study GIERE LT Evaluation L5
Organisation/ Trust Welcome
Welcome to Northumbria Healthcare NHS Foundation Trust. e

We manage hospital, community health and adult social care services in Northumberland and hospital and
community health services in North Tyneside.

We have 10 acute sites and 2 community business units covering north Northumberland, North Tyneside and
west Northumberland which allow students to experience extensive and diverse clinical placements offering a
wide variety of leaming opportunities.

m

As a Foundation Trust we support and value the education of pre registration health and social care students as
well as post graduate support for members of staff. The Trust recognise the importance of education in delivering
world-class quality healthcare, excellent patient centred senices and excellence in safety, quality and
compliance which are fundamental priorities of the Trust

We are recognised as one of the country's top Trusts. CHKS, the UK's leading independent provider of healthcare

intelligence and quality improvement services, has named the Trust as one of the 40 best performing
organisations for the fifth consecutive year. -

More information including trust policies and procedures are here

hitps:/www.northumbria.nhs.uk/

Trust Information: Generic information about the Trust in which the placement is based

Placement Information: Information entered into the system directly by staff at the placement area, this section
is split into subsections and includes details about the placement area itself, including the placement address,
which can be found in the ‘Finding Us’ subsection.

Learning Opportunities: Information about the learning opportunities available on placement
Pre-Placement Study: Any suggested pre-placement study or reading

Contacts: Contains the placement area’s main contact number, together with contact details for staff working
at the placement area; your mentor/educator’s contact details will be displayed here once one has been
allocated to you by managers within the placement area. If no mentor/educator is listed, please use the
general number listed or contact the Placement Manager/Educational Lead/Coordinator, whose details should
be available. We ask that all students make contact with the placement area at least 2 weeks before their

placement commences (unless otherwise advised).

Passport: Information about you, intended for the placement area.
View Evaluation: If you have completed an evaluation for the area you are looking at, details will appear here.

TAPP: Permits you to send TAPP requests/view TAPP reports once a minimum of five responses have been
received. Further information about the TAPP process can be found online by following this link:
https://www.northumbria.ac.uk/sd/academic/sches/programmes/placements/pre-

reg_info for students and mentors/tappinfo

For travel advice, please visit the Placements website:
https://www.northumbria.ac.uk/sd/academic/sches/programmes/placements/pre-
req_info for students and mentors/students/travel/

This page provides useful links to local Travel companies, and the Nexus Travel Planner pages
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6. Viewing your Attendance Details

6.1 To see whether This Attendance Click on the Attendance link on the menu bar

b
Home Allocations Attendance Web Links Logout Contact us

This will present a screen similar to that shown below. This page will list all and any absence you have incurred
whilst on placement:

Number of hours
absent \ Type of absence

I Tatal 1
Absence Hrs:  g973p Outstanding Hrs: 97,30

Click here to view summary of Attendanc

Note: If you have any queries regarding your attendance, please contact your Guidance Tutor

Dates Allocation Description Category Absence Type Sick Details
TEACHING CENTRE Sick Days: 2
OT FRE Newcastle Cancer Gare Centre  PLAGEMENT 3 E:;;EESSiGFEtE Days: 10
OT NTG Medicine PLACEMENT 3 Sick Days: 1
\ I
Dates of absence Where the absence Number of days
took place absent

6.2 If you have no absence, you will see the screen below:

I Total 1 . .
sbsence Hrs: oo Outstanding Hrs: 0,00 Click here to view summary of Attendance

Note: If you have any queries regarding your attendance, please contact your Guidance Tutor

Dates Allocation Description Category Absence Type Sick Detail=s
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7. How to Evaluate your Placement

7.1 All users of ARC-WEB are required to evaluate their placement before details of their next placement
allocation can be revealed by the system. When you need to evaluate depends on whether your programme
includes hub/spoke or split placements:

7.1.1 Students whose programme includes hub/spoke placements should NOT evaluate their hub or spoke
placements until they have completed their last day in practice at their hub venue.

