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Public Health Practitioner Registration Support Scheme
E-Portfolio User Guide for Writing Testimonials

1. Logging in for the first time

STEP 1 Type the address for your local site into your website browser

and login using the username and password you have been given. If you are unsure of the
link you require please contact your scheme coordinator.

https://system.learningassistant.com/yourlocal site Top tip!
Save the web address
to your favourites to

make it easy to find.

KSSPRS

nuswwmmw
Practitoner Rigutnation Support Sche

—\/\ STEP 2 Accept the Terms & Conditions.

N 27. The Terms of Use, our Privacy Policy and the relationship between you and Leaming Assistant shall |
NHS Kent & Medway ePortfolio

Leaming Assistant agree 1o submil 1o the exclusive jurisdiction of the Courts of England

28 The failure of Leaming Assistant lo exercise or enforce any right or provision of the Terms of Use sh:
provision of the Terms of Use is found by a court of competent j.J‘."I.

~lid, the panies never
the parties’ intentions as reflected in the provision, and the oth

y claim or

ol Service rema
29. You agree that regardless of any statule or law tothe co O D€ forever barr fion ansing o
be filed within one year after such elaim or cause of actior

RPspr Password  CONTACT ADmIniSirator | eanning Assistant Suppoet

| Ac;f.ept b

STEP 3 Change your password to something secure and memorable.
Please note the password is case sensitive.

Password City2¥ | Loaming
Change your Password. Guilds

Assistant

Change Password

Current Passwerd

— KSSPRS

K, Sueriry sl Susssess Public Hesalth
Suggestions e r————y

Y AN
Confirm New Password

NHS Kent & Medway ePortfolio

Change Password

Top tip!
Use this link to help you

if you have forgotten
your password.
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2. Finding your practitioner

STEP 1a Find your practitioner
To locate the practitioner’s portfolio, click on the Settings icon (located by your profile
picture).

CitY. G  STEP 1b Click on Learners in the Actions panel
Guilds | Assistant

Actions

o & o) 0

Learners Mwatar Password
y cations Preferences Logout
Close

This will open up the Quicksearch functionality

Practitioner Quicksearch

Learners| + Assess, Verify or WOR Verify WER

STEP 1c Click on the practitioner’s
whose portfolio you wish to see.

This will open their portfolio at the course folder.

Course Folder KSSPRS
} / Learners © Angela Smythe  UKPHR =S
[©) Course Snapshot i= Unit Selection ¥ Award VQ =l Assessment Log L2 Verifier Comments E4 Email Login Details

Angela Smyt h e @ Assessors Verifiers
Kent County Council (rractitioner) Jane Smith = Lewis Riges
=1 angela.smythe@kece gov.uk
UKPHR - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme
Started 43% Completed 25% Expected 100%
——— A
Officlal Start Date: 31 Jul 2015 Anticipated End Date: 30 Apr 2016 Last Login: 05 Mar 2015 15:10
Course Evidence Registration Contact Reviews Metrics PDR Journey
Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (Incomplete) = Course Folder Lt Gap Analysis [ evidence Sampled & Print
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3. Changing your password

As well as being prompted to change your password when you first log in, you have the ability to
update it at any time whilst logged in to the e-portfolio system.

STEP 1a To change your password,click the Settings icon

STEP 1b Click on Password in the Actions panel to

City: e open the password change tool
Guilds | Assistant

Actions

fre: e} -

Learners Awatar Password

& i 2'5‘[%

Notifications Preferences '\',?LOSOUI

Close

STEP 1c¢ Update your password
by entering your existing password,

followed by your new password and
then confirming it.

Password

Change your Password,

Change Password

Current Password

New Password
Suggestions

Confirm New Password

Change Password

STEP 1d To complete the process <§
click the Change Password button.
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4. Changing your profile picture

STEP 2a From the same Actions
panel, click on Avatar

Actions

Learners Vﬂ\vatar Password
&4 1 >
Notifications rences Logout

Close

This will open a tool to change your avatar.

Avatar
Change ynur Avatar.

STEP 2b To upload a

Upload Avatar photograph click the
Choose File button and
AA To change your profile picture, choose a file below and upload. select the photog raph you

—_

wish to use from your PC.

& Choose File

ot
Upload Profile Picture

STEP 2c¢ Then click
Upload Profile Picture.

Once the picture has uploaded, you’ll see a success message and your new
picture will show in the box.

Success!
Your profile picture has been updated.

Upload Avatar

pner Registr

-
3 J To change your profile picture, choose a file below and upload.
'&"E {pr 2016

City: Learning
GU IldS Assistant

Once you close the tool you will see your
new profile picture has been added across
your account.

