ARC Audit Workbook

This guide assumes that you already a proficient user of ARC PEP-net. If not we recommend you read the sections on
logging in, checking out and reporting in the ARC PEP-net workbook before attempting to do an audit.
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1. Preparing for an audit
The following steps will help you prepare for your audit using ARC PEP-net:

e Check and update your area profile - the information provided to students about your placement
opportunities.

e Check and update your mentor/educators — unlinking anyone who has left and add any new mentors

e Run the student evaluations report for the last 12 months — you may need to reflect on some of the
feedback in your evidence

e Run the host dashboard report for 3 months — this will help identify any missing information

e Go to the “Audit tracking” tab and make sure you have responded to the actions raised in last year’s audits

c If you make any changes to ARC PEP-net remember to check back in. Otherwise you may lose your changes
and you will not be able to start an audit if it is checked out.

You may also wish to log-in to the audit system and get a copy of your last year’s audit report. This is accessed via
the “Logs” tab.

2. Logging-in

Use this link to access the audit system:

https://hces-placements-northumbria.arcwebonline.com/audit

Your username and password are the same as for ARC PEP-net.

:_ Placement Area
ﬁ‘;ﬂ?"a Audit Tool

Username:

Password:

h e?}Tﬁi

21/07/146 Audit workbook v0.3.docx 2



3. View or Start an audit

This is the landing page once you have logged in. It shows all the placement areas (hosts) that you have access to.
There is a search box with settings to help you find the correct area quickly. From here you can view the last audit by
clicking the eye symbol or start a new audit.

martin.ryan@northumbria.ac.uk -
._ Placement Area
S rertimpria Rasemen

Host Name: Audit Status: " Available

& All & You are auditing

Being Audited By You & Checked out by someane
Being Audited By Someone Else @58, or- i1 tha BED

(o

Number of hosts: 2764

Checked Out For Audit Start Undo Check Last Checked
Practice Environment Name 1 View Audit Audit In in
¥ ALN Hillcrest Mat Click here to
start or continue
L ALN Minor Injuries Unit an audit
B

+ ALN Outpatients e

Click here to view the =
v ALN Surgical Unit last audit or to access z _lll-"'

an audit report

4. Completing the Audit
If you start a new audit you will land on this page:

martin.ryan@northumbria.ac.uk e

- Placement Area
Mﬂ?"a Audit Tool G

[ Audit checked out successfully. [X] ]

[FRE Ward 01 & |

New Audit Sequence: 65

Audit Details

Standards

Hentors Trust/Organisation Newcastle upon Tyne Hospitals NHS Foundation Trust

Capacity
Placement Address Ward 01

Freeman Hospital
Freeman Road

Declarations

Reports Newcastle upon Tyne
Logs
NE7 7DN
Tel No. 0191 2336161

Current Audit Type

€

Menu Bar
Next Audit Date

On the left hand side is a menu bar with a series of options. The menu option selected is highlighted in dark blue.

21/07/146 Audit workbook v0.3.docx 3



4.1. Audit Details
Check the details (see previous screenshot) and set the audit type and the date of the next audit (this will be used to

generate future reminders). Click the save button to confirm the changes.

4.2. Audit Standards

On the standards menu option there are two set of tabs. The selected tabs are highlighted in blue and here we are
on the section in tab set 1 and JEIEIERl in tab set 2.The second tab set covers the four audit standards
and these need to be worked through in turn to complete the audit.

martin.ryan@northumbria.ac.uk &

._ Placement Area
Mﬂ?"a Audit Tool =g o
[FRE Ward 01 & |

New Audit Sequence: 65
Standards Copy Standards Action Plan
[ standercs | « Tab set 1

Standards

This section lists the standards for the hosts within this audit group.

Reports
i m Standard 2 Standard 3 Standard 4 « Tabset2

Standard 1 : Practice Learning Environment

Criteria
The area is deemed to deliver safe care / services

Rationale/Evidence Level Mat

| |

Standard responses , .. Action Review Date

In the above screenshot the first part of Standard 1 is visible and can be completed. The other parts can be reached
by scrolling down the page.

A Remember to click the save button at the foot of the page or your changes may be lost!

There is only one action allowed for each part of a standard but you can use the free text box to include multiple
tasks within a single action. You can click on “Action Plan” in tab set 1 and view all the actions for all of the
standards.

The “Copy Standards” option is used when auditing a group. This is covered in section 6.
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4.3. Mentors

Select Mentors in the left hand menu bar — answer the questions and enter the date and enter the number of SIGN-
OFF mentors into the box, press Save

hces-placements-norhumbnd.arcwebonine com

martin.ryan@northumbria.ac.uk &

. Placement Area
northumbria 4 it Tool o R

[FRE Ward 01 @ |

New Audit Sequence: 65

Mentors

Has the Mantor register bean reviewed: Yes Mo

Date of Review:

Are there sufficient live mentors to Yes No
support the stated student capacity?

