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Logging in and Initial Tour

Objective - By the end of this guide, you will be able to login and navigate to
the key areas of the My Placement system to check where and when you have
been placed and with whom.

Step 1

From the home screen login as shown below:

Open the authenticator app on your phone. Enter your DCU email address and
DCU password as your username and password.

Step 2

When prompted, enter the number shown on your phone authenticator app. You
will see the welcome screen. The highlighted information below indicates the
place and duration of this student’s placement. If blank, a placement has not
been confirmed yet.
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Tasks assigned to you are shown under your To-do list and important news
flagged under notifications. The section “Available” is for INTRA students, not
nursing students. Clicking “Home” will always return you to this screen.

Step 3

Key Screens:

Confirmed: Viewing your supervisor, placement duration, placement location and
nursing type and number of hours.

Requirements: Progress graphics, to track hours required and completed.

Calendar: To show your confirmed placements with adjustable time periods.

Shared Documents: To download documents DCU shares with you.

Survey/Assessments: To submit your NCAD and feedback, where required.

My details: For information personal to you and to store pre-requisite
certifications/documents.

Username:To see a user guide under help and to log out.
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Terms and Conditions

Objective - By the end of this guide, you will be able to log into your My
Placement account, accept terms and conditions and view learning materials.

Step 1
Accept the Terms and Conditions of My Placement. Click accept in the bottom
right-hand corner.

Step 2
Once you see this message below your account is active. Click as shown here
below:

Step 3
You will be directed to a quick video tour of the student portal and user guide. To
begin the tour press the play icon.
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Navigate through the glossary on the left-hand side panel.

Step 4
Click back into the home page when you have finished the tour.
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Preferences

Objective - By the end of this guide, first-year nursing students will be able
to let DCU know of the parent service to which they prefer to be assigned for
placement.

Step 1

On your home screen navigate to your to-do list on the left-hand side. You will
see an item beginning Agency Preferences are now open for…Click on this
item to open it. It is specific to the module you have registered for.

Step 2

With the preferences screen now open you will see your choice of parent
services.

Click on the relevant tickbox of your chosen parent service and submit as shown
above. Remember the choices submitted are not a guarantee that you will be
assigned to your preferred parent service. The choices displayed are dependent
on the programme you are registered for.
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Placements

Objective

By the end of this guide you will be able to check placement details, any
placement changes that may occur and how to interpret placement requirements
on the My Placement system.

Step 1

Log on to the home page to view all confirmed placements. You will see
confirmed placement, one of two. The first one is Beaumont Corrigan. Click View
All Confirmed. You can also click the Confirmed option on the top menu.

Click on one of the options to display the confirmed placements.

Step 2

There are three confirmed placements. One is completed and two are upcoming.
The placement in Beaumont Hardwick was completed between the 1st July and
10th of July and in this placement the student did 70 hours of the nursing type
‘emergency department’.

Click on the highlighted placement name as shown above to display the
placement details on this particular placement record.
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A placeholder placement is to inform the student of the service that they will
attend e.g. Public Health Nursing, and the exact location is not known yet. The
specific location will be published as soon as it is available.

To view placement by status use the dropdown menu to display certain view by
status options:

Selecting all will display all the placements, i.e. upcoming, complete etc. as
previously seen above. Selecting Upcoming will display the two confirmed
placements that are pending.

There is not a Current Placement, so nothing will be displayed below:
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Selecting Completed will display the completed placement shown here:

Step 3

Click Home, to view possible late changes to your placement and return to the
Welcome to My Placement homepage. Under notifications the student can view
any late changes to a particular placement.

The student can also view all new late changes by clicking Confirmed on the top
menu bar.

To see the exact location of where you are scheduled to be whilst on placement,
click on the confirmed placement as shown below:
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You will be brought into a Google Map of the address as per the postal code
(eircode) and you can manipulate the map using the + or - symbols to your right.

To see course requirements click on the requirements on the top menu bar.
This student is enrolled in BNCG – BSc in Children’s & General Nursing. Shown
below are the course title, the required placement and corresponding required
hours.

The top part of the screen will display requirements for the course (Hours
Required) to be completed. The 2660 hours required, the 70 hours completed,
the 140 hours allocated and the 2450 remaining are shown below:

Hours completed and allocated are reflected at the bottom of the screen as seen
here:
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Progress is coloured coded. The darker green means it has been completed and
the lighter green means it has been allocated. So your progress can be shown by
a graph or a progress bar, as per below:
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Timesheets

Objective

At the end of this guide, you will see how timesheets are managed in My
Placement. It outlines how to populate a Timesheet, how to attach a scanned
paper copy, how to manage different types of absences and how to submit a
timesheet for approval.

