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1 Creating term allocations

Medical Education Unit / Administrator users of CLA can create term allocations either
manually (one by one) in the system or in bulk via the single term or multi-term allocations
import spreadsheet.

The following steps are done once a cohort group, trainee user accounts and PGY Instance are

created.

You do not need to enter term allocations for the full clinical year at once if you do not yet
have this information to hand and can add/upload on an ongoing basis if needed.

1.1 Where to create term allocations

e Navigate to the ‘cog’ icon on the left-hand menu bar and click PGY Instances.
e Search for and click on the PGY Instance you want to add term allocations to.

= = @ §
PGY Instances
- Admin > PGY Instances
0 Users
® | Groups
Organ Organisation Template & Group StartDate ¢ EndDate ¢ Created Edited * Status &
D rganisations
lio (DEMO ONLY) - Group 1 Clinical Learning Australia 0 IMical Learning Australia (PGY1) {4 ame-group 1 1)an2024  31Dec2025 19jun2024 1413 2 NOV2024 | e
Terms Terms) 231
Forme Jlio (PGY1) 2024 UAT Clinical Learning Australia i:'r‘r';:)' Learning Australia (PGY1) (4 ‘:g‘; UAT Testing 7)an2024  1Feb2025 ;:23" 2024 i‘;gﬂ“ 2024 | e
llio (PGY1) 2024 UAT - Group  Australian Medical Clinical Learning Australia (FGY1) (4 ame.group 1 7)an 2024 IESEED 13 Sep 2024 24 Sep 2024 =
Council Terms) 06:49 13:24
| . " ’ . .
QOutcome Statements lio (PGY1) 2024 UAT - Group Clinical Learning Australia \c::-:f: Learning Australia (PGY1) (4 ame-group 2 7)an 2024 1 Feb 2025 ;:_i:o 202 200020241432 | the
AMC National ePortfolio (PGY1) 2024 UAT - Group Clinical Learning Australia Clinical Learning Australia (PGY1) (4 amcgroup 3 7Jan 2024 1 Feb 2025 B,SED 2024 5 Now 2024 10:34 I =
3 Terms) 06:59
AMC National ePortfolio (PGY1) 2024 UAT - Group Clinical Learning Australia Clinical Learning Australia (PGY1) (4 amc-group 4 7Jan 2024 1 Feb 2025 13 Sep 2024 24 0c1 2024 1433 I T
a Terms) 07:01
AMC National ePortioli (PGY1) 202 URT-Growp. oy i oy, Clnical Learming Australia (PGY1) t4 T Jan20  1reponzs 3SR soazzsiess (I
5 Terms) 07:02
AMC National ePortfolio (PGY1) 2024 UAT - Group Clinical Learning Australia Clinical Learning Australia (PGY1) (4 amc-group 6 7Jan 2024 1Feb 2025 135ep 2024 240a2024 1433 | e
3 Terms) 07:04
= = 8 8

Description

Status

Live

Template

Group

Start Date

01/11/2024

End Date

01/11/2027

Clinical Learning Australia (PGY2) - Training Gro

Clinical Learning Australia (PGY2) (4 Terms)

Clinical Learning Australia (PGY2) -Training Grot

Clinical Learning Australia (PGY2) - Training Group

- Admin > PGYInstances > Clinical Learning Australia (PGY2)- Tr...
]

Details Allocation
®

Name *

No changes made

Navigate between the part/section to begin allocating trainees to term terms within this instance. Al allocations can be managed in real time.

If no dates are set at the section level then the parent section dates will be used.

> 0 PGY2 1 Nov 2024 1 Nov 2027

Cumulative Tallies

No cumulative tallies added

Outcome Statements

Version 2 - Prevocational Outcome Statements

© Add new cumulative tally

© Remove

© Add new Outcome Statements
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e Click on the PGY block to expand and display the terms.

[ Clinical Learning Australia (PGY2) - Training Group

e Admin > PGYInstances > Clinical Learning Australia (PGY2) - Tr...
=]

Details Allocation
®

Narne * Navigate between the part/section to begin allocating trainees to term terms within this instance. Al allocations can be managed in real time.

Clinical Learning Australia (PGY2) - Training Gro I no dates are set at the section level then the parent section dates will be used.

v G PGY2 1 Nov 2024 1 Nov 2027 I

Description
Start Date End Date Target Hours
£ 01/11/2024 01/11/2027 0
Status
Live - > [E Term 11 Nov 2024 31 Jan 2025 (9 forms)
Template

> [E Term 2 1 Feb 2025 11 Apr 2025 (9 forms)
Clinical Learning Australia (PGY2) (4 Terms)
Group > [B Term 3 14 Apr 2025 13 Jul 2025 (9 forms)

Clinical Learning Australia (PGY2) -Training Grot

> [E Term 4 21 jul 2025 26 Oct 2025 (9 forms)

Start Date End Date

/117
01/11/2024 011172007 > E2 EPAS 1 Nov 2024 1 Nov 2027 (8 forms)

e Click on the relevant Term to expand and display the term allocations table.

=
Details Allocation
Name * Navigate between the partrsection to begin allocating trainees to term terms within this instance. All allocations can be managed in real time.
= Clinical Learning Australia (PGY2) - Training Group If no dates are set at the section level then the parent section dates will be used.
Description v+ B PGY2 1 Nov 2024 1 Now 2027
®
Start Date End Date Target Hours
# 011172024 01112027 ]
status
Live - w & Term 1 1 Nov 2024 31 Jan 2025 (9 forms)
Template -
Start Date End Date Target Hours Grace Period (days)
1 T
Clinical Learning Australia (PGY2) (4 Terms) ST 558 5 5
Grou
i [} Allocation-specific deadiines tanplles to spitt placements only) (T
Clinical Learning Australia (PGY2) -Training Group {15 st
Y show fitters Reference:  1g3f5f3a-7102-4¢7f-b2e1-5473724fb0eb & import =
Start Date End Date
0171172024 0171172027 Trainee Start Date End Date Targethours  Term Term Supervisors / Clinical Supervisors [ |
Target Hours Miranda Balley (3. 01/11/2024 3140172025 o Goulburn Base Hospital - Paediatrics/Hos. “ 0
0
Default Section

Note: If any term allocations have been created previously, these will be visible in the table. If
no term allocations have been created previously, the table will be empty.