Please state how many sign off mentors
are on the register:

[ sove |
Mentor's Name Job Title Date of Most Recent Update Status  Sign Off Host Name
Active No FRE Ward 01
10/04/2015 Active No FRE Ward 01
10/03/2014 Deactive | Yes FRE Ward 01
10/02/2014 Deactive | Yes FRE Ward 01

é Note that you once the audit is started you cannot change this information. This is why it is recommended
that you update your mentor information prior to starting the audit.

4.4. Capacity
Capacity information is used by the University’s placement team to allocate students to your area. It is recording
using placement categories which are the different types of placement experiences on offer.

Capacity By Category

Maximum number of students for this host:

Max
No. YR YR YR
Categories L y 3 3 Comments
Basis
LME - AD - SPOKE [SURG)
LME - AD (SURG)
FUNDAMENTAL NURSING SKILLS - AD (SURG)
ACUTE B CRITICAL CARE PATHWAY - AD -
SPOKE
Set Blanks To Zero  Unless you click 'set blanks to zero’ you cannot progress m

Enter the student numbers into the boxes and use the “set blank to zero” to complete the table.

The maximum number of students limits the number of students that can be placed at any one time irrespective of
the placement category. There is also a maximum per placement category. This should ensure that you are never
allocated more students than your area can accommodate. Contact your PPF if you need help completing this
section.
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If something changes during the year that affects your capacity then please advise your PPF as they are able to make
in-year changes to capacity via ARC PEP-net which will in turn notify the university’s placement team.

Occasionally a category may be discontinued or deactivated after an audit has started. Deactivated categories are
displayed in pink. Capacity numbers should not be entered against these categories.

4.5. Declarations & Finishing the Audit

Declarations should be completed at the end of the audit. The audit cannot be checked back in until this has been
done. In the following example there are some warnings that need to be checked first. These usually relate to
standards that have not been completed.

Declarations

This section allows you to sign off this sudil. Please answer the questions relevant to you and click ‘Save’ at the
bottomn of the page. Once all questions have been answered by all parties, the audit can be checked in.

There are some warnings associated with this audit.

Click ta View Standards Warnings Chaclk for
warnings here

1. Placement Area Representative Yes No

1 confirm that the Mentor / Educator Register is current/has been
reviewed

1 confirm that the Capacity number is correct
1 confirm that the practice placement area meets the required standards
1 agree with the action plan{s) identified

MName: Time: Date:

2. Placement Practice Facilitator Yes No
I confirm that the Mentor / Educator Register is current/has been

reviewed

I confirm that the Capacity number is correct

I confirm that the practice placement area meets the required standards

1 ngree with the action plan(s) identified

Name: Time: Date:

Audit Notes @

You can only complete a declaration for your role. A PPF cannot complete the manager’s declaration or vice versa.
Once both parties have completed their declarations the audit can be finished.

If you are the first party to complete the declaration then let the other know by email.

If you are the last party to complete the declaration then you can finish the audit by checking it in on the Home page

Practice Environment Name: + Available
E You are auditing
Status: @® Active (O De-Active O all & Checked out by someone

- R ~ else or in the PEP
Audit Status: ® All ) Being Audited By You (O Being Audited By Someone Else

Number of hosts: 1

Practice Environment Name Checked Out For Audit To View Start Audit Undo Audit Check In Next Audit Date
5]

=i "] = A
& | [3 FRE ward 01 You == & ) - 20/02/2014
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4.6. Reports
At the time of the production of this guide there are no reports available. If you want the current audit report then
go to Logs tab.

4.7. Logs
The logs tab lets you see the activity for the placement area which includes updates via ARC PEP-net. Note that the
audit reports from the current and previous audits are available.

Detalls Audit Logs
Standards
Mentors Sequence Id User Name Type Log Date Log Time
C it
apacity 6 Checkout 13/06/2013 | 11:06:14
Declarations
6 UndoCheckOut 13/06/2013 11:06:48
Reports 76 Franklin, Gill, Mrs CheckOut 28/08/2014 15:32:24
L
76 Pat Cochrane CheckIn 28/08/2014 16:17:56 View Audit Report
201 Pat Cochrane CheckOut 17/08/2015 18:12:06
201 Franklin, Gill, Mrs CheckIn 21/08/2015 15:40:15 View Audit Report

u For instructions on printing and saving reports see the ARC Printing & Reporting Guide.
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5. Audit Groups

5.1. Creating an Audit Group

Audit groups are created in ARC PEP-Net using the Audit Configuration Tab. Before starting, check the areas that you
wish to link are checked in and not currently being audited.

