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How to find and log in to the portfolio system

1. To access the portfolio system, go to the NICPLD website (www.nicpld.org) and log in as you would
normally.

Login REGISTER NOW

Email Address

NI Centre for Password
Pharmacy Learning
& Development

courses funding my account

Latest News

30 January 2019
The Falsified Medicines Directive regional
programme will now take on MONDAY 4TH

Be:ad the full article

“29-January 2019 4
Due to the deteriorating weather = = 3
w’;condin’ans in the Enniskillen area, the F "
2

- ‘Read the full article
) 2

2. Once logged in, use the main menu to navigate to the courses page and select ‘pharmacist courses’.

NI Centre for
Pharmacy Learning
& Development

about courses funding my account news

pharme Courses yrses

pre-reg trainee courses

technician courses
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http://www.nicpld.org/

3. When the ‘pharmacist courses’ page is selected, a sub-menu will appear on the right-hand side. The
portfolio is the last link on this sub-menu as shown below.

Short Courses

Workshops

Regional programme

Online courses

COMPASS notes
Accredited courses
Foundation programme
Nen-medical prescribing
Advanced practice

Return to practice

4. Select ‘Portfolio’ to open the portfolio in a new window. You will be automatically logged into the
portfolio system as you have already logged into NICPLD.

Remember you must log into the NICPLD website (see Step 1) before you can access the Portfolio
system.
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How to navigate between the Domains and Competencies
1. When you initially enter the portfolio system, you will see a set of four Domains, presented as coloured

boxes. The four Domains are Patient and pharmaceutical care, Professional practice, Personal practice
and Management and organisation. Simply click on a Domain to access it.

PBP Foundation

Patient & Pharmaceutical Care Professional Practice

Siatus: In progress Status: Not started

Personal Practice Management & Organisation

Status: In progress Status: Not started

2. Within each Domain, you will be presented with a set of Competencies relevant to that Domain.

For example, the Domain Patient and pharmaceutical care, contains 9 Competencies labelled 1.1, 1.2,
1.3... etc. (four of which are shown in the screen shot beow).

PBP Foundation

1.1 Patient Consultation

= Patient Consent

= Patient assessment

* Consultation or referral

* Recording consultations

1.2 Need for the Medicine
- Relevant paient background
 Megicine history

= The prescription s clear
* Ensure the prescription is legal

* Ensure the comrect medicine is dispensed

« Ensure the medicine is dispensed in a timely manner

= My Files (0)

1.4 Selection of the Medicine
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How to add a rating to a competency

1. A self-assessment ratings panel is located to the right-hand side of the Competencies. This panel
allows you to self-assess your competence level at four time-points during the course. These time-points
(T) are designated as TO (start of course), T1, T2 and T3 (end of course).

The + button allows you to increase your self-assessment rating and the — button allows you to decrease
your self-assessment rating.

ClinicallnterventionReflectiveRecord.docx

1.5 Medicine Specific lssues
+ Ensures appropriate dose for any patient

WMedicationReviewForm.doc

* Selection of formulation and concentrafion
ObservedMedicationReview.doc

2. Before beginning to collect evidence, you should familiarise yourself with the four Domains and
associated Competencies. You must assign a self-assessment rating to each competency at TO before
you attach uploaded evidence to a competency.
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How to upload a piece of evidence into the portfolio

1. To upload evidence to the portfolio, open the file manager. To do this, select the button entitled “My
files” which is located at the bottom right-hand corner.

PBP Foundation

1.1 Patient Consultation

= Patient Consent

* Pafient assessment

= Consultation or referral
» Recording consultations

1.2 Need for the Medicine
* Relevant patient background
« Medicine history

= The prescription is clear

- Ensure the prescription is legal

* Ensure the comect medicine is dispensed

= Ensure the medicine is dispensed in a fimely manner

1.3 Provision of Medicine ° ° ° °

1.4 Selection of the Medicine

2. If this is your first time opening the file manager, the list will be empty as you have not uploaded any
files yet. Click ‘Upload file’ to begin uploading a new file to your portfolio.

PBP Foundation

1.1 Patient Consultation
- Palient Consent

* Pafient assessment

* Consultation or referral
* Recording consullations

° ° ° ° No files uploaded

Upload file

1.2 Need for the Medicine
« Relevant patient background
« Medicine history

1.3 Provision of Medicine ° ° ° °

- The prescription is clear
» Ensure the prescription is legal

= Ensure the corect medicine is dispensed

= Ensure the medicine is dispensed in a fimely manner

1.4 Selection of the Medicine
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3. After clicking ‘Upload file’ the screen below will appear. To upload a new file, click on the “Choose file”

button.

Choose file

Choose file...

