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Completing a Mid Term Assessment  

(Workflow Example) 

 

 

 

 

 

 

 

 

This guide provides a practical example of a supervisor and prevocational doctor (trainee) 

completing a Mid Term Assessment in Clinical Learning Australia (CLA). 

This guide assumes users are already familiar with navigating CLA and locating forms. For 

further information on dashboards, navigation and form permissions, refer to the relevant 

CLA User Guides. 
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1 Mid Term Assessment Scenario 

The assessment can be completed using either the supervisor’s login or Ellie’s (trainee) login. 

If the assessment is completed using Ellie’s login, Ellie and the supervisor can work through 

the assessment together, with the supervisor reviewing and signing off the assessment at the 

end. 

Ellie and her Supervisor have decided to complete the assessment using Ellie’s login.   

Access the Mid Term Assessment 

Ellie opens the ePortfolio using the secondary burger icon to see the forms listing menu. 

 

Ellie scrolls through the forms list until she finds the correct Mid Term Assessment (relevant 

to the current term she is on) that she and her Supervisor want to complete. She clicks on the 

form name to open it.  
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Ellie can see a preview of the form and that a Mid Term Assessment has not yet been 

completed for her. She selects Complete new which opens a new form for her and her 

Supervisor to complete. 

 

 

Complete the Assessment Form 

Ellie and her Supervisor can now see an editable version of the form. Although the form states 

that it is to be completed by a Term Supervisor, Ellie can be logged into CLA and work through 

completing her form along with her Supervisor using her login.  

 

 

Ellie renames the assessment in the text box at the top left of the window to Mid Term 

Assessment and the current date. Ellie has found it to be a good practice to name and date 



   

September 2026  4 

her Mid Term Assessments (this is optional). She clicks Save changes to make sure she does 

not risk losing her work.   

 

Ellie and her Supervisor begin to scroll down through the form. They see that they need to 

tick who they consulted and what feedback sources have been used with as part of 

undertaking the Mid Term Assessment, for instance Entrustable Professional Assessments 

(EPAs) or Post Graduate Year (PGY) records of learning. They can click one or more roles as 

required and click on them again to remove them if they selected any in error. 

They also note the information provided about relevant documents or requirements that will 

assist in completing the form.  

 

For each Domain, Ellie’s Supervisor will need to select the Outcomes that the assessment is 

based on.  They do this by clicking on the check boxes to select the outcomes and clicking 

again to untick if they selected any in error.  
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They start with Domain 1: Clinical Practice, and Ellie’s Supervisor selects two statements.  

 

Continuing to work through the Mid Term Assessment, Ellie and her Supervisor scroll down to 

the overall rating section for the Domain they have been working through – Domain 1: Clinical 

Practice.  

 

 

Ellie’s Supervisor selects a radio button aligning with their rating.  

The Supervisor also notes in the comments which outcome statements the rating is in relation 

to and any other feedback.  The Supervisor can use word formatting to make the text easier 

to read, e.g. bold headings or bullets.  
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Ellie and her Supervisor continue to scroll through the assessment repeating the above for the 

subsequent Domains.  The Supervisor selects the outcomes that the assessment is based on, 

selects a rating and enters associated feedback.   
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This is repeated for Domain 3: Health and Safety 

 

Ellie’s Supervisor enters a rating and comments.  
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They proceed to Domain 4: Science and scholarship and repeat. 

 

Ellie’s Supervisor accidentally selects a 2 – ‘Inconsistently met’ Likert score for this domain.  

When this is selected, a new section appears with the heading ‘Provide a justification for 

Rating’ and a mandatory text box.  This section appears when a rating of 1 – Rarely met or 2 

– Inconsistently met is selected.   
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Ellie’s Supervisor realises that they made an error selecting the rating and changes their rating.  

The new section that was showing a moment ago is no longer visible.  

 

 

Once the Domain sections are completed, Ellie’s Supervisor enters feedback about Ellie’s 

strengths and areas for improvement.  They click Save changes. 
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At the end of the form, Ellie’s Supervisor enters in her name in the search field.  If she cannot 

find her name, she will manually enter her name and email address in the fields below.   
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Submit and Review the Assessment 

Ellie clicks Submit from the top right corner of the form. The computer asks if she is sure, as 

she and her Supervisor won’t be able to make any more changes. She clicks OK and the form 

is submitted as complete. 

 

This sends her supervisor an email confirming that they have been recorded as having 

participated in this Mid Term Assessment.  

Ellie and her Supervisor can see that Ellie now has a response under Mid Term Assessment, 

and clicking on the chevron icon will show the completed form.  
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Ellie scrolls to the bottom of the completed form and enters a comment. When she has 

finished typing, she clicks Add comment.  

 

The comment is added to the end of the form.  

She also opts to flag the response so that other authorised users, including Supervisors and 

Directors of Clinical Training (DCTs), that navigate to her Trainee Profile and Overview are 

notified that this form has a comment. She clicks on Flag this response.  

 

When finished using CLA, Ellie clicks on the lock icon in the top right to log out.  
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2 Support 
• For local set up issues, contact your MEU Administrator 

• For guidance and learning resources, refer to the CLA website and user guides 

• For MEU support enquiries, please email CLA.help@digitalhealth.gov.au 

 

 

https://www.digitalhealth.gov.au/healthcare-providers/initiatives-and-programs/workforce-capability/clinical-learning-australia/clinical-learning-australia-resources
mailto:CLA.help@digitalhealth.gov.au

