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Agency Overview

Agencies provide the placements that students attend. Agencies are known outside InPlace as
‘Placement Sites’ or ‘Placement Providers’. Agencies may be loaded in bulk using the Data Migration
Tool or set up individually via the Agency List.

After they have been set up, any changes to Agencies or their associated Agency Personnel must be
maintained via the Agency List (Manage menu > Agency).

Disciplines are associated with an Agency on creation to allow visibility of Agency details to relevant
users (Students, Placement Coordinators, etc.). An Agency can be associated to more than one
Discipline.

Search/View Agency

1. Go to Manage > Agency

Agency List

Filter=

Agency Name: Agency Legal Name: Agency Code: Agency Type: Agency Level:

Discipling:

Active Agencies only: Categorias: Specialisms:

s X Q- Match Al ® Match Any none a || X Show Agencies partially satisfying
Specialism

Groups:
X Q- ) add Group

m .‘?!SEZ
+ Add 3 ne 2 =, oyint s
View Agency Code Agency Name Agency Legal Name Email Agency Type Agency Level # of Specialisms Active
O F29100 118 Hill End Road COIT Private Farm Facility 0 true
121 Childeare - Rainforest Centre i Esdy chidhood . pacapy 0 tue
121 Medical Centre Shotrr general Medical - Facily 0 true
F29606 1225 Island Road p .net.al Private Farm Facility 0 true
NOOO21 1300SMILES Pl Ol MNetwork 0 true
2. Enter search criteria and click Filter
3. In the View column click on the Detail link
4. Click on tabs to view/update details as associated with the agency
Placement Request Agreements Notes/Docs Invoice Process Document Access

Create New Agency

1. Go to Manage > Agency

2. Search using the Filter to check the Agency does not already exist. (Refer to steps above in
Search/View Agency section)

Important Note: Only search using the Agency Name, not Discipline — the agency may already be
created in InPlace but not associated with the discipline you are working with.

3. Click Add a new item.



View ~ Agency Code
Detail 5

Detall | departmentl

Detail facility1
Detail 5182
Detail 1172

'{ + Add a new item | & Print list

~  Agency cevel v # of Specialisms ~ Active ~
Acourg 0 true

'\

?agt%[r)r?ﬁ ~ant 0 true
2{“"{ 0 true
e 0 true
e o

4. In the Add Details section, add the following (* = mandatory fields).

Add Details *
(* required field)
Agency Name:™
Agency Code: Agency Type:* ’
Agency Level Template: Default v | Agency Level:™ t
Parent Agency: (
ABN: Business Phone: i
Fax: Internet: ;
Email: Placement Capacity

- (Number): <
Active: ] '\

Field DescriptionfAction

* Agency Name
Agency Code
* Agency Type

Agency Level
Template

* Agency Level
Parent Agency
ABN

Business Phone
Fax

Internet

Email

Placement Capacity
(Number)

Active

Enter the name of the Agency.
Unigque code identifying the Agency.

Selection Agency type (e.g. Adoptions, Court, etc).

Selection of level groupings.

Selection of Agency Level (e.g. Facility, Department, Ward).
Select the parent Agency from this menu if applicable.
Agency's Australian Business Number.

Agency's phone number.

Agency's fax number.

Agency's website address (URL).

Agency's email address.

The maximum number of Placements that the Agency can provide for a given time.

This check-box determines whether or not the Agency is currently able to provide
placements. An Agency may be made /nactive (but not deleted) for historical record
keeping.

2. Select the relevant Disciplines for the Agency. The Disciplines will be associated with the

Agency.

we




After you have associated a Discipline to an Agency, the Extended Attributes (XAs) are
displayed under the main Agency Details on the Details tab. These attributes allow you to
specify details for each aspect of the Discipline.

3. Click Save.

The Agency record is created and the following tabs are made available:

Placement Request Agreements Notes [ Docs Invoice Process Document Access

4. Add Agency Address, Click Add Address.

5. Enter Address details.

Addresses f

Address Type Map

Mo items are available

-t

Add Address
{m -

The address details are displayad.

Add Address ~
Country:

Apartment/Unit number;  Street Number and Name:;

Suburb: State: Postcode:

ASCG-RA: Address Type*

Save Cancel

Tip: Press your tab key on your keyboard to the ‘ASCG-RA:’ field. This automatically
generates the RA Code based on the address information provided.

5. Click Save.
6. Add Agency Personnel, Click Add Personnel.

7. Enter Personnel details.




Personnel Details

Add Personnel

U

4 e

The personnel details are displayed.