1.2 Creating term allocations manually in the system

You can create term allocations manually (one by one) in the system or in bulk (see section
1.3 below).

To create term allocations manually:

e Navigate to the relevant term you wish to create term allocations for within the

PGY Instance.
e C(Click on Add allocation.
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Details Allocation

Name * Havigate between the partisection to begin allocating trainees to term terms within this instance, All allocations can be managed in real tme,

Test Instance 123 If no dates are set at the section level then the parent section dates will be used.
Description v G PGY2

Start Date End Date Target Hours
£ 0

Status

Draft 4 “ @ Term 1 (10 forms)
Yermplabe Start Date End Date Target Hours Grate Pariod (days)

Clinical Learning Australia (PGY2) (5 Terms) 0 o
Group ; " . .

Allocation-specific deadlines (Applies ro split placements omlyh (T
Canberra Admirs (0 students)
T Show filters Referance:  1c24c781-ca?6-4820-9680-b211 58dfa 540 B Import © Add allocation
Start Date End Data
Trainee Start Date End Date Target hours Term Term Supervisors f Clinical
Supervisors

Target Hours

0
Default Section

r aune

e This will open the ‘Create allocation” window.

Create allocation

Trainee *

Please select

Term

Please select

Start Date * End Date *

20/01/2025 20/01/2025

Target Hours

0

Term Supervisors / Clinical Supervisors

You have yet to assign any assessors/supervisors.

Add trainee

e Select a trainee from the drop-down list or start to type the trainee’s name to find
the trainee you want to add a term allocation for.
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e Note: Only trainees that are assigned to the Group associated with this instance will
be available to select from.

Assign term allocation

e Inthe ‘Term’ field, start to type the name of the term you wish to allocate this
trainee to.

e Note: All accredited terms have already been created in the system. If the term you
wish to allocate the trainee to is not available, please contact CLA Support.

Create allocation

Trainee *

Fergus Jackson - (holly.fowler+amcs11@myknowledgemap.com)

Term

goul v

Goulburn Base Hospital - General Medicine
Goulburn Base Hospital - General Medicine (Canberra Region Medical
Education Council)

Goulburn Base Hospital - General Surgery
Goulburn Base Hospital - General Surgery (Canberra Region Medical
Education Council)

Goulburn Base Hospital - Obstetrics & Gynaecology
Goulburn Base Hospital - Obstetrics & Gynaecology (Canberra Region
Medical Education Council)

Goulburn Base Hospital - Orthopaedic Surgery
Goulburn Base Hospital - Orthopaedic Surgery (Canberra Region Medical

Add start and end dates for this term allocation
e Enter the term start and end date for this term allocation.

e Note: The start and end date of a term allocation for a particular trainee can be
different to the overall term start and end dates. In this way, trainees could have
different start and end dates for term allocations within a term. Trainees can also be
put on split terms where required, meaning two allocations are given for a term.

e See 2.4 Managing term allocations for more information about setting up
split/blended terms or split contracts.

e Note: Leave the Target Hours field blank — this is not relevant for CLA.
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Link a trainee to a Term and Clinical Supervisor(s)

Next, you need to add the supervisor(s) to the trainee allocation and assign them a
relationship of either Term Supervisor or Clinical Supervisor to link them to the trainee. This
step gives the supervisor(s) access to the relevant trainee’s ePortfolio and they can complete
assessments for them for the duration of the term.

If the terms you are allocating trainees to have had supervisors pre-linked in the Term
Descriptions, these will automatically populate in the term allocations once you click ‘create’
and you do not need to follow these steps unless you want to add additional supervisors.

Start typing the name of the supervisor in the Term Supervisors / Clinical Supervisors
field.

Select the relevant user to add them to the term allocation.

Select the Term Supervisor or Clinical Supervisor relationship for each supervisor
added, noting that the default is Clinical Supervisor.

Note: There can be only one user with the Term Supervisor role per trainee per term
allocation but there can be multiple Clinical Supervisors. Both Term and Clinical
Supervisors can complete mid and end of term assessments as well as EPAs.
Individuals assigned as the Term Supervisors are able to complete an additional sign
off form to confirm they have read and agree with the end of term assessment where
this has been completed by a Clinical Supervisor if necessary.

If you have multiple individuals that may act as the Term Supervisors for a trainee, it is
recommended that you enter all supervisors as Clinical Supervisors and review who
has completed the End of Term assessments through the Detailed Response Report to
determine if additional review and approval is required

Create allocation

Trainee *

Fergus Jackson - (holly.fowler+amcs11@myknowledgemap.com)

Term

Goulburn Base Hospital - General Medicine

Start Date * End Date *

01/01/2025 28/03/2025

Target Hours

0

Term Supervisors / Clinical Supervisors

Al Prendigast
o ana Frendigas Clinical Supervisor ~ @
tom+terr vknowledgemap.com

@ Joe Bloggs
B 88 Term Supervisor o
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Note: Supervisors must already be set up as users in CLA to be added to a term
allocation. Please see the Creating and managing users quick reference guide.
Supervisors can be added or removed from a term allocation at any time (see section
below on managing term allocations).

DCTs as Supervisors: Where your DCT/DPETs also have a supervisor role in relation to
some terms, e.g. Relief, to be able to allocate these, they must have a Main Role in CLA
of ‘Supervisor (Term or Clinical)’. Change their role in Users to the Supervisor role and
add them to your PGY cohort groups with the role of Director of Clinical Training.
Please see the Creating and managing users and Creating and managing groups quick
reference guides.

Once you have completed all relevant fields, click Create to create the term allocation.

The term allocation will then show in the term allocation table for the relevant term.

v & PGY1 1Jan 2024 31 Dec 2024

Start Date End Date

01/01/2024 31/12/2024

V [B Term 1 1 Jan 2024 28 Feb 2024 (8 forms)

Start Date End Date

01/01/2024 28/02/2024

U Allocation-specific deadlines (Applies to split placements only)

Save changeg

Target Hours

0

Target Hours Grace Period (days)

0 7

Y Show filters Reference: e76f8f0e-a0b6-41f7-88a4-83f6€996279f & Import v @ Add allocation

Trainee Start Date End Date Target hours Term Term Supervisors / Clinical ]
Supervisors

FergusJacks...  01/01/2025 28/03/2025 0 Goulburn Base Hospital - Gen... w O

Repeat the above steps for each trainee and for each term allocation you wish to
assign them to if creating allocations manually.