There are three steps

i) Pick one host as the audit group — we’ll refer to this as the “Master Host” (no need to do anything on
Arc yet)

i) Change all the hosts that belong to this group to “Clustered Hosts”

iii) Edit the master host and link the clustered hosts to it.

In this example Fre Ward 02 has been chosen as the Master Host and Fre Ward 01 will be a clustered host linked to
it.

Start by checking out FRE Ward 01; going to the Audit Configuration tab; selecting “Clustered Host”; and clicking
Update Audit Group Type.

& marin ryan@narthumbria ac uk
northumbria Hosts Mentors/Educators Help Log Out
UNIVERSITY

Host Name FRE WARD 01

Placemen tis:

You have changed the audit groisp type - you must check this change in before making any new finks with this host

Remember to check-in the host to confirm the change.
With the exception of the Master Host, repeat this step for each host you wish to add to the audit group.

Now edit the master host — Fre Ward 02; go to the audit configuration tab; and link the clustered host to it as
follows:

northumbria Wosts | MentorsEducators | Help Log Out
UNIVERSITY ’
Hast Name FRE WARD 02
New Sequence 1
tinfo P g Oppr o Educ uadit P R w4t Configurat
Audit Group Type
Placement tis: . A date Aok Group Type
Current Clustered Hosts Add Mow Clustored Hasts

Mo hosts cusrensly linked

Available Clustered Hosts
The following hosts. can be finked to this host. Only hasts that are not currently checked out can b linked
Practice Envisonment Hame:
Fro Ward 01
Filtar results
Practice Environment Name Limk 1o this host
FRE Ward 01
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Note it is possible to unlink hosts if the audit group changes in the future.

northumbria
UNIVERSITY

& marin ryan@nodbumbria ac uk

Hosts Mentors/Educators | Help | Log Out
Host Name FRE WARD 02
Now Sequence 3]
Trstifs  Placemertinfo  LeamingOpps  Students  MentorsEducators  Audit Tracking  Capacty  Reports  Audit Configuration
Audit Group Type
Placement is: & Aait Group

© Clustered Host
Note
Current Clustered Hosts Add Mew Clustered Hosts
The following hosts are currently nked to FRE Ward 02
iy hec f b hosts will still &
ihne

Hast Name
FRE Ward 01 Unlink

Available Clustered Hosts

The faliowing hosts can be inked to this host. Only hosts that ane not cumently checked out can be Bnked

ut of the current host, the clustered hosts will still be linked
Practice Environment Name Link to this host

FRE Ward 01 Adready inked to this host

Practice Emvronment Name.

Fre Ward 01

Filter results.

Once all the clustered hosts are linked remember to check-in the master host.

5.2. Carrying out a Group Audit

Note that the following screenshots were taken prior to when the menu bar at the side replaced a tab set

across the page. The functionality however is the same.

Once you have created a group you will no longer be able to see clustered hosts when you login into Audit.

21/07/146

File Edt View Favortes Toss  Hep

s G Audit 5, Visicn 2025 and the Corpo... [ Googhe Drive &) Employabilty - ovendiew &) POW - Live @5 PEP - Live 3% Pep~ Aust 8 ARC Technology Ltd - Ho.. & Six Sigme Material 42, Insight Onfine

© CTpe—

webcnline.com Audi Tpagesl

Placement Area
northumbria dit Tool

Host Namae: Audit Status:

tre wars Ll
Being Audited By You

Being Audited By Sormecne Clse

£ - 8B X | o Numingand | 4 Travel 1o Wo. | B Outiookco. | 3§ tiorhum_. | 8§ Lt of Hosts

==

martin.ryan@nocthumbeia.ac.uk g
m Log Out

o Awvailable
& You are auditing

Checked out by somacng
& else or In the P

Number of houts: 37

Practice Environment Name Checked Out For Audit To  View Start Audit  Undo Audit  Check In  Last Checked In

L

&

@

v FRE Ward 06

v FRE Ward 08
FRE Ward 09

& FRE Ward 10

v FRE Ward 11

+ FRE Ward 12

L FRE Ward 13

FRE Ward 14

B [eSE & IEa o & o

S5
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However when you commence the Audit the clustered hosts appear in a tree structure just below the host name.

martin.ryan@northumbria.ac.uk 2

. Placement Area
@ﬁ?"a Audit Tool Log ot

[ Audit checked out successfully. [X] ]

FRE Ward 02 &
|— FRE Ward 01 Audit group
New Audit Sequence: 22 tree structure

Standards Mentors Capacity Declarations Reports Logs

Trust/Organisation Mewcastle upon Tyne Hospitals NHS Foundation Trust

Placement Address Ward 02
Freeman Hospital
Freeman Road
Newcastle upon Tyne

MNE7 7DN
Tel No. 0191 2336161
Current Audit Type (-] Next Audit Type
Next Audit Date
Update