Leanne Ellis
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5. Downloading the assessment log

One of the real benefits of the e-portfolio is that the Assessment Log is compiled automatically.
All that remains is for you to download and review it.

Step 1a
From the list choose the Practitioner whose Assessment Log you wish to see.

Practitioner Quicksearch

Learners | Assess, Verify or WBR Assess v Verify WEBR

Select a Practitioner

= Smith, Angela - - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme {UKPHR})

Smythe, Angela - - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (UKPHR)

Step 1b
Click on Assessment Log in the top section.

Course Folder KS5PRS

€1 leamers | Angela Smythe | UKPHR —\

Cit y Learning
Guilds Assistant

& Course Snapshot E Assessment Log

tcl Angela Smythe B4 Assessors Verifiers
Lasnne ENs Kent County Council rracmener Jane Sith 4 r
2 angela smythedkee gav.uk -

. LKPHR - Kenz, Surrey and Sussex Public Health Praceitioner Reglsration Suppart Scheme
{n} Homepage

Staried 56% Completed 4% Expected 100%
S0 Practitioners
Official Seart Date: 31 )0 2075 Anticipated End Date: 30 Ape 2016 Last Lagine 05 Mar JO18 12042

[OZ] News & Events
Course Evidence Contact Metrics

s
Appalntments
:_] Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (Incomplete) = Course Folder Ll Gap Analysis | | [)Evidence Sampled b prine

A pop up window will appear asking for permission to download the Assessment Log.

Step 1c Step 1d
Click Yes to download the Once downloaded you will see this pop up window
Assessment Log PDF to your confirming the download. Click Close to complete
computer for review. the process.

[ N ] Cenfirm Assessment Log I | BN ] Confirn Assassmant Log

£ hitps.system leamingassistant. com/coursaconfinm_a. .. £ hitps.i/system.leamingassistant.com/course/confim_a...

Thank you for downloading the Assesament Log.

Are you sure you wish to download this Assessment Log?
Clizk elaze buttan te elase window.

[ ves N No |
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6. Navigating an e-portfolio

A practitioner’s e-portfolio is comprised of several sections. The key sections for a
practitioner are their course folder and evidence folder.

1a To locate the practitioner’s portfolio, go to the Quicksearch functionality (under the Setting
icon / click on Learners) and then click on the practitioner you wish to assess..

Practitioner Quicksearch

Learners | Assess, Verify or WBR v Assess Verify WER

Smith, Angela - - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (UKPHR)

Smythe, Angela - - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (|l JKPHR)

The practitioner’s e-portfolio will open at S
the Course Folder page.

City p— Course Folder KSSPRS
Gu"ds Aej :‘I‘I:‘?t 1 | Learners = Angela Smwythe = UKPHR A"
@ Course Snapshat EE Assessment Lag

Angela Smythe &4 Assessors verifiers
Leanne Ellis Kent County Council (rracitone Jane Smith = Lewds Riggs ©
angelasryth v.ulk

UKPHR - Kant, Sutrey and Sussex Public Health Practitaner Registration Suppart Schame

fJJ Homepage

Stanied 56% Completed 49% Enpecied 100%
ECB Practitioners
Official Start Date: 37 Ju 2005 Anticipated End Date: 30 Apr 2076 Last Loginc 06 Mar 2018 12:32
[OF] News & Events
Course Evidence Contact Metrics
ﬁ Appalntments
Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (Incomplete) E= Course Folder L Gag Analysis [ evidence sampied ShPrint

Cit . Course Folder KSSPRS
Ity Learning o e 2
Gu"ds Assist & | Learners | Angela Smythe | UKPH A
02 - Area Z Technical competencies in public health practice STARTED
[ H » (2.5 - 5a Pramote the value of health and wellkeing and the reduction of health inequalities - demanstratinghoww individual and Started
Leanne Ellis ] population health and wellbeing differ and the possible tensions between prometing the health and wellbeing of individwals and the healh

and wellbeing of groups

+ 02.5b - 5b Promote the value of health and wellbeing reduction of health Inequalites- demaonstrating knowledge of the determinants of Nat Started
health their effect on populations, communities, grougs individuats

[_;_] Homepage

GOR, Practitioners
* 0L.5¢ - 5¢ Promote the value of health ard wellbeing and the reduction of health inequalities - demonstrating knowledge of the main terms Not Started
and concepts used in promoting health and wellbeing

News & Events

# 02.5d - 5d Promote the value of health and wellbeing and the reduction of health inequalities - demonstrating knowledge of the nature of Mot Started

Appolntments hiealth inequalities and how they might be monitered

* 02.5e - 5o Promote the value of health and wellbeing and the reduction of health inequalities - demonstratingawarenaess of how culture Mot Started
and experience may Impact on perceptions and expectations of health and wellbeing.