Release 2.0 — 02 June 2025



1.3 Importing term allocations in bulk

You can import term allocations for multiple trainees in bulk, either for each specific term one
by one, or for multiple terms at once.

To import term allocations in bulk for a specific term, download and complete the
‘allocations_import’ spreadsheet from within the Term you wish to create allocations for in
the relevant PGY Instance.

To import term allocations for multiple terms at once, download and complete the
‘allocations_import_bulk’ spreadsheet from above the PGY block in the PGY Instance.

No changes made

Clinical Learning Australia (PGY2) - Training Group

Admin > PGY Instances > Clinical Learning Australia (PGY2) - Tr...

Use to import multi-

Details Allocation . B Import Allocations
term allocations

Name * Navigate between the part/section to begin allocating trainees to term terms within this instance. All allocations can be managed in real time.

Clinical Learning Australia (PGY2) - Training Gro If no dates are set at the section level then the parent section dates will be used
Description v B PGY2 1Jan 2025 1 Jan 2026

Start Date End Date Target Hours
4 01/01/2025 01/01/2026 0

Status

Live v v @ Term 1 1 Jan 2025 5 May 2025 (11 forms)
Template Start Date End Date Target Hours Grace Period (days)

Clinical Learning Australia (PGY2) (4 Terms) 0110112025 05/05/2025 o ;
Group [ Allocation-specific deadlines (Applies to split placement

Clinical Learning Australia (PGY2) -Training Grot Use tO |m port si ng'e-

Y show filters . 724fb0eb B Import~ © Add allocation

Start Date End Date term allocations

01/01/2025 01/01/2026 Trainee Start Date End Date Targer nour: TETr Term Supervisors / Clinical O

Supervisors

The key difference between the two methods is as follows:

Importing term allocations for multiple trainees at once: The multi-term allocation ‘bulk’
spreadsheet has a Reference column — here you put the reference code, which is a string of
letters and numbers that uniquely identify each term in CLA, and this puts the trainee
allocation into the correct term. To upload multiple terms, create trainee allocation rows using
the reference codes for the specific terms that you want to upload trainee allocations to.

Importing terms one by one: To import allocations using the single term import spreadsheet,
you need to prepare a separate spreadsheet for each term and upload these separately into
each term.
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Downloading the term allocations import spreadsheets:

i ‘cog’i he left-hand m b d click PG
e Navigate to the ‘cog’ icon on the left-han enu bar and click PGY Instances.
e Search for and click on the PGY Instance you want to add term allocations for.
= = @ {
PGY Instances
- Admin > PGY Instances
2 Users
* | Groups
) Organisation Template ¢ Group ¢ StartDate # EndDate # Created % Edited & Status #
© | Organisations
Jlio (DEMO ONLY) - Group 1 Clinical Learning Australia C. Mic2l Learning Australia (PGY1) {4 ame-group 1 1jan2024  31Dec2025 19jun20241413 Z5Nov2024 | e
Terms Terms) 231
| i Clinical Learning Australia (PGY1) (4 AMC UAT Testing 13 Sep 2024 28 Nov 2024
e lio (PGY1) 2024 UAT Clnical Leaming Australia o 7an2024  1Feb202s 2 pis | v
llio (PGY1) 2024 UAT - Group  Australian Medical Clinical Learning Australia (PGY1) (4 ] 7)an 2024 EeZtes ]S-Sep 2024 ZJ-Sep 2024 e
Council Terms) 06:49 13:24
i - 1l 4
Outcone saements OISV W24 URT-G0 i ot SOLIMOEASTISONU s e e DO g [ e
AMC National ePortfolio (PGY1) 2024 UAT - GrOUP (1| i hustrafia CITICal Leaming Australia (PGY1) (4 ame.group3 Jjn224  1eebacos  135eP 2024 SNova241034 | e
3 Terms) 06:59
AMC National ePortfolio (PGY1) 2024 UAT - Group Clinical Learning Australia Clinical Learning Australia (PGY1) (4 amc-group 4 7)an 2024 1 Feb 2025 13 Sep 2024 24 0ct 2024 14:33 I T
4 Terms) 07:01
AMC National ePortiolio (PGY1) 2024 UAT - G Clinical L Australia (PGY1) (4 135ep 2024
ational ePortfolio (PGYT) U Clinical Learning Australia O "ca Leaming Australia (PGY1) amcgroup 5 7)an2024  1Feb2025 >ep 2400020241433 | we
5 Terms) 07:02
.:MC National sPortollo (PGY1) 2026 VAT GIOUD. oo ?:2“:3 Learning Australia (PGY1) (4 amegroup - ;3—;39 2024 stonaa143s | e

To download the multi-term allocations spreadsheet:

e Click the Import allocations button on the top right-hand side of the instance page,
above the PGY section.

[ Clinical Learning Australia (PGY2) - Training Group

Admin > PGYInstances > Clinical Learning Australia (PGY2) -Tr...

Details Allocaticn
Hame * Mavigate betwesn the Barsecton th begin allocating trainees to term terms within this imszance, Al allocations can ba managed in real tms,
Clinical Learring Australla (PGY2) - Training Group o datas are set atthe section level tsaction cares wil be used.

Descrigtion > BIPGY2 1 Jan 2025 1 Jon 2026

Curriclative Tallies (1)

Stalus Ho cumulaive tallies added

Live -

© e new cuTwlative taly
Template

Clinical Learning Australia (PGY2) (4 Terms) uteoms Satements

& Version 2 - Prevocational Qutcome Statements © seravs
roup

Clinical Learning Australia iPEY2) Training Gecug (20 tr
© #dct row Dutrame Sraterents

Start Date Pt Dare:

2025 010142025

Target Hours

[

e A pop-up box will appear with the option to Download import template — click on
this.
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Import allocations

Choose an import file

o

Drop file to upload
or click to pick manually

Iﬁ Download import template

Cancel

e This will download the ‘allocations_import_bulk’ spreadsheet that you can use to
enter term allocations for multiple terms for all trainees.

e Save this spreadsheet to your preferred location.

