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StRef-02 - Student Reference Sheet - How to
complete a feedback form.

Steps  Action  What it looks like
1. Click the Complete your
outstanding feedback forms (#) Jane Jones
link in the sidebar. This will take t
you to the Feedback Forms mq er
screen.
Home
» Student Dashboard
» Report unplanned shifts
+ Book multiple shifts
 View my details
Pending Tasks
= Complete your outstanding
feedback forms (3)
- Complete your outstanding
end-of-placement
evaluations (1)
2. Any feedback forms that need
to be actioned will be listed Feedback Forms

here, displaying the Start and

End dOTe ThCIT eGCh form Period Start Period End Actions
corresponds fo. 14/08/2013 141082013 Edil
8/08/2013 8/08/2013 Edit
If a Period Start and Period End
310712013 3/07/2013 Edit

date are the same then the
form is for a single shift.
Otherwise it corresponds o all
shifts attended within the
period.

Note: You will be able to access the feedback form once the shift has

commenced.
To action a form, click Edit

button.
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Feedback Form /JI]

Each form is comprised of two {Gupervisor: Spot Preceptor Shift: 07:00-15:30 MAH - 108 Period Start: 31/07/2013 Period End: 31/07/2013 ™
The student is likely to achieve Agree

their placement objectives

The first section displays the shift

or period Of ﬁme ThOT The form Why did you give the above rating?  Jane is diligent and retains what is taught on the ward well
relOTeS TO_ ”‘ O|SO disp|oys Qny What did the student do well this Jane asked questions and got involved with the patients well

. nift?
Supervisor Feedback you've -
received fOI’ The Shiﬂ./period What can be improved? Just practice interacting with patients a little more professionaly
Ond fhe name of The Supervisor Was the student's performance Yes

this shift acceptable?

that wrote it.

Any other comments? A joy to work with
/
L /1. This shift has contributed to my learning. N
The second section is where ! ¢
yOU can recor’d yOUr own Strongly Disagree Disagree Neutral Agree Strongly Agree
feedback. Simply answer each o o o P P
question, ensuring there is an E
answer for every question, and o Wy dis e the b -
. N . I ou give the above rating-
the click the Submit button. yelgyeus g

- /

Once a feedback form is Feedback History

submitted you can view it by cﬂ:’mater Sort By Perod | Dete Completed

clicking on the View your
Supervisor: Spot Preceptor Shift: 07:00 - 15:30 MAH - 10B Period Start: 31/07/2013 Period End: 31/07/2013

S AGHIELEE AT e i s
« Student Dashboard

+ Report unplanned shifts The student is likely to achieve Agree
. . . « Book multiple shifts their placement objectives

Your entire feedback history will * Vw my datis

. . Why did you give the above rating?  Jane is diligent and retains what is taught on the ward well
d|$p|0y with the latest date S What did the student do well this  Jane asked questions and got invohved with the patients well

1 1 1 1 - C let: tstandi hift?
displaying first. Supervisor e | "

Q O + Complete your outstanding What can be improved? Just practice interacting with patients a little more professionaly
feedback displays with a dark end lacement
evaluations (1) Was the student's performance Yes

this shift acceptable?

green header, while your

student feedback displays with : Aoy ohercommerts? Aoy o otk vith

a ||gh1' green heOder. Student Feedback Completed 26/08/2013 10:55:47 AM
' Lh;:ﬂr;v\ has contributed to my  Agree

You can print your feedback S et ottty 0 o s g i cocs el

from your browser. HealthWorkforce  sutem spmieamaminemy

i AUSTEALIA performance this shift.

Do you have any comments No. | agree

5. Troubleshooting: Editing submitted feedback forms

If you make a mistake on a feedback form and need to amend it, you will need to contact your SPOT
System Administrator with the edit required. Use the Contact link in the fop right corner of the SPOT screen
fo generate an email.

Administrators refer to DRef-15 — Editing Submitted Feedback Forms
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