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RECEIVING AGENCY 

SETUP WORKBOOK

This Workbook is to be completed for each of your Sites and submitted to the HSPnet team at least 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 Unit managers and contact information), 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:  
	Department:  

	Phone Number: (
	Fax Number: (      FORMTEXT 

     
)  

	Email:       
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Background on HSPnet Implementation
Your site 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 – segregates the staff for a large ageny into manageable sections, such as “Hospital A Nursing” for sites with many supervisors, or “Community Nursing” for staff at several small sites. 

	Site Setup
	Site Maintenance - describes each site or centre and allows management of an online Site Profile including uploaded documents and website link.

	Services Setup
	Service Maintenance – defines the services available at each Site (e.g. Emergency, Clinics, Physiotherapy) and identifies the Service Contact (if not using HSPnet) or Receiving Coordinator (HSPnet user).

	Destination Setup
	Destination Management – lists each destination at a site (e.g. Emergency Department, 2 North, Physio Outpatients) and allows management of an online Destination Profile.

	
	Manage Destinations in Services – identifies the destinations in each service (e.g. Emergency Department under the Service of Emergency) and identifies the Destination Contact (if not using HSPnet) for non-user destinations) or Destination Coordinator (if using HSPnet).

	Staff and User Setup
	Staff & User Maintenance – manages the staff database including Receiving Coordinators  and Destination Coordinators (HSPnet users) and supervisors/preceptors (typically non-users).


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

	Receiving Coordinator (RC)
	A Receiving Agency representative who receives and coordinates incoming placement requests. The RC may redirect incoming requests to a Destination Coordinator for consideration, or may reply directly on behalf of the Receiving Agency with a response of Accept or Decline by Agency.

	Destination Coordinator (DC)

	A destination manager or educator who receives redirected requests from the RC, and assigns a preliminary response of Accept or Decline by Destination.


Other terms used in this Workbook are defined in the appropriate section.
1. DEPARTMENT SETUP 
A Department in HSPnet is simply a database of staff in one or more related disciplines that share a set of supervisors or preceptors.  For example:  For example:  a hospital may create a Nursing Department to represent all preceptors at that site, or a single Department may be created for several public health offices or all of community health services.  
Long Name:  Provide the full name of your Department, such as “Surrey Hospital Nursing” or “Oyen Acute/Community Nursing”.
Short Name:  The Department short name is displayed in Inbox/Outbox and should therefore be recognizable to external agencies.
Display of “Supervisor”:  Each Department can select their preferred terminology to describe individuals that act as the student’s supervisor or preceptor.  “Preceptor” is the most common terms used by Nursing programs.
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, Director, or other senior manager.
	Department Long Name
	Department Short Name
	Department Contact Title/Email
	Use Shift Codes?
	Display "Supervisor" as:

	Example:  

Nursing Services
	Nursing
	Martha Smith, Director of Nursing
Martha@somewhere.com
	Yes
	Preceptor

	     
	     
	     
	     
	     

	
	
	     
	
	


Please complete one Workbook for each major Site or program area (e.g. community health).

2. STAFF & USER SETUP 

A Staff member in HSPnet is anyone in the role of Receiving Coordinator, Destination Coordinator or Supervisor/Preceptor for a receiving site.  A User is a Staff member who will be given an active HSPnet User ID (typically for Receiving Coordinators and Destination Coordinators).

Complete the table below for all Receiving Coordinators and Destination Coordinators to be entered into HSPnet and provide the date of their upcoming training if scheduled (or enter “Phase 2” or “n/a” if training is not yet planned).

Note:  Lengthy lists Destination Coordinators and Preceptors can be uploaded directly into HSPnet from any existing file in tabular format (e.g. database file, Excel or Word table).  If you would like to consider uploading this information, please send a sample of your existing staff list to training@hspcanada.net, or download a copy of the Staff Upload template under the Resources section of the website.
	Last Name
	First Name
	Phone
	Email Address
	Title
	HSPnet Role
	Date of Training

	Smith
	Sally
	604-789-7878
	ssmith@hospital.ca
	Practicum Coordinator
	Receiving Coordinator
	Jan 15/09

	Jones
	Mary
	604-789-7999
	mjones@hospital.ca
	Unit Educator
	Preceptor
	n/a

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


3. SITE SETUP 
A Site in HSPnet is generally defined as a Building or physical site of a Receiving agency (e.g. St. Paul's Hospital, Bassano Health Centre) or a set of related community-based services (Ottawa Public Health, Chinook Mental Health Teams). 

NOTE:  Your HSPnet Implementation Team may wish to plan together on the best source of receiving site information in your jurisdiction.  In some cases the best source will be this Receiving Agency Workbook; in others it may be better to upload from an existing database or directory of placement sites that is maintained by Placing Agencies.  Contact your HSPnet Project Coordinator to discuss options, or send an email to training@hspcanada.net.
Site Long Name:  Enter the full name of your site, such as University of Alberta Hospital

Site Short Name:  The Site short name is displayed in the Inbox/Outbox and should therefore be recognizable to external agencies, such as “UofAHosp”.
Address/City/Postal Code/Phone Number:  The address, city, postal code and phone number of the physical location of the site.

	Site Long Name
	Site Short Name
	Address
	City
	Postal Code
	Phone

	Example:

University of Alberta Hospital
	UofAHosp
	Walter Mackenzie Centre - 8440 - 112 Street
	Edmonton
	T0A 2A2
	780-255-2525

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


If you need additional space to enter Sites, complete the table in Appendix 1.
4. SERVICES & DESTINATION SETUP
In HSPnet, a Service is defined as the type of clinical experience that can be expected for students. Examples: Medical or Surgical inpatients, Surgical Services (OR, PAR, Daycare Surgery), Rural Acute, Primary Care, Mental Health Community, etc.

Destination:  Physical location of destinations (typically units or programs) that accept students in each Service – e.g. a large hospital may have 3 medical inpatient units; a Public Health department may have several offices where students may be placed.

Destination Coordinator:  the unit manager or educator who receives redirected requests from the RC, and assigns a preliminary response of Accept or Decline by Destination.
	Site Short Name
	Services
	Destination(s)
	Destination Coordinator

	Example #1:  

UofAHosp
	Medicine
	2S, 2N, 3W
	Sally Smith

	
	Critical Care
	ICU, CCU
	John Doe

	
	Cardiology
	Cardiac surgery
	Janis Joplin

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please continue on the next page if needed

 4.  SERVICES & DESTINATION SETUP  (continued)
	Site Short Name
	Services
	Destination(s)
	Destination Coordinator

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


APPENDIX 1 – Additional Sites in this Department
	Site Long Name
	Site Short Name
	Address
	City
	Postal Code
	Phone

	Example:

University of Alberta Hospital
	UofAHosp
	Walter Mackenzie Centre - 8440 - 112 Street
	Edmonton
	T0A 2A2
	780-255-2525

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


APPENDIX 2 – Additional Services and Destinations in this Department
	Site Short Name
	Services
	Destination(s)
	Destination Coordinator

	Example #1:  

UofAHosp
	Medicine
	2S, 2N, 3W
	Sally Smith

	
	Critical Care
	ICU, CCU
	John Doe

	
	Cardiology
	Cardiac surgery
	Janis Joplin

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


APPENDIX 2 – Additional Services and Destinations in this Department  (continued)
	Site Short Name
	Services
	Destination(s)
	Destination Coordinator
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