To download the single term allocation spreadsheet:

In this method, a separate spreadsheet will need to be completed and uploaded for each term.
e Expand the PGY block on the right half of the screen.
o Navigate to and expand the term you want to import allocations for.

e Click on Import and then Allocations button

Details Allocation

Y
ii

Name * Navigate between the part/section to begin allocating trainees to term terms within this instance. All allocations can be managed in real time

& Clinical Learning Ausiralia (PGY?) - Training Group If no dates are set at the section level then the parent section dates will be used
iy
) Description v B PGY2 1 Nov 20241 Nov 2027
Start Date End Date Target Hours
4 0111172022 0171172027 0
Status
Live - \¢ @ Term 1 1 Nov 2024 31 Jan 2025
Template
& Start Date End Date Target Hours Grace Period (days)
Clinical Learning Australia (PGY2) (4 Terms) R — i 3
Grouj
P [ Allocation-specific deadlines (gplies ta st placements anly) (T

clinical Learning Australia (PGY2) -Training Group {15 st

Reference: 1B0fSf3a-7f02-4c7f-b2e1-5473724fb0ch © Add allocation

T show fiters =
Start Date End Date
011172024 01111/2027 Trainee Start Date End Date Targethours  Term Term Supervisor | A/9¢3t0n° O
Timesheets
Miranda Balley (3. 01/11/2024 3110172025 o Goulburn Base Hospital - Paediatricsitos... (G SR [m]

Target Hours
Nominated Assessars.

0

Default Sectien

e A pop-up box will appear with the option to Download import template — click on
this.
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Import allocations

Choose an import file

(4

Drop file to upload
or click to pick manually

Bi Download import template

e This will download the ‘allocations_import’ spreadsheet that you can use to enter
term allocations for all trainees for a single term.

e Save this spreadsheet to your preferred location.

Completing the Term Allocations Spreadsheet

Complete the below fields in the spreadsheet, noting that the column A, Reference, is only
included in the ‘allocations_import_bulk’ spreadsheet used to upload allocations for
multiple terms.

A B C D E
Reference Studentld Provider Systemld or Short Code StartDate EndDate

F G H I J
Target Hours AssessorEmaill AssessorRelationshipl  AssessorEmail2 ~ AssessorRelationship2
Column ‘ Description Field Type
Reference* e This Reference column is only relevant if you are completing Mandatory

the multi-term ‘allocations_import_bulk’ spreadsheet.

e The Reference column is where you put the Term Reference
code and this is how the system knows which term (Term1,
Term 2, Term3, etc...) the allocation on that row belongs to.

e This reference is a string of letters and numbers that is found
within each of the term blocks of the PGY instance.

Reference: a31cc43a-025e-4411-ba35-dbebedcd1188

e Click on the PGY block at the top right of the PGY Instance
window to reveal all the term blocks.

Release 2.0 — 02 June 2025
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Click into each of the term blocks within the PGY Instance that
you wish to add term allocations to.

Within each block, you will see a string of letters and numbers
under the ‘reference’ part of the term.

Allocation

v B PGY1 1jan 2024 2024

igate between the partsection to begin allocating trainees to term terms within this instance. All allocations can be managed in real time.

level then the parent section dates will be used.

Start Date End Date Target Hours

o1/01/2024 3171212024 0

> [ Term 1 1 Jan 2024 28 Feb 2024 (8 forms)

8 Term 2 29 Feb 2024 28 Apr 2024 (8 forms

Start Date End Date

[ Allocation-specific deadlines (Applies to split placements only) ®

I TS © Add siiocation

O

This is the reference that needs to go into this column of the
spreadsheet.

Note: The reference code will be different for every term and
between PGY Instances. Reference codes are not reused in
CLA.

Caution: When entering reference codes into your
spreadsheet, be careful to not enter the reference in the first
row and drag this down in Excel as this will change the
numbering of the code and will cause errors when you
attempt to upload the file. Copy and paste this reference into
each row.

StudentID* e This is the Trainee’s Ahpra number or email address Mandatory
associated with their account.
e You can find the Ahpra number and/or email by navigating
the relevant user in the Users section of the administrator
panel and searching for the relevant Trainee’s user profile.
Provider e This ID links a Trainee to a specific term. Mandatory
SystemiD or e The Term Name or System ID reference for a Term can be
Short Code * used in this field.
e Note that where you use the Term Name, it must be exactly
as stored in CLA.
e [f using the Term System ID, navigate to the ‘cog’ icon on the
administrator side menu bar and click ‘Terms’. Find the term
that you want to link the trainee to.
e Below the heading of each term is a ‘System ID’. Copy the

System ID reference and enter this into the ‘Provider
SystemID or Short Code’ column in the upload spreadsheet
(see screen shot below).

Release 2.0 — 02 June 2025
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=
=
=

Terms
‘ Admin > Terms
Users
®

Groups

Organisations

Terms

Forms

PGY Instances

Outcome Statements

Goulburn Base Hospital - General Surgery (Term) Managed by Car

I‘ tam 1M Ol

8457580 |

Note: If you get a ‘No provider found’ error for a term when
uploading using the term name, change this term identifier to
the System ID.

StartDate* e This is the start date of the term. Mandatory
e For multi-term allocations, change the start and end dates for
each term to reflect the start and end date for each specific
trainee
e Note: The start and end date of a term allocation for a
particular trainee can be different to the overall term start
and end date. In this way, trainees could have different start
and end dates for term allocations within a Term.
EndDate* e This is the end date of the term. Mandatory
TargetHours e This field isn’t relevant for Clinical Learning Australia. Please Not used
leave blank or enter a 0.
AssessorEmaill | ® This is where Supervisors can be linked to trainees. Optional

Enter the Supervisor’s email address that is linked to their
account in CLA.

Note: Supervisors must have been created as users in CLA
before you can link them to trainees via the term allocations
import process. If supervisors with matching emails do not
exist in CLA at the time of importing, you will get an error
message for each supervisor that does not already exist and
you will need to resolve each error (i.e. find their email used
in CLA or create an account if they don’t exist) before being
able to upload the spreadsheet.

Note: If you want to add more than one Supervisor during the
allocation process, you can add additional columns at the end

Release 2.0 — 02 June 2025
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of the spreadsheet noting Assessor Email2/Relationship2 and
so on depending how many you need to add for a Trainee (see
example below). Please ensure you follow the same naming
convention and order as below for any additional columns you
add.