Upload

You can upload: pdf, doc(x), xls(x), ppt(x), txt, jpg, png, gif, tiff

Maximum Upload File Size: 8MB

4. The browser file finder window will now open. Use this to navigate to the file on your computer that you

wish to upload and click “Open”.

{2 Choose File to Upload

= v « PBPFF » PBPFP Portfolio Evidence

Organize « Mew folder

2 Mame

W%
(]

Audit Checklist

Audit Presentation Assessment Form

=0 (=D (=

z| Checklist of Evidence Required
Clinical Intervention Reflective Record
CPD Cycle

Critical Incident Reflective Record

@
¥
Iii-l

& C
BT

Medication Review Form

Medicines Reconciliation Form

Medicines Related Cuery Reflective Record
Observed Medication Review

Observed Medicines Reconciliation

Reflective Record

=0 (=D (=0 (=D (%0 b & &

v O

>

Search PEPFP Portfolio Evide... 2@

=~ ™ @

Date modified Type Size -
13/03/201912:13 Microsoft Word g... 7T K
14/03/2019 10:45 Microsoft Word 9... 1MOK
14/03/2019 11:07 Microsoft Word 9... 97 K
14/03/2019 10:24 Microsoft Word ... BEK
14/03,/2019 10:49 Microsoft Word 9... 72K
14/03/2019 10:32 Microsoft Word 9... T2K
13/03/2019 10:40 Microsoft Word 9... 20 K
14/03/2019 10:31 Microsoft Word 9... 32K
14/03/2019 10:43 Microsoft Word 9... 7K
14/03/2019 11:42 Microsoft Word 9... G0 K
14/03/2019 11:14 Microsoft Word 9... 33 K
13/03/2019 10:31 Microsoft Word 9., TTE w
>
v| | AiFiles ) v

File name: | Clinical Intervention Reflective Record
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5. The file will now be selected and ready for upload. Click the ‘Upload’ button as highlighted below to
complete the upload of the file into the Portfolio.

%X Upload new file

Choose file

6. The newly uploaded file will now be visible in the file manager window in the Portfolio appearing at the
top of the list. The list is ordered by upload in date descending order, i.e. newest first.

X [~ MyFiles

ClinicallnterventionReflectiveRecord. docx
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How to attach an uploaded piece of evidence to a competency

1. Before you can attach an uploaded piece of evidence to a competency, you must apply a rating to that
competency at TO.

1.5 Medicine Specific Issues
- Ensures appropriate dose for any patient 1 - - -

= Selection of formulation and concentration

2. Having applied a rating to each competency at T0, an uploaded piece of evidence is then available to
provide evidence against one or more Competencies.

In order to link an uploaded file to a particular Competency, drag the file to the ‘Evidence’ column (right-
hand side of the self-assessment ratings panel) of that Competency.

You may use one piece of evidence (uploaded file) against multiple Competencies by repeating this
process in each of the relevant Competencies. For example, if the file Ilabelled
‘ClinicallnterventionReflectiveRecord.docx’ provides evidence against 1.5, 3.1 and 3.2 then drag
‘ClinicalinterventionReflectiveRecord.docx’ from the right-hand side to 1.5.

Patient & Pharmaceutical Care

(= My Files

ClinicalinterventionReflectiveRec. .. ClinicalinterventionReflectiveRecord.docx

1.5 Medicine Specific Issues
- Ensures appropriate dose for any patient 1
= Selection of formulation and concentration

3. Then return to the Domains page by selecting the button highlighted below.

Patient & Pharmaceutical Care

X [ MyFiles

0000 ClinicallnterventionReflectiveRec... T | ClinicalinterventionReflectiveRecord.docx
1.5 Medicine Specific Issues
- Ensures appropriale dose for any patient 1 - - -
= Selection of formulation and concentration
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4. Then choose the Domain Personal Practice.

Patient & Pharmaceutical Care Professional Practice

Status: In progress Status: Not started

Personal Practice Management & Organisation

Status: In progress Status: Not started

5. Then repeat the procedure of dragging ‘ClinicallnterventionReflectiveRecord.docx’ again from the
right-hand side to 3.1 and 3.2.

Personal Practice

X [ MyFiles

Competencies Evidence
ClinicallnterventionReflectiveRecord. docx

ClinicallnterventionReflectiveRec...

= Accesses information 1 - - -

3.1 Gathering Information

- Up to date information

3.2 Knowledge ° ° ° ° ClinicalinterventionReflectiveRec...
+ Pathophysiology

- Pharmacology 1 - - -
» Adverse events

- Interactions

There is no limit on the number of times one piece of evidence (uploaded file) can be used.
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How to communicate with your Educational Supervisor
1. To communicate with your Educational Supervisor on matters relating to the portfolio, click on the

speech bubble button to open the communications window. This has been highlighted on the image
below.

