[image: ]
GUIDELINES FOR PREPARING YOUR PORTFOLIO
 (Nurses working for Other Providers) effective from 4 March 2024


Important Note:
[bookmark: _GoBack]As of 4 March 2024, there have been some important new changes to how peer review evidence will be provided. You will no longer need to have written competencies from your peers; instead, a supporting statement is now required by one or more RN peer/s who have worked closely with you, and understands the level of practice you are submitting. There is also a change around the Nurse lead/CNM/NM/ND evidence. 

The changes are:

1. That peer reviewer evidence against each competency be removed, and replaced by a validation statement of competency at the end of each Domain of Practice from a Registered Nurse peer who works closely with the nurse 
2. That a supporting statement of competency from the nurses professional lead ( Practice Lead/Charge Nurse Manager, Nurse Manager) be added at the end of the competency review document
The success of the changes relies on the professional integrity and veracity of the nurse, their nurse peer/s and Professional Lead
For the nurse submitting their portfolio, there will be no change; you will continue to provide self-assessment evidence against each competency.

Getting started:

· For a nurse to submit their PDRP on the Health NZ Waikato (HNZW) PDRP Programme, their facility must have a current signed MOU between the facility and HNZW
· Nurses (except for Graduate Nurse/NESP) working for Other Providers (e.g. GP Practices, Aged Care) have the option to submit a portfolio for assessment. Nurses may submit at competent, proficient, expert/accomplished or designated senior nurse level. Nurses approved on the HNZW PDRP and update every 3 years, will be excluded from recertification audit from the Nursing Council of New Zealand (NCNZ).
· New Graduate Nurses (NETP and NESP) working for Other Providers, must submit a competent portfolio to complete their Graduate Nurse program
· Nurses who are not on the PDRP Programme may be randomly selected by Nursing Council New Zealand (as part of their recertification process) and will be asked to provide evidence of competence to practice.
· Should you be successful in your Nursing Council recertification audit, you have the option to transfer onto the HNZW PDRP Programme, under your facilities MOU. Please email your notification of success from NCNZ to pdrpteam@waikatodhb.health.nz 
· Nurses who are undergoing performance management or competence review processes are not eligible to submit a portfolio until after the issues have been resolved and your Nurse Manager (or designate), has approved this.


LINK to PDRP Internet site for Other Providers:
The resources and support you need to submit your eportfolio are available here:

	https://www.waikatodhb.health.nz/learning-and-research/learning/for-nurses/


Then, scroll down to Professional Development and Recognition Programme (PDRP) to find the information for nurses employed by Other Health Providers


STEP ONE – DISCUSSION WITH YOUR MANAGER
Before you decide which level you want to prepare your portfolio for, discuss with your Charge Nurse Manager (CNM)/ Nurse Lead (NL) (or designate) what level they will support you to submit at. Use the PDRP Levels of Practice document to support you here. Your CNM
/NL can then discuss opportunities for further growth of your practice where indicated. The level of practice you describe must be consistent and well established.


[bookmark: _MON_1770631523]                                                             
Discuss with your CNM/NL when you plan to submit your portfolio, to allow sufficient time for you to complete your self-assessment and the peer review nurse and CNM/NL to provide supportive statements validating your practice. 
 Your CNM/NL will need to ‘sign off’ the final self-assessment document and provide a supporting statement verifying your practice at the level you are challenging.

STEP TWO – ELECTRONIC DOCUMENTS
It is recommended that all documents provided for your electronic portfolio (eportfolio) are saved in a file on your computer, so once you have completed each hard copy document – scan and save into your PDRP file, ensuring that each document has a file name e.g., ‘Self-Assessment form’, ‘application form’.

STEP THREE - PROFESSIONAL DEVELOPMENT RECORD
Complete the Professional Development Record document showing total hours and provide reflective statements on three education activities. The reflective statements are to be written to reflect the Level of Practice you are challenging. You must have a minimum of 60 hours over the last 3 years (or 20 hours in your first year of practice). This must be verified by your CNM/NL as true and correct. 
If all your education is included on the verified Professional Development Record, you do not need to include attendance certificates in your eportfolio. 

STEP FOUR – CURRICULUM VITAE
Please include an up to date Curriculum Vitae. No specific format is required. Please ensure your current tasks and responsibilities and educational achievements are up to date. Your CV provides the assessor with a clear picture of your current and past nursing practice and qualifications.


STEP FIVE – SELF ASSESSMENT 
Obtain the Self-Assessment document for your Level of Practice from the link on the PDRP Internet site and begin your self-assessment against the NCNZ Competencies. For further information on how to write these use the specific guidelines for level of practice (PDRP Internet site), or use the indicators for the Nursing Council New Zealand Competencies (RN/EN). 