I 11 » (262 - & Ohtaln, verify, anabyee and interpret data andor infarmation to improve the health and wellbelng outcamaes of 2 population Not Startod
L community group - demonstrating knowledge of the importance of acourate and reliable data information and the anormalies that might

oeour

+ 02.6b - b Obtain, verify, analyse and interpret data andor information to improve the health and wellbeing sutcomes of a population Net Started

CJ

community group - demanstrating knowledge of the main termes and concepts used in epidemiology and the routinely used methods for
analysing quantitative and qualitative data
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Additional sections are also listed in the Course Folder for:
supporting documents (for example, a CV and job description);

as well as any required application forms and contracts. Top tip!
To find these sections

scroll to the bottom of

Course Folder KSSPRS

3 ! Laamers | dngal Sycie | UIDHR = the Course Folder.
Other
Other - Supporting Documents STARTED
ot P g} Supporting Documents
Forms
Forma - Application Farm STARTED A
\ » Ferms.] - Application Farms Started X> Application Forms

Agreements

— X\} Contracts

STEP 2a To view the commentaries and evidence for any particular indicator,
locate the indicator in the Course Folder.

01.1a - 1a Recognise and address ethical dilemmas and issues - demonstrating knowledge of existing and er

/n own area of practice
; Jotal Docs: 3

&}01 .1b - 1b Recognise and address ethical dilemmas and issues - demonstrating the proactive addressing of i
Total Docs: 1

» 01.2 - 2 Recognise and act within the limits of own competence seeking advice when needed
Total Docs: 1

STEP 2b Click on the
number in the left hand
column.

» 01.3a - 3a Act in ways that acknowledge and recognise people’s expressed beliefs and preferences
Total Dacs: 1

Total Docs: 1

» 01.3c - 3c Act in ways that promote equality and value diversity
Total Docs: 1

I
)
I
* 01.3b - 3b Act in ways that promote the ability of others to make informed decisions
I

The indicator page will open, containing the work uploaded by the practitioner to date.

QOulcome KSSPRS
&} ' Learmers | Angela Smythe / UKPHR / 01 01.1a e V4 )
Resources Actions
RESOURCE TYPE Status: Indicator Reviewed and Accepted
L (23-02-18 Jane Smith)
01 Guidance
Competence Claim S princ POF
1a
Evidence Type(s) v 1a.
Ccrrrrentalj.r‘ - Impleme... C O '::i:'
@ evidence P D (1)
[# Commentary 2-APHR ¢ O @ |«
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For each indicator there’s usually at least two documents required - a commentary and an
evidence document. Scroll down to see these in the Course Folder:

1a

Evidence Type(s) v 1a.

@ Commentary 1 - Impleme... c 0 0l J Commentary document
[W] evidence P O @ m

Commen R C O @ |«

Completed (Assessor Only)

Evidence document

STEP 2c¢ To open the commentary or evidence file, click on the file name.

1a
Evidence Type(s) v 1a.
[A Commentary 1 - Impleme... C O ®
evidence P O (L:'
Comme R C O @

Completed (Assessor Only)

STEP 2d This will download the document to your PC...

Contact

Displaying 1 to 11 of 11 Diary Entries

Commentary 1 - Imple....pdf ™

:
e

l'._](.‘omnn:.mtan.r 1 - Implementing the Stoptober Campaign in Kent.pdf

Yesterday
i/ Ty
L/

STEP 2e ... So you can open and view it when
you’re ready.
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The practitioner’s evidence and commentaries are also located in the Evidence Folder. If
you’re simply searching for all the commentaries this is best done from the Evidence Folder.

STEP 3a The practitioner’s Evidence Folder can be accessed by clicking the Evidence tab
from within their e-portfolio.

City N Course Folder KSSPRS
H - fat | Learners | Angela Smythe | UKPHR YA
Guilds A'silstav?t 8 g '

[ Course Snapshot = Assessment Log
J
A"]ge las myt he &4 Assessors Verifiers
Leanne Ellis q Kent County Council Jane Smith Lowis Riggs

i UKPHR - Kent. Surrey and Sugsex Public Mealth Practitioner Reglsration Supgort Scheme
tn} Homepage
Started SE% Campleted 44%

& Practitioners
Official Start Date: 3% Jul 2015

[OZ] wNews & Events

Course Evidence Coneact Metrics

ﬁ Appointments

Kept. 5 and Sussex Public Health Practitioner Registration Support Scheme (Incomplete) = Course Folder < Gap Analysis [ Evidence Sampled & prine

L)
The Evidence Folder contains the commentaries, evidence, supporting documents and other

application forms that are required by the practitioner to complete the Public Health Practitioner
Registration Support Scheme.