A Patient & Pharmaceutical Care

X [ MyFiles

0000 ClinicalinterventionReflectiveRec... ) | ClinicalinterventionReflectiveRecord.docx

1.5 Medicine Specific Issues

- Ensures appropriate dose for any patient 1
= Selection of formulation and concentration

2. The communications window will open and you can add a comment by completing the “Add
comment” field at the top and selecting “Submit”. This will add your comment to the top of the list of
messages below. The messages are ordered in date descending order.

X Patient and pharmaceutical care

Q Add comment

There are no comments.

Comments are not emailed to your Educational Supervisor, instead they can be viewed by your
Educational Supervisor when they view your portfolio.

Each Domain has its own separate communication channel. Therefore, you will not see messages from
Domain A in Domain B or any other Domains.
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How to complete your Domains for review

1. In order to complete your Domain, click on the ‘Complete Domain’ icon, highlighted on the image
below.

PBP Foundation

Patient & Pharmaceutical Care

1.5 Medicine Specific Issues
« Ensures appropriate dose for any patient 1 2 2

s
=
&
g
F]
i
El
2
B

=B

ObservedMedicationReview.doc i=B

* Selection of formulation and concentration ’ ° °

1.6 Medicines Information & Patient Education MedicinesRelatedQueryReflectiveRecord doc. i - n
- Fublc Healh o o o
* Health needs 1 1 9
* MNeed for information is identified

+ Medicines information [ -] [-]

« Provides appropriale writien and verbal information

s

1.7 Monitoring Medicine Therapy ° o o ObservedMedicationReview.doc i =B
+ identifies ways 10 manage medicines prolems

+ Accurately prioritises identified medicines problems 1 1 3 4
+ Applies the use of clinical and non-clinical guidefines

* Record of contributions

Please note, the following criteria must be met to enable you to complete the Domain.

*  You must score yourself in all four time-points for each competency within the Domain.
+  The T3 time-point in all competencies within the Domain must have a score rating of 4.
+  All competencies within the Domain must include at least one piece of linked evidence.

By default, the ‘Complete Icon’ is disabled. This will become enabled once the above criteria
are met. The images below display the disabled and enabled states of the ‘Complete Domain’
icon.

i Vv n Vv

Complete Domain Icon Disabled Complete Domain Icon Enabled

Domain CANNOT be completed Domain CAN be completed

2. To complete your Domain, click on the Complete Domain Icon.
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3. A modal window will open, to confirm you are happy with marking the Domain as ‘completed’.
To finalise the completion, click ‘Completed’.

Mark domain as completed?

Are: you sure you want to mark this domain as compieted?

x Cancel + Completed

4. Once you complete the Domain, you will be returned to your Domains page. Please note the blue tick
graphic and the updated status of ‘Completed — under Supervisor review’ on the Completed Domain.

PBP Foundation

Patient & Pharmaceutical Care Professional Practice

Stalus: Completed - Under Supervisor review Status: Not started

Personal Practice Management & Organisation

Status: In progress Status: Not started

5. Upon selecting a Completed Domain, you will also notice the ‘Complete Domain’ icon has been
updated, indicating the new completed status.

PBP Foundation

Patient & Pharmaceutical Care

WedicationReviewForm.d -
1.1 Patient Consaultation o o @ ledicationReviewForm doc =@
= Patient Consent
« Pafient assessment 1 1 2 4 ObservedMedicationReview doc =@

* Consultation or referral o Y
* Recording consultations
o © P WedicationReviewForm doc i=a
1.2 Need for the Medicine
o QT T 1 2 3 4 ObservedMedicationReviewdoc =3

* Medicine history
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Please note. Once you mark your Domain as completed, you can still adjust:

+ all your scoring ratings for all time intervals, within all competencies
+ all your submitted evidence against each competency (you can add further
supporting evidence if required).

Upon adjusting, you may be prompted (if you have not met the completion criteria) that your Domain
will be marked as ‘Incomplete’, and will require you to re-complete it again, see image below.

A Domain Status Update

Please note. Your domain will be marked as 'Incomplete’ due o recent changes.

“You will therefore need to 're-compiete’ your domain for review.
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How to submit your completed portfolio to NICPLD for assessment
1. Once you have marked all Domains as complete, you will be returned to your Domains page.

Please note the blue tick graphics and the updated status of ‘Completed — under Supervisor review’ on all
Completed Domains.

PBP Foundation

Patient & Pharmaceutical Care Professional Practice

Status: Completed - under Supervisor review Status: Completed - under Supervisor review

Personal Practice Management & Organisation

Status: Completed - under Supervisor review Status: Completed - Under Supervisor review

At this point, or at the deadline for the practice portfolio submission date (whichever occurs first), the portfolio
will be deemed as final and no longer available for you to access.

Your portfolio will then be assessed by NICPLD. You will be contacted by NICPLD if any remedial work
is required.
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