H I
AssessorEmail2 AssessorRelationship2

It is possible to link supervisors to Term Descriptions from
May 2025. Where supervisors have been linked, you do not
need to enter supervisors in the import spreadsheet — these
supervisors will automatically populate in the individual
trainee term allocations once imported.

Assessor e Enter the Supervisor’s relationship to the Trainee — this should

Relationship1 be Term Supervisor or Clinical Supervisor.

e If you want to assign a Term Supervisor relationship, enter
Term Supervisor in the Assessor Relationship field. Leaving
the Assessor Relationship blank will automatically assign them
as a Clinical Supervisor.

e Note: A Trainee can only have one Term Supervisor linked to
them per term. The Term Supervisor can be replaced at any
point if required

o Note: A Trainee can have multiple Clinical Supervisors. Add
additional columns for additional Clinical Supervisors as
above.

Where Supervisors have been linked to a Term Description, the
relationship as per the Term Description will automatically
populate in the term allocation. This can be adjusted if a
different supervisor is taking the Term Supervisor designation in
relation to trainees.

Optional

Example of a completed multi-term allocation spreadsheet for Terms 1 — 4 for a single
trainee.

A B C D E F G

Provider Systemld

Reference Studentld or Short Code StartDate EndDate Target Hours ill

318ead71-f707-43c1-bfb8-232476762bch  Term2 holly.fowler+testuser3d@myknowledgemap.com  acresasos 14/05/2025  28/07/2025
91c1b831-eb71-4940-872e-8e1639722ebs  Term3 holly.fowler+testuser3d@myknowledgemap.com 20/07/2025  27/10/2025
52¢3ec63-f5¢5-42a8-824d-839abf6ased  Term4  holly.fowler+testuser34@myknowledgemap.com 2 28/10/2025  2/02/2026

7d91bcae-fd19-486d-9bfe-7517ba374bdd  Term1 holly. fowler+testuser34@myknowledgemap.com A 5/02/2025 13/05/2025 assessor@example.com Term Supervisor

Reminder: The main difference in the multi-term spreadsheet is Column A ‘Reference’.

This reference is a string of letters and numbers. It is located within each term block (see

below).
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Allocation B import Allocations
Navigate between the part/section o begin allocating trainees 1o term terms within this instance. All allocations can be managed in real time.
N dates are set at the section level then the parent section dates will be used
v B PGY2 1 Jan 2025 1 Jan 2026
Start Date End Date Target Hours
0110172025 01/01/2026 0
\/ @ Term 1 1Jan 2025 5 May 2025 (11 f
Start Date End Date Target Hours. Grace Period (days)
0170172025 05/05/2025 [ 7
[ antocation-specific deadlines (ppiies to spilt placements only
T sh | Reference: 189f5f3a-7f02-4c71-b2e1-5473724b0eb | - [LEEUR Al  © Add allocation
Trainea Start Date End Date Targethours  Term Suparvisors / Clinical Supervisors

Ensure you highlight the full reference string, copy and paste into Column A of the multi-
term spreadsheet.

Each term block has its own unique reference string.

Example of a completed single term allocation spreadsheet for three trainees for one term.

A B c D E F G H
1 Studentld Provider Systemld or Short Code StartDate EndDate Target Hours AssessorEmaill AssessorRelationshipl AssessorEmail2 Assess
2 traineel@example.com Wollengong Hospital - Endocrinology 14/04/2025 29/06/2025 0.00 Sample@assessor.com Term Supervisor
3 MED123EXAMPLE WAG8934280 14/04/2025 29/06/2025 0.00
4 trainee3@example.com Fiona Stanley Hospital - Acute Medical Unit 14/04/2025 20/06/2025 0.00
3

Uploading the Term Allocation Spreadsheet

e Once you have completed the term allocation spreadsheet, save it to your desktop or
another local file location.

e Navigate back to the PGY Instance.

To upload the multi-term ‘allocations import bulk’ spreadsheet:

e Click on Import allocations located at the top right-hand side of the PGY Instance
page.

[ Clinical Learning Australia (PGY2) - Training Group

Admin > PGYInstances > Clinical Learning Australia (PGY2)- Tr...

Details

Alocation

Name * rms within this instance. All allocations can be managed in real time.

clinical Learming Australia (PGY2) - Training Group

Description
Status
Live v
@ add cumulative tall
Template
Clinical Learning Australia (PGY2) (4 Terms) Siicee State ments
= Version 2 - Prevocational Outcome Statements © Remov:
Sroup
arning Australia (PGY2) -Training Group (20 tri
© Add new O tement

End Date

o
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e Click the Drop file to upload icon to select the file you created with the multi-term
allocations and then Upload to upload the file.

Import allocations

Choose an import file

o

Drop file to upload
or click to pick manually

Bi Download import template

e The screen will display the size and name of the file you are importing. Click Import.

Import allocations

Choose an import file

13.7r KB

UAT Term all...

B Download import template

e If there are no issues with the data, you will see a notification that the data has been
successfully imported. Click Done.
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Import allocations

Import results

Information: Successfully imported SILVIATESTOT to ACT Test Hospital -
Intensive Care.

Infarmation: Successfully imparted SILVIATESTON to ACT Test Hospital -
Palliative Care.

Information: Successfully imported SILVIATESTOT to ACT Test Hospital -
Medical Oncology.

Information: Successfully imported SILVIATESTOT to ACT Test Hospital -
Emergency.

e Once the file has been uploaded successfully, a message will appear and the term
allocations will appear within each of the term allocation tables under each term block.

Allocation 4 Import Allocation

Navigate between the part/section to begin allocating trainees to term terms within this instance. All allocations can be managed in real time.

If no dates are set at the section level then the parent section dates will be used.
v [0 PGY1 8 Jan 2025 2 Feb 2026

Start Date End Date Target Hours

0B/01/2025 02/02/2026 (1}
> [E Term 1 5 Feb 2025 13 May 2025 (11 forms)

v [ Term 2 14 May 2025 28 Jul 2025 (11 forms)

Start Date End Date Target Hours Grace Period (days)

14/05/2025 2B/07/2025 0 7

D Allocation-specific deadlines (Applies to spiit placements only) (T)

x Cancel Reference:| 318ead71-f707-43c1-bfb8-232476762bch E+] Import~ @ Add allocation

Trainee Start Date End Date Term Term Supervisors / Clinical [
Supervisors
34
Test Trainee 34 14/05/2025 2BfO7/2025 ACT Test Hospital - Palliative Care o Leon Avery O

To upload the single term ‘allocations import’ spreadsheet:
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Expand the Term section for the term you want to import allocations for.