Personnel Details

Add Personnel

Personnel Type: Title:

Other Details: Business Phone:

NE -y

Active: Accepted Terms/Cond
72l False
Cancel
8. Click Save.

9. Add Agency Contact Methods.

10. Select at least one of the following methods of contacts for the Agency.

Contact Methods

|Add Contact Methods -|

Contact Methods

Add Contact Methods~
Email Fax Mail SMS

Save Cance

Telephone

11. Click Save.
12. Add Discipline, click Add Disciplines.

Disciplines

Add Disciplines

") Business ) Creative Indust.
! Medical Imaging ) Education <
) Pharmacy ) Nursing

! Radiation Therapy ! Real World Plac

13. Tick the discipline/s that are relevant for the agency.
14. Click Save.

Note — Liaisons and Invoice categories are not currently used.
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Edit Existing Agency
1. Go to Manage > Agency
2. Search using the filter.
3. Click on Detail to open Agency.
4.

Click on tabs to edit details as associated with the agency.

Details Placement Request Agreements Notes/Docs Invoice Process Document Access

Details

1. Click on Details tab
2. Update Agency information as required.
3. Click Save.

Cairns Hospital

Asgency Type: Pubilie Hergpital

Lived Facility

Addresy: 165 The Esplanade. Caims (Business)
Enusiness Phone: 07 4226 0000

Placermenl  Request  Agreements  Noles /Do Limvone Irudents Prowess. Ducument Auuess

Edit Details

Cairrs Hospital
FOO0M hgenay Type:™ Pubic Hospizal
Defauit . Agency Lvel:® Faaley b
QLD Heakh - Caims and Hinterland Hosptal and Heakth Senvice
Business Phone: 07 4226 0000
Fax: 07 4031 1168 Ineermes: it (e bhealth. old. gow. aufcairns_hinteriand/ht
Emad:
Organisation Type: Publec
Actrve: L
Agency Contadt Personne
Hame Emad Duziness Phone. Personnel Type Disopine(s)
Harmina Balch Harmina Balchheath o gov.u 4226 0282 Chnical Education Sugport Officer Ocoupational Thesapy
Chaire Hundey Claire MuddeyGheatth.qid.gov.au. 4226 E148 Prmany Supenasor Ocoupational Theragy
Sl Select Specalsms...
Phigbotory i
Duabetes X
Foreresc Pathoiogy X
Haematulogy X
el x
Imaging X
Oncobogy X
Oncology Mstory Taking %
B3 -

4. To add a Specialism, click Select Specialisms.
5. Use the Filter to search for a Specialism.
6. Click Filter.
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Suloct Specialism B

Speclalisms to be added
Please select Speciabsme from the kst befow. Add Speciaksms

Fillteer =

Acrured Bran Injry Oecupaional Theragy
Acute Mrsig, Midwifery & Hutriion
adut Speach Pathalogy
Aged Care Deaupational Theragy
edade Traching Midiing

Bums Octupational Therapy
Canaudation Madicing

Cardiclogy - GO Madicing

Cardwiogy Cath Lab MHedane

Child & Youth Mental Health Ocoupansonal Theragy
JS— RN ——

Cancel

7. Click Select and it will appear in Specialisms to be added.

Spedialisms to be added

Please select Specialisms from the list below. Add Specialisms

Acquired Brain Injury [~]

——— e —_—— - —

8. Click Add Specialisms to add to the agency.

9. Click Save.

10. To remove a Specialism, in the Details tab Click X beside the Specialism.
11. Click Save.

Haematalogy
ICU
Imaging

Oncology

[ ={lx]l<])
.

Oncology History Taking

|
1 o

T

Departments / Wards

Any Departments / Wards associated with the Agency will be listed.

To access the individual Department / Ward, click Detail.