Started S6% Completed 4a% Expected 100%
—
Officlal Start Date: 37 Jul 2015 Anticlpated End Dave: 30 Agr 2016 Last Login: 06 Mar 2018 12:32

STEP 3b To open any Couse  Evdence  Conwact  metrcs
document stored in the Evidence Folder
Evidence Folder, click on
the evidence name.

Displaying 1 to 25 of 32 Evidence 45 per page - 10f2

TITLE Z SHOWCASE UPLOADED : TYPE CPTIONS

MSe Course Transeript (2009)_ m ,Q 06 Mar 2018 12:25
by Angela Smythe

Used
-

»

:'0 a by Angela Smythe £

LU
Ev 1.1 MSe Course Transcript (2009)_ 06 Mar 2018 1222 ; P ek
i/ Usad inc 01 2, 01,30 104K8 ] ﬁ by Lewis Riges £ g Edir

STEP 3c This will download the document to your PC...

TITLE o SHOWCASE UPLOADED T TYPE

£=3 ron Ev 1.1 MSc Course Transcript (2009)_ B ﬁ? 06 Mar 2018 12:25

1.3h, 01.3¢ by Angels Smythe

Fr] Messages ting Stoptober Campalen in
&4 B \optoaer, Cam PG N gpypey w, 06 Mar 2018 12:24

by Angele Smythe

I_:] Processes

06 Mar 2018 12:22

Ev 1.1 M5¢ Course Transcript (2009)
{ ) ,{} c
Used inc 01.2, 01.3d m ek bv Lewis Riges L

= Communtary_Kent (1].pdl

= Commentary 1 Irgle.. gt~ S Commeantery_n In Keat.pdf . -
4 Commentary_ PHR (1).docx
R Commentary. PHR [2).doex
f “ommentary 2-APHR.deCx

STEP 3d ... So you can open and view it when
you’re ready.
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The Evidence Folder contains a filter that allows you to display documents of a specific type.

STEP 4a Click on the Evidence Type filter to open the options.

Course Evidence Contact Metrics
Evidence Folder A& Evidence Wizard L, Filter
Evidence Type Filter Showcased Evidence Only Order By
Please select... ¥ No ¥ Reference DESC v
g )
Displaying 1 to 25 of 32 Evidence 25 per page = < 1of2 3>
TITLE < SHOWCASE UPLOADED < TYPE OPTIONS
STEP 4b Sclect the type of
Course Evidence Contact Metrics d t . h -t f' |t f
ocument you wish to filter (for
Evidence Folder .
example commentaries).
Evidence Type Filter
. | You will now see that only the files that are commentaries will be
WT-2 g
ool displayed.
Q-4
PD-5
[ APL-6 Displaying 1 to 9 of @ Evidence 25 per page 3 ¢ 10of1
s$-7
RA-8 TITLE £ SHOWCASE UPLOADED £ TYPE OPTIONS
P-9 & Ev 1.1 MSc Course Transcript (2009)_ 06 Mar 2018 12:22 = Deseril
NA - 10 Used in: 01.2,01.3d <o {:? by Lewis Riggs & &2 Descriy
DK-11
oy Reference 06 Mar 2018 12:17 () Deserin
C-12 | ) Used in: 01.3f, D1 4e, 02.58 IRy Q by Lewis Riges & 2 Beseriy
m Commentary 1 {(v2 for clarifications)_ Implementing @ 05 Mar 2018 14:45 —
”Stoptober Campaign in Kent County Council ﬁ byA:grefa Smﬂ}?e G {2 Descrip
Evidence not in use
&y Commentary 1_ Implementing Stoptober Campaign in . —
STEP 4c To open any Kent County Counci CD ¢y  oweamsms

idence not in use by Angela Smythe
Of these com mentaries M&inwmemaw 2-APHR @ Q 27 Nov 2015_13:40 c (=D Descrip
simply click on the S by Alfreds Rigss
document’s title.

mentans — A A8 Mar 2015 1125 —

STEP 4f This will download the document to your PC...

Today

- Commentary...Kent (1].pdt
"L Commentary...n in Kent.pdf
[E commentary...PHR (1).docx

P Commentary...PHR (2).docx
ommentary 2-APHR.docx

STEP 4g ... So you can open and view it when you’re ready.
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