Above the term allocation table click Import -> Allocations.

Details

Name *
Clinical Learning Australia (PGY2) - Training Group

Description

Status
Live
Template
Clinical Learning Australia (PGY2) (4 Terms)
Group

Clinical Learning Australia (PGY2) -Training Group (15 st

Start Date End Date
01/11/2024 0171172027
Target Hours
0

Default Section

Allocation

Navigate between the part/section to begin allocating trainees to term terms within this instance. All allocations can be managed in real time.

I no dates are set at the section level then the parent section dates will be used
s B PGY2 1 Now 2024 1 Now 2027

Start Date End Date

01/11/2024 0111172027

v & Term 1 1 Nov 2024 31 Jan 2025 (9 forms)

Start Date End Date

01/11/2024 3110142025

[[] Allocation-specific deadlines Appikes

ts only) &

Y Showfilters
Trainee start Date End Date Target hours
wiranda Balley(3.. 0141172024 3140172025 o

Target Hours

0

Target Hours Grace Period (days)

o 7

Reference:  18of53a-7f02-ac7f-b2e1-5473724fb0eb

== e

Timesheets
Goulburn Base Hospital - Paedlatrics/Hos “

Nominated Assessors

allocations and then Upload to upload the file.

Click on the Drop file to upload icon to select the file you created with the term

Import allocations

Choose an import file

(4

Drop file to upload
or click to pick manually

Bi Download import template
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e The screen will display the size and name of the file you are importing. Click Import.

Import allocations

Choose an import file

13.Tr KB

UAT Term all...

B Download import template

e |f there are no issues with the data, you will see a notification that the data has been
successfully imported. Click Done.

Import allocations

Import results

Information: Successfully imparted Aphral234Demo to TCH - Acute Geriatric
Medicine .

e Once you file has been successfully uploaded, the relevant term allocations will be
visible in the table within the single term.
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Allocation

Navigate between the part/section to begin allocating trainees to term terms within this instance. All allocations can be managed in real time.

If no dates are set at the section level then the parent section dates will be used.
v £ PGY1 22 Jan 2025 22 Feb 2025
Start Date End Date Target Hours
22/01/2025 22/02/2025 0
N :'E Term 1 22 Jan 2025 22 Feb 2025 (10 forms)

Start Date End Date Target Hours Grace Period (days)

22/01/2025 22/02/2025 o o]

O Allocation-specific deadlines (Applies to spiit placements only) (D

T Show filers Reference:  318ef38e-85fd-4d70-8315-52dee02a%h6c B Import ~ © Add allocation

Trainee Start Date End Date Target hours Term Term Supervisors / Clinical Supervisors [
Example Doctor (A... 22/01/2025 22/02/2025 4} TCH - Acute Geriatric Medicine @ Demo Term Supervisor D
Page 1 of 1 S5rows V¥

Data validation

Regardless of whether you import the single or multi-term allocation spreadsheet, the data in
your spreadsheet undergoes a validation process as part of the data upload process. If there
are any errors with the data being uploaded these will be flagged on the screen for review and
correction. Issues with data include:

e invalid Term Reference codes

e incorrect Ahpra number or email address for a Trainee

e invalid Term names or System IDs (‘No provider found’ error)

e asupervisor email does not exist in CLA yet (‘Could not find user’ error)

e multiple supervisors with the Term Supervisor role for a trainee allocation
Import allocations

Impu:urt results

Error: Could not find user TESTARpral23. Please check this user and ensurs
the user exists.

Error: Student Aphral234Demao - Mo provider found for GEHE9336223412.
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Review your term allocation import spreadsheet, make necessary corrections, save the latest
version and try to upload again. Some errors will allow the import for other trainees to go
ahead. For example, a No provider found error for one term/trainee will allow the rest of the
import to proceed and allocations to be created.

Take note of, or screenshots, of the red errors where the rest of the import rows display as
‘Successfully Imported’, resolve these errors and redo the import for the trainees that had an
error or manual allocation.

Import allocations

Import results

Information: Successfully imported Silvia56789412 to Peel Health Campus -
Emergency.

Information: Successfully imported Silvia987654 to Peel Health Campus -
Geriatric Medicine.

Information: Successfully imported SilviaDemo2345 to Peel Health Campus -
Paediatrics.

Error: Could not find user s | cm. Please check this user and
ensure the user exists.
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2 Managing term allocations

2.1 Where to manage term allocations

e Term allocations can be updated as and when needed by administrator users with
relevant permissions.
e To manage term allocations, navigate to the ‘cog’ icon on the left-hand menu bar
and click PGY Instances.
e Search for and click on the PGY Instance you want to manage term allocations for.

PGY Instances

@ =
@

a Admin > PGY Instances
0O | Users
N Al templates ~  Algroups v Alstawses
™ Groups
@ | organisatons Organisation & Template & Group & StartDate ¢ EndDate & Created & Edited & Status &
io (DEMO ONLY) - Group 1 Clinieal Learning Australia 0 Mical Learning Auscralia (PGY1) ¢4 ame-group 1 1]an2024  31Dec2025 19)un 20241413 22 NOv2024 | e
Terms Terms) 2231
o lio (PGY1) 2024 UAT Clinical Learning Australia ig'r‘r';;' Learning Australia (PGY1) (4 ‘sg"ﬁ UAT Testing 7)an2024  1Feb2025 ézéip 2024 i‘;gg“ 2024 | e
Jlio (PGY1) 2024 UAT - Group  Australian Medical Clinical Learning Australia (PGY1) (4 S— Jam2024  1rebzzs 13S0 245ep 2024 o
Council Terms) 06:49 1324
Outcome Statements llio (PGY1) 2024 UAT - Group Clinical Learning Australia Clinical Learning Australia (PGY1) (4 amc-group 2 7)an 2024 1 Feby 2025 13 5ep 2024 200t 20241432 | =
Terms) 0e:54
AMC National ePortfolio (PGY1) 2024 UAT - Group Clinical L(‘EII'IIIHgAuSUEhEI Clinical Learning Awustralia (PGY1) (4 ame-group 3 7Jan2024 1 Feb 2025 13 Sep 2024 5 Nov 2024 10:34 I o
3 Terms) 0659
AMC National ePoriolia (PGY1) 2024 UT-Group (i o a o, Cinical Learning Australia (PGY1) (4 amegroup & Jan204  1rebzgas  13SeR 024 MoamA1A (e
a Terms) 07:01
AMC National ePortiolio (PGY1] 2024 UAT - G Clinical Learning Australia (PGY1) (4 135ep 2024
fonal ePortiolia (PGY1) " Clinical Leaming Australia ming Australia (PGY1) amc-group 5 70an2024  1Feb2025 P 2400120241433 | e
5 Terms) 07:02
AMC National Portollo PGY1) 2024 UAT-Group (o ClnicalLearning Australia (PGY) (4 e aroup Tzt irebzeps 135692024 mocoerezs (S
3 Terms) 07:04
e You will then be taken into that PGY Instance.
(S}