Edit / Delete Addresses
1. Click Detail to view the selected address.
2. Update the required fields.
3. Relevant Country and RA Codes must be completed.
4. Click Save

Ne



Addresses

Address
Deta PO Box 902, Cairns, QLD, 4870, AUSTRALIA
Detall 165 The Esplanade, Caimns, QLD, 4870, AUSTRALIA

Edit Address ~

Country:
AUSTRALIA v I}
Apartment/Unit number: Street Number and Name:
PO Box 902 )

Suburb: State: Post Codef
Cairns QLD v 4870
ASCG-RA: Address Type:*

RA3 - Outer Regional Australia v Postal v

5. To delete an address, click Delete.
6. Click Ok to confirm deletion.

View/ Edit Personnel

1. Tick the box to Show All Personnel.

Personnel

¥ Show All Personnel

Pereannel .-

2. Click on the name of the chosen Personnel member to view the Personnel Details.

3. Click on tabs to view/update details as associated with the Personnel.

Personnel Details Qualifications Personnel Notes/Docs

4. Click Save
5. To delete Personnel member, click Delete.
6. Click Ok to confirm deletion.

Edit Contact Methods
1. Add Agency Contact Methods

2. Select at least one of the following methods of contacts for the Agency

Contact Methods

|Md Contact Methods -|

Contact Methods

Add Contact Methods~
Email Fax Mail SMS Telephone

Save

1)
m

3. Click Save




Edit Disciplines
1. To Edit Discipline, click Edit Disciplines

2. Tick the discipline/s that are relevant for the agency

Disciplines

Edit Disciplines =
Economics & Marketing
Tourism
#|Physiotherapy
Marine Biclogy & Aquaculture
#/Med Preferences
College of Science & Engineering
Social Sciences
C Division of Trop_i_-;gll Health & Medicine )

3. Click Save

Note — Liaisons and Categories are not currently used.

Placement

All placement history associated with this facility will be listed.

Edita placement

1. Click on Placement tab.

Locate the placement in the list and click Detail

Edit Placement tab will open at the bottom of the page.
Edit the required fields

Click Save

vk wnN

Edit Placement

Allocation Groups:

MDIHE - TSV - 01/01/2017 to 31/12/2017 x

Student:
]
Experiences:
Experience Duration* Unit of Measure*

1 |(General) X Q| |35 > HOUR v

Add
Start date (d/mm/yyyy): End date {d/mm/yyyy):

27/11/2017 1/12/2017
Status: Group Code:

Completed v
Allocation: Allocation Date:

Manual v
Comment: More Details....

e



Add a placement
1. Click on Placement tab.
2. Scroll to the bottom of the list and click Add Placement to expand the tab.

Detail MD4Public - CNS - 01/01/2017
31/12/2017

Pre\.fiousz 3|[4][5][s][7 3[

| Add Placement - | ‘

3. Enter the Allocation Group

Add Placement (

Allocation Groups:

Student:

- none - E

Experiences:

Experience Duration*  Unit of Measure*

l
(General) XQ'| 0 + DAY v J
|
|

1

Add
Start date (d/mm/yyyy): End date (d/mm/yyyy):

Status:
Offer v
Allocation: Allocation Date:

Manual v
Comment:

Save Cancel \

4. To enter the Student, click ...

Student:
- none - E X

5. Search for the student using the Filter for Surname and/or Student Code
6. Click Detail to select the student.

10
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Filter

Surname: Student Code:

= Student Code = Surname = Given Name
p—
_ie:i_ e et et e e e T et e S
7. Enter the Duration and change Unit of Measure to ‘HOUR’

8. Enter Start Date
9. Enter End Date
10. Select Status
11. Click Save

Delete a placement

1. Click on Placement tab.

2. Locate the placement in the list and click Detail

3. Edit placement tab will open at the bottom of the page.

4. Click Delete

5. Click Ok to confirm deletion
Edit Placement =
MOTHE - TSV - DL0L/2007 to 301202007 M [
Student:
X

Experiences;

Experience Duration*  Unit of Measure*
1 [(General X Q- |35 | | HOUR * | | Remove |
Add
Start date (d/mmyyyyy): End date (d/mm/yyyy):
27111/2017 1/12/2017
Sratus: Group Code:

Completed
Allocation: Allocation Date: |
Manual .I
Comment: i

[ I BN ]
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Request

All request history associated with this facility will be listed.

1. Locate the request in the list
2. Click Detail to view the individual placement request.

Details Placement Agreements Notes/Docs Invoice Incidents P
Requests
Allocation Group Experie)
Detail MN51882 INT- CNS - 23/07/2018 to 16/11/2018 PEP 1
Detail MNS52882 INT- CNS - 23/07/2018 to 16/11/2018 PEP 3
Dok LIS RER TN T- G ladaid O et [ ] okt pER o
Agreements

All Agreements and Letters of Exchange associated with this facility will be listed.