7.1.2 Students whose programme includes a split placement should NOT evaluate their split placement until
they have completed their last day in practice at that particular venue.

7.1.3 Owing to the manner in which the system operates, students with hub/spoke or split placements may
receive an automated e-mail prompting them to complete an evaluation for their hub or split placement after
completing only the first portion of that placement — please ignore any such requests. You will receive a

further e-mail prompt after you have completed your final placement experience at your hub/split placement;
please evaluate at this point.

7.2 To evaluate your placement, log-in to ARC-WEB as usual, following steps contained in section 2 of this User
Guide.

Click on ‘Allocations’ in the menu bar to bring up your placement allocations:

northumbria
UNIVERSITY

Contact us

Student Name Swinburn, Helen, Mrs Records updated 24/09/2015 09:50:25
Intake TESTER Last login date and time 24/09/2015 15:27:13
I Total 1 Click here to view running total of all allocation hours
Absence Hrs: 7.00 Outstanding Hrs: 7.00 Why can I not see my next placement ???

| | <First Page <<Prev Page MNext Page>> Last Page>| 20of3 |

Date From  Date To Description Day Description Category Days
FUNDAMENTAL NURSING SKILLS -
&k 07/07/2014  DDB2014  (Click here to evaluate this placement. D SLTRU . - =S 0
04/08/2014  [10/08/2014 TEACHINGI CENTRE 5
11/08/2014  [31/08/2014  |Annualfeave 15

7.3 If you are due to evaluate a placement, you will see a message within the ‘Description’ column that reads
‘Click here to evaluate this placement’. Click on the link, as instructed.

7.4 Please note that access to details of future placement allocations will not be available — and will be shown
as ‘Access Denied’ until you have evaluated your last placement.

Y:\Student Progress\Student Placements\HLS\HCES Placements\ARCWEB\User Guides\Student Guides\ARC-WEB Student User
Guide - Nursing, Midwifery and ODP - Sept 2019 v4.docx

Page 14 of 18
Copyright © 2019, Student, Library and Academic Services, Northumbria University
Visit the Student Placements Website at www.northumbria.ac.uk/hcesplacements



Northumbria University
Student, Library and Academic Services, Student Placements
ARC-WEB Student User Guide — September 2019

7.5 Having clicking on the link, you will be presented with a page displaying the Code of Practice for Placement
Evaluation Data:

Student Name Swinburn, Helen, Mrs Records updated 20/08/2015 22:08:55
Intake TESTER Last login date and time 05/03/2014 10:36:46

Please read the following information before you complete your placement evaluation

Code of Practice for Placement Evaluation Data

The following describes the management and submission of placement evaluation data via the ARC-WEB system.

1. The ARC-WEB Database

The ARC-WEB Database contains details of all student placement allocations, which enables all pre-registration health
students to leg in to an enline record and access their personal placements record. ARC-WEB also enables students to submit
practice placement evaluations electronically.

All data entered onto ARC is managed in accordance with the University Data Protection Netification and under the terms

outlined in Section 15 of the Student Handbook of Reqgulations
http:/ f www.northumbria.ac.uk/ studentaz/ survival/ stregs/

Thao Fualiiatinn rancicte nf 71 mimctinne Mnoctinne 1-70 are ncad tn moaciire tho nlaromont ovnoaricnea noctinn 21 ic 2 froo

You should read the code and then confirm that you agree to its terms by checking the box at the base of the
page:

I confirm I have read and agree to the Code of Practice for Placement Evaluation Data

7.6 Once you have agreed to the terms of the Code of Practice, your evaluation form will appear as follows:

Placement evaluation

Host Name FRE Ward 01
Dates 07/07/2014 to 03/08/2014

What happens to my evaluation data?

