[image: cid:image001.jpg@01CC4148.E0F33DF0]
			Department of Nursing Education and Health Studies
                         Unit Clerk Certificate Program
	







DEPARTMENT OF NURSING EDUCATION AND HEALTH STUDIES
COURSE OUTLINE – Fall 2018
[bookmark: _GoBack]UC1213 A2: WORK EXPERIENCE – 5.0 (0-6.4-24) 152 Hours for 5 Weeks





	INSTRUCTOR: 
	Susan Moodie RN, MSN
	PHONE:
	780-539-2877

	OFFICE:
	C409
	E-MAIL:
	smoodie@gprc.ab.ca

	OFFICE HOURS:
	By appointment



CALENDAR DESCRIPTION: 
This work experience provides you with an opportunity to consolidate previous learning in the work environment. Orientation to information systems will occur prior to the practicum. Students will work with experienced unit clerks who will supervise the work experience.  

PREREQUISITE(S)/COREQUISITE:
OA1030, OA1231, OA1365, OA2511, UC1250, UC1202,OA1215, AND UC1208 

REQUIRED TEXT/RESOURCE MATERIALS:
No required textbook needed 








DELIVERY MODE(S):
Onsite learning and weekly seminars

COURSE OBJECTIVES:
This course prepares students to: 
 
1. Understand legal and ethical standards in Unit Clerk situations.
2. Understand professional communication.
3. Understand quality assurance and risk management processes.
4. Understand order transcription.
5. Understand different appointments scheduling techniques.
6. Understand and manage medical charts.
7. Understand supply and inventory control.
8. Understand professional behaviour.
9. Understand the importance of professional relationships.

LEARNING OUTCOMES: 

Upon successful completion of this course the student will be able to:

1. Demonstrate respect for values, beliefs, and rights of others, honesty and integrity.
2. Demonstrate appropriate communication, both verbal and non-verbal.
3. Demonstrate responsibility and accountability, confidentiality, self-awareness, and self-appraisal.
4. Identify strengths and limitations of self.
5. Seek assistance appropriately.
6. Demonstrate receptivity to feedback and apply feedback to practice.
7. Demonstrate ability to access information regarding workplace safety.
8. Demonstrate ability to don personal protective equipment when needed.
9. Organize and coordinate appointments.
10. Transcribe medical and surgical orders.
11. Maintain medical charts and forms used in the work setting.
12. Demonstrate professional behaviour when working in a group setting.
13. Demonstrate professional competence when answering the phone and gathering information.

TRANSFERABILITY:  Not Applicable 
Please consult the Alberta Transfer Guide for more information. http://alis.alberta.ca/ps/tsp/ta/tbi/onlinesearch.html?SearchMode=S&step=2  

EVALUATIONS:
This course is a PASS/FAIL course.  In order to pass UC1213, students must demonstrate safe, ethical practice in the Work Experience placement setting.  The student must also demonstrate professional behaviour and complete the following evaluation and assignments:
1. Field Notes
2. Midterm Evaluation
3. Final Evaluation
There are three Field Notes that must be submitted during the Work Experience practicum. Failure to complete and submit Field notes will result in receiving a mark of UNSATISFACTORY for that assignment.

Each of the Field Notes should include the following:
· The shifts you were scheduled for and whom you worked with on each shift.
· A description of the amount of time spent with each activity, where the activity was completed and the tasks you performed during the week.
· A description of the tasks that you believe went very well.
· Provide examples of positive, professional behaviour including examples of interactions or conversations that went well.
· Provide an example of an interaction that you wish you had done better and what you would do differently if a similar situation were to occur again.
· Discuss your relationship with your Unit Clerk Field Guide.
TYPE up a detailed version of your notes and hand them in on the designated Fridays by 0830.

Midterm Evaluation:  Due Friday, January 25, 2019, at 0830.  
Final Evaluation:  Due Friday, February 8, 2019, at 0830. 

Attendance during this UC1213 Work Experience course is required.

The student MUST receive a SATISFACTORY in every component of the Work Experience Final Evaluation.  An UNSATISFACTORY in any of the course objectives will result in a FAIL of the course.
Note:  Failure to complete the Midterm or Final Evaluation will result in a FAIL. Notification of illness or extenuating circumstances must be made prior to the due date of the evaluation.  Special arrangements will be considered to accommodate these students.

GRADING CRITERIA:  
This is a PASS/FAIL course.  In order to pass UC1213, students must demonstrate safe, ethical practice in the Work Experience placement setting.  The student must also demonstrate professional behaviour and complete the above evaluations and assignments.  All components of this course must be completed and receive a SATISFACTORY mark.

COURSE SCHEDULE/TENTATIVE TIMELINE:

	January 11 0830
	Field notes for Week ONE

	January 18 0830
	Field notes for Week TWO

	January 25 0830
	Mid-Term Evaluation papers

	February 1 0830
	Field notes for Week FOUR

	February 8 0830
	Final Evaluation papers



STUDENT RESPONSIBILITIES:
Important Dates:
Information regarding the last day to change registrations (add/drop courses and/or withdraw) are available on the GPRC website.
Absenteeism:
A student who is absent more than ONE Work Experience day in UC1213 may need to make up lost time at the instructor’s discretion before being allowed to continue in the program.  Absences of two or more days from the work experience placement site may result in the instructor’s inability to evaluate the student’s work experience performance, resulting in a FAIL.
If you are going to be absent for a scheduled shift, it is expected that you call the Unit or the clinic where you are scheduled to work directly, and leave a message for your Unit Clerk Field Guide.  You must also call your course instructor and notify her/him of your absence. 
Policies:
Refer to the College Policy on Student Rights and Responsibilities at
www.gprc.ab.ca/d/STUDENTRIGHTSRESPONSIBILITIES
STATEMENT ON PLAGIARISM AND CHEATING:
	Cheating and plagiarism will not be tolerated and there will be penalties. For a more precise definition of plagiarism and its consequences, refer to the Student Conduct section of the College Calendar at http://www.gprc.ab.ca/programs/calendar/ or the College Policy on Student Misconduct: Plagiarism and Cheating at https://www.gprc.ab.ca/about/administration/policies

**Note: all Academic and Administrative policies are available on the same page.
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