You can now enter standards and actions as for a normal audit. When you have completed the standards you can
use the copy tab to copy the standards and actions to all or some of the clustered hosts.

martin.rvanﬁnorthumbrfa.ac.uk;
. Placement Area
A‘?ﬁ“?é‘.‘:'?“a Audit Tool k0.0

FRE Ward 02 & l

|— FRE Ward 01

New Audit Sequence: 22

Details EEIERUGEIGEN  Mentors Capacity = Declarations Reports Logs
Standards Action Plan

Copy Standards

This section allows you to copy the standards from FRE Ward 02 to other hosts within the audit group. First select the hosts to copy
the standards to.

FRE Ward 01
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If you want to enter specific comments or actions that apply just to a clustered host then select the standards tab;
click on the clustered host’s name that appears in the tree structure; and make and save your changes. To avoid

confusion the system highlights the host you are editing in yellow.

File Edt Vien Favorites Tool Help

1 % Audit 4 Vision 2025 and th |8 GucgleDrive &) Impleyakility - ovenvew ) POW - Live % PIP - Live S5 Pep - Audit 05 ARC

F - @ B0 X || Nuning nd | 4 Tomet o We.

.._ﬂ.lu..u“k:... B Hehum, = | B Lt of How e

gy btd - Mo A Material £ Insigh

Placement Area
ﬁ?‘}!ﬁ?”a Audit Tool

martin.ryan@nerthumbria,sc.uk 2

[ [

|[FRE Ward 02 &

|= FRE Ward 01
Hew Audit Sequence: 22

Details Standards Menlors Capacity Declarations Reports Logs

B corr stenisos | Acton pian

Standards

This section lists the standards for the hosts within this audit group.

FRE Ward 02
I

Standard 1 Standard 2 Standard 3 Standard 4

Standard 1; Practice Learning Environment

[P
The area is deemed to defiver safe care / services.

Rationale/Evidence

Actlan

| hitpee tnorthumbnad arcwebonine comy AudStndardsStandas s 11201

Level Met

Action Raview Data

Responsibility

[ |
el gl gl sl

= e

Some other tabs change behaviour for a group audit. The mentors tab combines the list of mentors from the master

and clustered hosts...

[ Dare or Review:
Are there sufficient live mentors to Yes No
support the stated student capacity?
Please state how many sign off mentors
are on the register:
(For information the number of sign-off
mentors recorded in the PEP is: 7]
Save Changes
Mentor's Name Job Title Date of Most Recent Update Status Sign Off Host Name
N e 11/07/2013 Active No FRE Ward 01
7 I ol 13/01/2014 Active No FRE Ward 01
18/12/2013 Active Yes FRE Ward 01
o iy 22/04/2013 False No FRE Ward 01
- i 24/06/2013 Active Yes FRE Ward 01
| i THEY 07/05/2014 Active Yes FRE Ward 01
s Vel 10/02/2014 Active Yes FRE Ward 01
B e 10/03/2014 Active Yes FRE Ward 01
N g 3 07/05/2014 Active No FRE Ward 01
F o 07/05/2014 Active No FRE Ward 01
16/07/2013 Active No FRE Ward 02
e 11/09/2013 Active Yes FRE Ward 02
i piiok 18/06/2012 False No FRE Ward 02
WA e 30/10/2013 Active Yes FRE Ward 02
e 31/03/2013 False No FRE Ward 02
— emans 03/09/2013 Active No FRE Ward 02
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...and the capacity tab uses the tree structure to navigate between hosts to enter host specific capacity information

Details Standards Mentors Declarations Reports Logs

Capacity By Category

This section allows you to view and edit the host capacities by category. Any categories which were removed since this Audit was first
initialised, will be highlighted in pink.

FRE Ward 02
| == ERE Ward 01

NB: If the Max No. data is at Trust/Directorate or other level please provide sup‘glementarv information by individual placement area that
shows how many students each area can take. The overall number must equal the Max Nos. given below. This situation commaonly arises
for Midwifery and Community Nursing placements.

Max No.
Categories Regular YR1 YR2 YR3 Comments
Basis
GUIDED OPTION - AD i
SURGERY -
ACUTE & CRITICAL CARE PATHWAY - AD - SPOKE -
ACUTE & CRITICAL CARE PATHWAY - LD -
ACUTE & CRITICAL CARE PATHWAY - MH 1

FUNDAMENTAL NURSING SKILLS - AD (SURG) i

ACUTE & CRITICAL CARE PATHWAY - AD -
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