Details
®

Name *

Description

Status
Live

Template

Group

Start Date End Date

01/11/2024 01/11/2027

Clinical Learning Australia (PGY2) - Training Gro

Clinical Learning Australia (PGY2) (4 Terms)

Clinical Learning Australia (PGY2) -Training Grot

Clinical Learning Australia (PGY2) - Training Group

Admin > PGYInstances > Clinical Learning Australia (PGY2) - Tr...

Allocation

Navigate between the part/section to begin allocating trainees to term terms within this instance. Al allocations can be managed in real time.

If no dates are set at the section level then the parent section dates will be used.

> B PGY2 1 Nov 2024 1 Nov 2027

Cumulative Tallies ®

No cumulative tallies added

Outcome Statements

Version 2 - Prevocational Outcome Statements

No changes made

© Add new cumulative tally

© Remove

© Add new Outcome Statements

e Click on the PGY block to expand and display the terms.
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™
e

@

Clinical Learning Australia (PGY2) - Training Group

Admin > PGYInstances > Clinical Learning Australia (PGY2)-Tr...

Details

Name *

Clinical Learning Australia (PGY2) - Training Gro

Description

Status

Live -

Template

Clinical Learning Australia (PGY2) (4 Terms)

Group

Clinical Learning Australia (PGY2) -Training Grot

Start Date End Date

01/11/2024 01/11/2027

Allocation

Navigate between the part/section to begin allocating trainees to term terms within this instance. Al allocations can be managed in real time.

If no dates are set at the section level then the parent section dates will be used.

v [ PGY2 1 Nov 2024 1 Nov 2027 I

Start Date End Date Target Hours

01/11/2024 01/11/2027 0

> [E] Term 1 1 Nov 2024 31 Jan 2025 (9 forms)

> [ Term 2 1 Feb 2025 11 Apr 2025 (3 forms)

B Term 3 14 Apr 2025 13 Jul 2025 (9 forms)

v

v

(8 Term 4 21 jul 2025 26 Oct 2025 (9 forms)

EPAs 1 Nov 2024 1 Nov 2027 (8 forms)

= & 6

No changes made

e C(Click on the relevant Term to expand and display the allocations table.

Details
Name *
Clinical Learning Australia (PGY2) - Training Group

Description

Status

Live -

Template

Clinical Learning Australia (PGY2) (4 Terms)

Group

Clinical Learning Australia (PGY2) -Training Group (15 st

start Date End Date

01/11/2024 0171172027

Target Hours

0

Default Section

Allocation

Navigate between the part/section to begin allocating trainees to term terms within this instance. Al allocations can be managed in real time.

1o dates are set at the section level then the parent section dates wil be used
v B PGY2 1 Nov 2024 1 Nov 2027

Start Date End Date Target Hours

01/11/2024 oz027 0

w & Term 1 1 Nov 2024 31 Jan 2025 (9 forms)

Start Date End Date Target Hours Grace Period (days)
01/11/2024 3170172025 0 7
[ Aliocation-specific deadlines (4pplles to splt piacements oniy) @
Y Show filters Reference:  189f5f2a-7f02-4c7f-b2e1-54737241b0eb & import =
Trainee Start Date End Date Targethours  Term Term supervisors / Clinical Supervisors  []
Miranda Balley (3. 01/11/2024 3140172025 o Goulburn Base Hospital - Paediatrics/Hos. “ 0

s}

2.2

e Any updates that need to be made to a term allocation can be done either

manually (one by one) by clicking on the term allocation to be changed or in bulk.

Manual updates

e Click on the Trainee / Term Allocation you wish to make changes to.
e A pop-up box will appear with the current information for that Trainee’s term.
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Update allocation - Miranda Bailey

Term

Goulburn Base Hospital - Paediatrics/Hospital in the Home

Start Date * End Date *

01/11/2024 31/01/2025

Target Hours

0

Term Supervisors / Clinical Supervisors

holly fowler+termsupervisor1@

oe Blo;
o J ees . Clinical supervisor i

Nominated Assessors

Please ensure the forms you want nominated assessors to access are fully
set up before adding nominated assessors.

You have yet to assign any nominated assessors.

e You can then make any required changes to that Trainee’s allocation by selecting
any of the fields available.

o Term — Clicking into this field will allow you to type and search for the
term you may want to update this Trainee to.

o Start/End Date — Clicking into this field will pop up a calendar to allow you
to select a start/end date you may need to amend.
Note: These date fields can also have the dates typed into them.

o Term Supervisors / Clinical Supervisors — Clicking into this field will allow
you to type and search for Term Supervisors and Clinical Supervisors that
you may want to add to this Trainee’s term. After you select the
Supervisor, select their relationship relevant to that Trainee.

o You can edit existing Term Supervisors and Clinical Supervisors that are
attached by changing the relationship they have to the trainee/allocation
by clicking the dropdown that notes their role and updating it to be
something else. Or you can delete existing Term Supervisors and Clinical
Supervisors by clicking the bin icon to the right of the role dropdown.

o Nominated Assessors - Ignore this field. This is not being used by CLA.

Release 2.0 — 02 June 2025
25



2.3 Bulk updates
Note: Bulk actions make modifying term allocations simpler when you’re making the same
change to more than one Trainee.

e Click on the boxes to the right of Trainee’s term allocations that you wish to make

changes to.

