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InPlace Workflow - Stages 
The electronic InPlace forms will flow as per the stages below. 
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Stage 1: Health Declaration  Student  OPENS: 14 days prior to start of the student placement 
         DUE:  2 days before start of student placement 
         CLOSES: Start of student placement 
 
Stage 2: Induction Checklist  Student  OPENS: 1 day prior to start of the student placement 
           DUE:  Start of student placement 
         CLOSES: End of student placement 
 
Stage 3: Induction Checklist  Preceptor  OPENS: 1 day prior to the start of the student placement 
         DUE:  Start of student placement 
         CLOSES:   End of student placement 
 
Stage 4: Mid Placement Evaluation Preceptor  OPENS: 1 day prior to middle of student placement 
         DUE:  Middle of student placement 
         CLOSES: End of student placement 
 
Stage 5: End Placement Evaluation Preceptor  OPENS: 7 days prior to end of student placement 
         DUE:  End of student placement 
         CLOSES: 1 day after end of student placement 

 
Stage 6: End Placement Evaluation Student  OPENS: 2 days after middle of student placement 
         DUE:  End of student placement 
         CLOSES: 3 days after end of student placement 
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These 2 stages do not impact the flow of the form for the Preceptor to action when required as the forms are 
not dependent upon the Student or University Marker to complete their stages. 
 
They are for the Student and University Marker to review the Preceptor’s ratings and comments on the mid-
placement and end-placement evaluation respectively. 
 
 
 
 
 
 
 
 
 

Stage A: Mid Placement Student Acknowledgement    Student   OPENS:    2 days prior to middle of student placement 
            DUE:      Middle of student placement 
            CLOSES:  3 days after end of student placement 
 
Stage B: End Placement University Marker Sign Off    University Marker  OPENS:     2 days prior to end of student placement 
            DUE:           1 day after end of student placement 
            CLOSES:   30 days after end of student placement 
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https://myworkplacelearning.csu.edu.au Password will be the one you have set up for InPlace 

Getting Started in InPlace 

Please click on the ‘Other Accounts’ link to access InPlace Sign in using your email address. 

– 
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Accessing your InPlace Dashboard 

Once logged in, you will be taken to your InPlace Dashboard. Go to your ‘To Do’ list and select the Placement Form task/s.   

You can always return to your dashboard by clicking on the Home button in the ribbon. 

You can click on any of the above tabs at any time. 
 
Students:  Will show all students placed at your organisation. 
InFlow Forms:  You will find all forms requiring your attention (eg Skills Log etc) 
My Responses: You will find all assessment forms requiring your attention. 



User Guide | Onsite Facilitator 
- InPlace ANSAT form Page 8 of 17 

 

InFlow Forms tab 

In the example below, this Preceptor (Agency Supervisor) can see what forms need to be actioned or just to view, in the Action column. 
 
Under the Action column, click on the ‘Action' link to select the student whose form you will be completing. 
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InFlow Forms - Filtering 
 
You can filter by the Form Status drop-down box if you wish to see what ‘Awaiting Approval’ only or by selecting all, you will see all statuses in your list. 
 

 
 
 
 

Status and Step Columns 
 
The Status column will change to what you have filtered above.   The Step column will show you who the form is waiting for approval/action. 
 
 
Click on the Action link against the form that you wish to action.   This will open the form for you to respond.
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InFlow Forms – To Action 
 

The forms that will require your attention during a student’s placement will appear in the InFlow Forms tab.  They are: 

 

• Clinical Skills Log 

• Case Sheets 

• Reflections form 

 
The stages will also show you where the form is up to as well as confirm the Placement Details of that student. 
Please complete all the fields with your instructions/comments. Please note that the * indicates a mandatory field. 
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Continue to work down the screen to review all student responses.  Each response is editable, however the only section you are expected to add is the 
Action Comment at the bottom of the form. 

Once you are satisfied with the responses and your comment, please click on the APPROVE button.  

You can select SAVE return to the form at a later stage, or you can CANCEL out of the form to return to the previous screen by selecting the relevant buttons below.  
You can also select REQUEST CHANGES if you are not happy with any responses by completing the Action Comment section and selecting that button.  This will 
return the form to the previous respondent. 
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This will send the form to the next respondent in the workflow and the status of the form will change to View. 
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Critical Incidents 

 
If a student on placement requires support and a critical incident form is required to be completed by you, please go to your Home 
button and select the student concerned on the left-hand side. 
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The student details will appear in relation to the placement and then select Forms in the blue banner. 
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The Forms tab will open, and you can then use the drop down menu under Available Templates and select the Critical Incident option and press Add. 
 

 
 
The form will then open for you to enter all details and complete the form (see next page). 
 

## IMPORTANT ##   
 
Select the Critical Incident Category as 1, 2 or 3.  The Categories will direct you to the correct level. 
Please include as many details as you can in the Critical Incident Details section.   This field is mandatory. 
Select SAVE 
Select Submit 
 
The form is then sent to the University Coordinator for further action. 
 

 
 
You are not restricted to how many Critical Incident Forms you can open and complete, simply repeat the actions above. 
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Questions? 
 

 
InPlace Access Support:  FOSH-WPL@csu.edu.au - Please type in the Subject line: Paramedicine Preceptor - InPlace Access Support Required 
 
InPlace Support: FOSH-WPL@csu.edu.au - Please type in the Subject line: Paramedicine Preceptor - InPlace Support Required 
 
Student Placement Enquiries: FOSH-WPL@csu.edu.au - Please type in the Subject line: Paramedicine Preceptor - Student Placement Query 
 
 
 
 

Thank You 
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