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InPlace Workflow - Stages 

The electronic InPlace forms will flow as per the stages below. 

 

 
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:  7 days 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: Mid Placement Evaluation Preceptor  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 forms for the Student or Preceptor to action as the forms are not dependent 
upon the Placement Champion and Student to Acknowledge to interrupt the workflow. 

 

They are for the Placement Champion and the Student to review the Preceptor’s ratings and comments on the mid-
placement evaluation. 

 

 

 

 

 

 

 

 

Stage A: Mid Placement Champion Evaluation Placement Champion  OPENS:    2 days prior to middle of student placement 
           DUE:      Middle of student placement 
           CLOSES:  End of student placement 
 
Stage B: Mid Student Acknowledgement  Student   OPENS:     2 days prior to end of student placement 
           DUE:            End of student placement 
           CLOSES:   1 day after end of student placement 
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Accessing your InFlow forms  - Case Study, Skills Log and Reflections 

Log in to your InPlace Dashboard using your email address and password 

Please note that your Timesheet entries are separate to your other forms and assessments.   

Please read your User Guide: Student – InPlace Timesheets for assistance 

 

Go to the ‘Confirmed’ tab in the blue ribbon to access your forms. 
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You can then select your active placement by clicking on the name of your placement. 

 
 

From there, another screen will open showing you your placement details.  Click on the Forms tab in the ribbon above the details. 
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The Forms tab will open a new screen and you can then select from the drop-down box, the form you wish to open and click Add. 

 

The form will open on a new screen for you to complete.  The red asterisk * indicates a mandatory field to complete. 
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Completing your forms 

Please read all the instructions and complete the fields that have indicated a red asterisk.  Include as many details as you can.  There is a character limit so please 
check your entries have not been cut short. 

Select Save if you wish to return to the form at a later date otherwise select Submit and your form will be automatically sent to your Preceptor for review. 

 
 

If you select Save, the form will appear on your To Do list on your Dashboard.  You can click on the link to take you back to your form to complete in the Forms tab. 
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Adding multiple forms to your Dashboard 

Depending on how you prefer to work, you can ADD the same forms, multiple times, at the start of your placement, and they will be saved to your 
Dashboard.  Hen you click ADD, the form will open, click Save and it will be available as a draft in your To Do list and forms tab. 

No details need to be entered into the form, you can simply click Save and your form will be added to your To Do List to access at a later date. 

If you wish to open and complete the forms as you need to during your placement, you can repeat the actions above to select and add the form, open, 
complete, save and submit for your preceptor to review.  If you have not saved any forms, they will not appear on your To Do list on your dashboard.  Only 
forms in draft will show as a reminder you have outstanding forms to complete. 

 

 

On certain forms there will be an +Add New Record button.  Click on this button in the relevant sections to expand the form further for you to complete the 
details. 
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Once you have Submitted a form, or you have simply saved a Draft to complete at a later date, the status will show for each form in the Forms tab and will also 
update on your To Do list. 

 

At any time you can go back to your Home screen to access your “To Do” list and open the forms you wish to complete. 
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End of Placement . 

You should have completed all your required InFlow forms, reviewed and acknowledged your Evaluation and completed your Timesheet entries for your 
whole of placement including any absences. 

Prior to the Academic team submitting your grade, they will cross check your timesheet hours and absences as well as your evaluation and forms and 
follow up with your Preceptor if they have any questions.  

Please allow 2 weeks post placement for this process to be completed. 

 

 

Questions? 

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

Student Timesheet Enquiries:  FOSH-WPL@csu.edu.au - Please type in the Subject line:  Paramedicine Student Timesheet Query 

 