Allocation No changes made
Navigate between the part/section to begin allocating trainees to term terms within this instance. All allocations can be managed in real time.
If no dates are set at the section level then the parent section dates will be used.
v B PGY2 1 Nov 2024 1 Nov 2027
Start Date End Date Target Hours
01/11/2024 01/11/2027 0
WV B Term 1 1 Nov 2024 31 Jan 2025 (9 forms)
Start Date End Date Target Hours Grace Period (days)
01/11/2024 31/01/2025 o 7
Oa Allocation-specific deadlines (Applies to split placements only) ()
Y show filters Reference:  189f5f3a-7f02-4c7f-b2e1-5473724fb0eb Bulkactions (2) =
Trainee Start Date End Date Target hours Term Term Supervisors / Clinical Supervisors O
April Kepner (666... 01/11/2024 31/01/2023 0 Goulburn Base Hospital - General Medici... o Joe Bloggs Approved
Miranda Bailey (3. 01/11/2024 31/01/2025 0 Goulburn Base Hospital - Paediatrics/Hos... w

e Click on the Bulk actions button above.

No changes made

Allocation
Navigate between the part/section to begin allocating trainees to term terms within this instance. All allocations can be managed in real time.

If no dates are set at the section level then the parent section dates will be used.

v G PGY2 1 Nov 2024 1 Nov 2027

Target Hours

Start Date End Date
01/11/2024 01/11/2027 0
W [ Term 1 1 Nov 2024 31 Jan 2025 (8 forms)
Start Date End Date Target Hours Grace Period (days)
01/11/2024 31/01/2025 o] 7

O Allocation-specific deadlines (Applies to split piacements only) (0

Y Show filters Reference:  18afsf3a-7f02-4c7f-b2e1-5473724fboeb _

Term Supervisors / Clinical sup  C"3"8e term

Trainee Start Date End Date Target hours Term
Change dates
April Kepner (666... 01/11/2024 31/01/2025 0 Goulburn Base Hospital - General Medici... e Joe Bloggs Approved
Change target hours
Miranda Bailey (3..  01/11/2024 31/01/2025 0 Goulburn Base Hospital - Paediatrics/Hos... w
Move allocations

Delete

This will display a list of options that you can perform with the bulk actions.
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Bulk actions (2) =

Change term
Change dates
Change target hours
Move allocations

Delete

e Change term — This will allow you to type and search for the term you may want to
update the selected Trainees to.

e Change dates — This will allow you to update the start and end dates for the terms
for those selected Trainees.

e Change target hours — This field can be ignored. This is not being used by CLA.

e Move allocations — This would only be used if you happen to create term allocations
in an incorrect term and you need to move them to the correct term.

e Delete — This will allow you to delete the term allocations for those selected Trainees.

Bulk updating Supervisors

You can update supervisors already existing for a trainee’s term allocation. If you're needing
to add new supervisors to many trainees within a cohort group, you can use either of the
bulk import spreadsheet processes noted in section 1.3. Ensure that the trainee’s term and
start and end dates are the same in the import spreadsheet as those in CLA and the import
will not create a new or split term - it will add supervisors only.

If you're needing to remove or update the relationship of a supervisor to a trainee, you will
need to go into the relevant term, locate the trainee’s term allocation, click the trainees
name, and update the relevant information.

2.4 Managing term allocations for specific scenarios

Split terms:

CLA can accommodate situations where a PGY doctor has multiple allocations within a single
term. This includes situations where they have one allocation for part of the term and another
for the remainder (e.g. ED for 5 weeks and Gen Med for 5 weeks).

Term allocation display of a split term:
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Trainee Start Date End Date Target hours Term Term Supervisors / ]
Clinical Supervisors

¥ MirandaB.. 03/02/2025 03/05/2026 0 Multiple (2) w
03/02/2025 28/03/2025 0 Goulburn Base Hospital -.. (@8 O
29/03/2025 03/05/2026 0 Goulburn Base Hospital - ... @ O

Include the multiple allocations to the Term Allocation Upload spreadsheet with the
respective start and end dates or manually add the allocations using the Add Allocations
function.

Note: If bulk uploading more than one term allocation for a Trainee, you will need to create a
new line for the same Trainee for the other term allocations they may require. See example
below.

A B C D E F G
Studentld Provider Systemld or Short Code StartDate EndDate Target Hours AssessorEmaill AssessorRelationshipl
traineel@example.com Wollongong Hospital - Endocrinology 14/04/2025 22/05/2025 0.00 Sample@assessor.com Term Supervisor
traineel@example.com Wollongong Hospital - Hospital in the Home (HITH) 23/05/2025 29/06/2025 0.00

Split contracts:

Where a Trainee works across two organisations during a clinical year, there are two scenarios
that can take place.

e [f the trainee continues to be 'employed' by Health Site A but rotates to Health Site B
on secondment for a specific term, then Site A continues to maintain 'ownership' of
the trainee and will have access to their record across all sites that they are assigned
to. Other sites that they rotate to will only have access to the trainee’s record for the
duration that the trainee is 'seconded' to or working within their term.

o Add this trainee to your term allocations as usual for all terms and allocate the
trainee to Site B for the required term.

e If the trainee’s employment / contract transfers from one site to another, it would be
necessary to transfer them to the new site's organisation within CLA (i.e. change the
Organisation to which they are attached in the Users profiles — see the Creating and
managing users quick reference guide) so that the new site becomes their primary
'owning' organisation. If the trainee is moving to a new organisation within the same
state/territory, then a state administrator user with relevant permissions across both
sites can manage the change in 'ownership'. If moving interstate, then this change
needs to be made by the Nationwide System Administrator, i.e. contact CLA Support.
You will need to provide local DMS/EDMS approval at the new site for the trainee’s
account to be transferred to the new organisation.

e If you have a trainee on split contracts:

o Site A: Allocate the trainee to the terms for your organisation as per usual.
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o Statewide or Nationwide Administrator (must be notified by the sites): When
the trainee transfers Site B, update the PGY doctor’s Organisation in Users to
the new site.

o Site B: Add the trainee to the relevant cohort Group and assign the trainee
Term Allocations for their site in PGY Instance.

o Note: The trainee’s record will transfer with them to the new site and users
with relevant permissions (administrator users, DCTs etc.) in the new site will
be able to view prior assessments for that trainee even where these have been
completed in a previous site.

3 Support

If you require any support, please contact the Nationwide Administrator. Contact details can
be found on the CLA website.
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