Preparation and Orientation to Learning Environment

1 Did you access information about the placement before you commenced on the placement?
Yes MNo

If yes, what information did you access and how?

2 Wers you allocated a named mentor/ clinical/ practice educator?

In advance of On first commencing Within first week of After your first week
commencing the

placement the placement placement on placement

3 Was there an orientation / induction to the placement?
Yes Mo

4 Were you able to access placement provider paolicies and procaedures?
Yes Mo
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There are 21 questions in all, categorised under 5 separate headings:

e Preparation and Orientation to the Learning Environment
e Placement Learning

e Communication

e  Support & Guidance

e  General Comments

7.7 You need to answer questions 1 to 20 (question 21 optional) before you can submit the evaluation form. To
submit the evaluation form, click on the submit button at the end of the questionnaire.

Please note you are only able to complete the evaluation in one attempt, ie; you cannot complete part of it and
save it to return to it later it must be completed and submitted at the same time.

7.8 To view your evaluation response for any individual placement, at any time, simply click on the ‘Allocations’
link in the menu bar.

Home Allocations Attendance Logout Contact us

Next, click on the name of placement you wish to view the evaluation for.

northumbria
UNIVERSITY

Home Allocations Attendance Web Links Logout Contact us
Student Name Abbott, Chlof, Miss Records updated 24/09/2015 10:00:50
Intake NUA1L 514 Last login date and time 24/09/2015 15:27:13

I Total 1 Click here to view running total of all allocation hours
Absence Hrs: 10115  Outstanding Hrs:  Jo1.15 Why can I not see my next placement 2?27

Next Page>> Last Page>| 10of3 |
Date From Date To Description Day Description Category Days

150902014 2311/2014 TEACHVGCENTRE 50

FUNDAMENTAL NURSING SKILLS -

(0

24/11/2014  21/12/2014  |FRE Ward 03
b 4D (SURG)

This will take you to the following page, from which you can click on the ‘View Evaluation’ tab:

Allocations Web Links Contact us
Student Name Swinburn, Helen, Mrs Records updated 24/09/2015 09:50:25
Intake TESTER Last login date and time \&/09/2015 15:27:13
Trust Placement Learning Pre-Placement View
Information Information Opportunities Study Contacts Passport Evaluation TAPP

Organisation/ Trust Welcome

Welcome to The Mewcastle upon Tyne Hespitals NHS Foundation Trust

Ml snimimem i $m e "he haalb e mmmian fore Blacn mntla mmd A lradims matinmal haalblha meea cemaidad Le AT G0
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By clicking on ‘View Evaluation’, your completed evaluation data for this specific placement will be displayed to
you on-screen, as follows (the answers you provided will be displayed in bold red text):

Allocations Attendance

Home

Student Name Swinburn, Helen
Intake RNA4 S07

xYes
2 Were you allocated

In advance of
x commencing the
placement

Within first wg After your first week on
placement placement

encing the

5 Were you informed about/ shown appropriate eguipment to sufport health and safety in the workplace including:
Fire equipment * Yes No

Aids to assist with moving and handling X Yes Mo

Placement Learning

6 Did your shift pattern/s (where relevant for your programme), facilitate you working with your mentor fclinical/ practice
educator for at least 50% of the time when on duty?”

*Yes No Mot Applicable
7 Were there opportunites for Inter-professional Learning?
xYes No

7.1 If you answered Yes to 7 please indicate what opportunities you participated in with others
Work alongside other professionals
Participated in inter-professional case reviews
Participated in inter-professional case studies

Participated in inter-professional seminars

® oM o® X

Participated in inter-professional meetings

7.2 If other opportunities occured please indicate
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8. Logging out of ARC-WEB

8.1 When you wish to end your session using ARC-WEB, you must always log-out correctly. To log-out of ARC-
WEB, click the ‘Logout’ link on the menu bar:

Home Allocations Attendance Web Links Logout Contact us
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