Step 1- Getting Started

1. Log on to the student home screen.
2. Under the To-Do list, there is an action item to complete outstanding

timesheets, in the case 7 for Beaumont Hardwick.
3. Click the arrow beside this task to open it as shown here:

At the top of the screen, the placement details are populated. This student is at
Beaumont Hardwick. The placement is for this module NUR 1053. Placement
start date is 7th July and placement end date is 17th July. This placement is for
70 hours in the nursing type emergency department.

At the top of the Timesheet screen, there is an attendance summary progress
bar. As you complete your daily Timesheets, this progress bar will start to
populate in green and move across the screen from left to right.

Timesheet Grid

The columns in the timesheet grid will be automatically populated when the
Timesheet is completed. Each column is explained below.

In this Placement there are 70 hours required of emergency department nursing
and zero hours have been completed to date, i.e. the progress bar has not
moved.

In the timesheet grid, there will be a list of daily timesheets to be filled in at the
end of each working day (shift).
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There is a column for the date. Each row corresponds to a day. The Agency is
Beaumont Hardwick. The shift column is generic, and will default to 00:00 –
23:59.

Actual Hours column: Are the actual hours of a shift. This would include your
work breaks

Attended Hours column: Are the hours that you have actually worked. It is very
important that this number is correct because this is your clinical hours completed
that will go towards NMBI requirements.

Absent Reason column: This column will manage different type of absences

Confirmed Column: This is populated whether the Student Allocation Liaison
Officer (SALO) has confirmed the Timesheet or not. Once the SALO has
confirmed the Timesheet, you are longer able to make any changes to the
timesheet.

Comments Column: If comments are entered into the timesheet, they will also
be displayed.

Accessing and Populating Daily Timesheets

Click the timesheet icon in the Action column to access each daily Timesheet as
shown above. When the Timesheet is open, your name and the placement will
be displayed at the top. The field values under Planned are default values so
they cannot be updated. Scroll down to Actual to enter timesheet values.

Step 2- Submitting a timesheet of hours worked with a break

1. In the Start Time field enter the start time, (i.e. 07:30) for the shift
2. In the End Time field enter the end time, (i.e.20:30) for the shift
3. The Attended hours field will automatically populate with 13 hours to

reflect hours worked between 07:30 and 20:30.
4. Enter 1:00 hours in the Break Hours field.
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5. Now the Attended hours field will automatically populate with 12 hours to
reflect the actual hours worked (13 – 1 = 12 hours worked).

6. Once the student is happy with the hours click Submit.

7. The above actions will have the following effects on the Attendance
Summary and Timesheet Grid.

Step 3- Submitting a timesheet with an absence

1. Under Actual populate the relevant fields
2. Under Absent click the Absent check box
3. The value in Attended Hours automatically will reduce to zero
4. In the Absent Hours field enter the number of absent hours (full or part of

day)
5. In the Absent Reason field enter reason by clicking on the down arrow

and selecting the correct description.
6. Under Absent Comment, enter relevant comments as shown here:
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7. Under Document, a sick note could be added by clicking on the Add
Attachments and click Submit.

8. The above actions will have the following effects on the Attendance
Summary and Timesheet Grid. Notice there is entry in the Absent
Reason column

Step 4- Submitting a timesheet for a night Shift

1. Under Actual populate the desired fields
2. The value in Attended Hours will automatically populate with the actual

hours worked.
3. Enter the number of hours worked under Night Shift Hours, shown here:
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4. Click Submit

Step 5 - Submitting a timesheet with COVID/Bereavement leave

1. Covid and Bereavement leave does not reduce your attended hours.
2. Under Actual populate each field.
3. Under Absent click the Absent check box.
4. Click the down arrow in the Absent Reason field.
5. Select Covid or Bereavement Leave – Nursing. PsyT & Comm Health

from the list of values.
6. As COVID and Bereavement leave does not need to be “paid back” enter

the actual attended hours in the Attended Hours field, i.e. (start time -
end time) – break hours = Attended Hours.