1. Click on Agreements tab.

Add Letter of Exchange
1. Click Add Letter of Exchange
2. Enter Start Date and End Date
3. Enter Discipline, Personnel and Address
4. Click Save
Add Letter Of Exchange ~
Start Date (d/mm/yyyy): End Date (d/mm/yyyy): Discipline:
4/04/2018 4/04/2018
Personnel: Address:
Save Cance
Edit Letter of Exchange

1. Click Detail.
2. Update required fields.

3. Click Save.
Edit Letter Of Exchange~
Start Date (d/mm/yyyy): End Date (d/mm/yyyy}): Discipline:
4/04/2018 30/04/2018
Personnel: Address:

Save ‘Delete| Cance

Delete Letter of Exchange

1. Click Detail.
2. Click Delete.
3. Click Ok to confirm deletion.

12



Notes/Docs
The Notes/Docs tab lists the Notes and Documents associated with the Agency.

1. Click on Notes/Docs tab.

Add Note
1. Click Add Note

(R Tt~
v - 3 rorr".alsv- Font Sn-zes » | B T -% E =EE

A-H-=-E-0 W £ @ @-

Reminder Date (d/mm/yyyy): Remin

E3
2. Enter Date.
3. Enter Title.
4. Enter Text. Formatting capabilities are available.
5. Enter Reminder Date (if applicable).
6. Enter Reminder Text (if applicable).
7. Tick Private Note (if applicable).
8. Click Save.

Edit Note

1. Click Detail.

Motes
Date Title Text
Detail 19/06/2018 Confirm availability Confirm availability
2] 1 1 Page 1 of 1 el e 23 v items per page

2. Update the required information.
3. Click Save.

13



Delete Note

1. Click Detail
2. Click Delete

Reminder Date (d/mm/yyyy): Reminder Text:
20/06/2018 Confirm availability

Private Mote:
rd

Save Delete Cance

3. Click Ok to confirm deletion

Add Document
1. Click Add Document

Add Documenta
Title:*

Description:

Shared With Students

Select File

Enter Title.

Enter Description.
Click Select File.
Locate file.

Click Open.

Click Save.

NouswN

Edit Document

1. Click Detail.
2. Update the required information.

Edit Document~

Title:*

Cairns and Hinterland Hospital and Health Service
Description:

Mursing Undergraduate Orientation Manual

| Shared With Students

Select Disciplines to Share Document with:

1 selected &

Select File | Undergraduate Nursing Orientation Manual 2017.pdf View Document

3. To replace the document, click Select File.
4. Locate file.
5. Click Open.
6. Click Save.

14



Delete Document

1. Click Detail.
2. Click Delete.
3. Click Ok to confirm deletion.

Note — Invoice tab is not currently used.

Incidents

The Incidents tab lists the Incidents associated with the Agency.

1. Click on Incidents tab.

Add Agency Incident

1. Click on Add new record

Agency Incidents

@ Add new record

Date Classification

19/06/2018

(¥) Severity

Injury v Minor

¥) Detail /

v Needle Stick Injury

2. Update the required information

3. Click Update.

Status (¥) Comment

Resolved

v Incident form received. Student debriefed.| | &) Update |3 Cance

Edit Agency Incident

1. Click on Edit.

'v) Comment
Incident form received. Student debriefed. @ Edit | % Delete
2. Edit the information required.
3. Click Update.
°

15




Delete Agency Incident

1. Click

on Delete.

T Comment

Incident form received. Student debriefed.

(# Edit

* Delete

2. Click

Ok.

Note — Process tab is not currently used.

Documents Access Log

1. Click to open the Filter.

2. Enter either the Title or Name of the document to search a list of students who have
accessed it.
3. Search for a Student to view the documents they have accessed.

Document Access Log

[ ] :.”“rmgm
Filner Options.
Student: x Q-
| = I
Date Upisaded e Hame Rudens Coge = Fugent Name = Dwte Accessed
Caimes ang Hinterland Hosptal and Health Senice Undergraduate Nerwng Oriemation Manual 2017,pof 1 —— i et 1482017
Cairmes and Hinterfand Hosptal and Health Ssnice Mursing Student Flacement tnfsrmation (%).pdf Lw— —— L5/08/2047
Carmd Hospeal Map Cakms Hosptal Map 2014.p8 AR e @ ei 150872017
Learm - how o register PecysteriLean. pal | S — . — 15/08/2017
Laarm iargade Bparn iny truczion quade pal ] s WS 1508300 F
Document History
Author Date Version | Status Comments
Katrina Beauchamp 22" March 2018 1.0 Create Based on QIT Help Documentation
Christine Rollo 19*" June 2018 1.1 Updated | Reviewed and updated.
[ I BN ]
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