7. Enter a comment in the Comment box to describe the situation and click
submit.

Step 6- Submitting a timesheet when your SALO is at a different location

1. Under Actual populate the desired fields
2. As the SALO is at a different location the student must fill in a paper

timesheet as well and get it signed by your preceptor
3. Attach the signed paper scanned timesheet using the Add Attachment

button to the last daily record of the particular week.
4. Click Submit

Step 7-Submitting a timesheet for hours with your mentor

1. Under Actual populate the desired fields
2. In the Hours with Mentor field enter the hours of reflective practice, e.g

you must enter 4 for every 35 hours a week
3. Click Submit

Step 8- Submitting a timesheet for part worked day

1. Under Actual populate the relevant fields
2. Under Absent enter the number of sick hours in the absent field
3. The value in Attended Hours will automatically populate with the actual

hours worked.
4. Click the down arrow in the Absent Reason field
5. Select Nursing. PsyT & Comm Health for the list of values
6. Enter a comment in the Absent Comment box, i.e. “Went home at 13.00”
7. A sick note can be attached by through the Add Attachment
8. Click Submit.

Step 9- Submitting a timesheet with made up Hours

1. Under Actual populate the relevant fields
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2. Enter the hours in the Made-up Hours field
3. Enter a comment,i.e. “Made up 8 hours today from last week”
4. Click Submit

Step 10- Submitting a timesheet with annual leave

1. Under Actual populate the desired fields
2. Under Absent click the absent check box
3. Under Absent enter the number of annual leave hours in the absent field
4. The value in Attended Hours will reduce to zero.
5. In the Absent Reason field enter the annual leave description, i.e. Annual

Leave – Nursing. PsyT & Comm Health.
6. Enter a comment in the comments box, i.e, “Day booked off”
7. Click Submit

Step 11- Adding a Day to Schedule

1. If the student wants to make up hours (time that they own back) they can
put in a timesheet for another day.

2. Click on the Add Day to Schedule button
3. A Day to Schedule dialog box will appear
4. In this dialog box, enter the required date, start time and end time
5. Click Save as shown here:

6. Click Yes to the Confirm dialog box shown below:

7. The newly created timesheet will be displayed on the timesheet grid.
8. Access the newly created timesheet
9. Populate the desired fields in the timesheet and click submit
10. The updates will appear on the timesheet grid.
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Student view of Timesheet Grid when Placement is completed

Below, you can see all approved timesheets, the allocated hours and completed
hours which go towards your NMBI clinical hours requirements. The student
attendance summary has been filled. In the example shown, the student only
needed to do 70 hours but actually completed 78. It doesn't mean they have eight
hours surplus to take back at another time.. It means that they did over and
above by 8 hours and all 78 go towards their clinical requirements for the NMBI.
Timesheets should not be completed in advance and will not be approved by the
SALO before that date.

SALO’s view of Timesheets submitted

The SALO can see that the student has fulfilled hours of attendance for this
placement. This can be easily viewed, the full green progress bar with hours
allocated/logged is displayed.

They can see any absences that are submitted, shown in red, and all of the daily
timesheets confirmed (Yes in the Confirmed column).

Note that it is the student’s responsibility to make sure the attended hours are
correct. If any changes are needed before SALO approves, they can leave a
comment on the timesheet for the student to update the hours as required. After
the SALO approves the timesheet, the student will not be able to make any
further changes.
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National Competency Assessment Document
(NCAD)

Objective

By the end of this guide you will be able to upload and submit your NCAD as well
as view any feedback on it from the DCU Practice Module Coordinator (PMC).

Step 1

Navigate to the student dashboard and see your To-Do list displayed. Open the
Response required to National Competence Assessment Document (NCAD)
(NACA 2024-2025) due 25/07/2024 by clicking on the arrow.

Alternatively, click on Survey Assessments in the top menu bar as shown
below to see the same item for actioning.

Step 2

The NCAD open task as shown below will display the title, i.e. NCAD 2024/2025,
student name, student code and the location of the placement, i.e. Beaumont
Hardwick. You will also see the start and end date, the number of hours, i.e. 70
hours in, i.e. emergency department, the module (NUR 1053) practice module
three in third year. Also displayed is the Stage (1), a gateway for the student to
submit the NCAD
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The student name shown below is TestStudent12 and the student code is
A00049374:

Note above the stage you are at (1) where you must submit your NCAD. Also
note the link to your NCAD template, which takes you into a separate system
called LOOP, shown below:

Step 3

Download the NCAD template relevant to you from the list of NCAD templates
shown.

Scroll down the page to select the correct branch of nursing, i.e General
Nursing Clinical Assessment Documents Year 1-4 as shown below:

Nursing Student Placement Handbook| 21 21

InPlace Student Handbook, v1.1, SNPCH, 18 July 2024