Link to NCNZ Competencies for RN’s and EN Scope of Practice
https://www.nursingcouncil.org.nz/Public/Nursing/Continuing_competence/NCNZ/nursing-section/Continuing_Competence.aspx?hkey=6542ac27-9b56-4e89-b7ae-db445c5cb952


Each Competency requires a specific example from your practice, and should include your critical thinking in that situation, your decision-making and problem solving, and the outcome for the client and you as a nurse. For proficient /expert/ accomplished levels please ensure your examples reflect the requirements for the level of practice. The self-assessment guidelines will assist you to describe this.

When you have completed the Domain One examples, you may choose to email these to the Nurse Co-ordinator PDRP, (via PDRPTeam@waikatodhb.health.nz ) for feedback to ensure you are providing the necessary detail to demonstrate how you practice, and that it reflects the appropriate level of practice.

New change:
When your self-assessment competencies are completed, it is time to contact your peer reviewer/s who will provide a validation statement of competency at the end of each Domain. 
This nurse will be a peer who has worked closely with you, and is familiar with the level of practice you are submitting at.
 When you have obtained this, you are ready to meet with your professional Nurse Lead (CNM/NL) for final sign off and giving their supporting statement of competency. 

Please ensure at the final review time that you are able to provide evidence that all of your compliance education, relevant to your area of practice, is completed. eg First Aid, Medicine Management, Falls Risk, Fire and Emergency training, etc. Your Manager will be asking for evidence of this. Please note that each facility will have different requirements depending on what your area of practice is.

Please note - The Peer Nurse/CNM/NL’s that contribute to your competency review must sign their name, designation, and APC# on the front page of the Self-Assessment document.
 

STEP SIX – ADMINISTRATION FORMS
1. Complete the PDRP Portfolio Application form electronically, and save this as a word document (not PDF).
2. Complete the Verification of Clinical / Practice Hours form and get signed off by CNM/NL (minimum of 450 hours over last 3 years).
3. CNM/NL must sign the Declaration Form to verify that you are not under-going a performance review or competence review process and that they have approved the level of practice that you are submitting at.
4. Your Professional Development Record must be signed and verified by a CNM/LN or Nurse Educator


Well done! – Now, you are now ready to create your eportfolio and upload it for submission and assessment
Please follow the instructions on the ‘Quick guide for uploading your Portfolio’ on the PDRP internet site how to create your e-portfolio and to upload onto Mahara (via Ko Awatea) or follow the attached document below:

[bookmark: _MON_1770635018]                                                        
                                                       
Do not forget to email the PDRPTeam@waikatodhb.health.nz to notify us that you have submitted your portfolio.

Assessment Process

Once Submitted
· Your Portfolio will be checked to ensure all documents are loaded and are correct.  You will receive a notice advising that your portfolio is submitted.
· If documents are not correct, you will be notified, and once these have been corrected, you will receive a submission notice to your email.
· When your portfolio is assigned to an assessor, the PDRP team will notify you. Contact will be via the “Comments” section of your portfolio.  All communication between yourself and the assessor is via this route. It is important that you are vigilant about checking your work emails throughout the assessment period, so that we can communicate with you and process your portfolio in a timely manner.

Timeframes:
· The assessor has 10 weeks from assignment of portfolio to complete the assessment. The assessor will then contact you to inform you of the outcome of the initial assessment. 
· You may be asked for further evidence and you will have an additional 4 weeks to provide the requested evidence. If you do not submit the required evidence by the due date, your portfolio could be withdrawn from the assessment process and you will need to re-submit your portfolio.
                                                   [image: C:\Users\safeyj\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\E7F5E531.tmp]
                                                  CONGRATULATIONS!         
Approval of portfolio
· Your Assessor, will notify you via your comments section, when your assessment is completed. They will attach an Assessor report with certificate of completion. This certificate also states that your portfolio expires 3 years from the date of completion.
· Your name will be included in the TWOW PDRP quarterly report to NCNZ and you will be excluded from being randomly audited in their Recertification audit process. If you do receive an audit notice, please contact the PDRP Office and we will inform NCNZ of your current PDRP status.
· To remain current on the PDRP and excluded from NCNZ audit, you will need to submit a new portfolio every 3 years. 

Annual Appraisal
· It is an expectation of the Memorandum of Understanding (MOU) that your NM, completes an Annual performance appraisal with you, confirming that you continue to meet the PDRP requirements for the approved level of practice. For this, you will use your facilities RN or EN Annual Appraisal document. If your CNM/NL is unable to support that you continue to meet the requirements for your approved level of practice, a plan may be put in place for you to achieve the requirements. 


PDRP Contact details:

PDRP support email: PDRPTeam@waikatodhb.health.nz


Jill Safey, Nurse Co-ordinator 			   Mobile: 021 227 5944
Email:  jill.safey@waikatodhb.health.nz  	   Ext:  25750
				
						

Faye Blossom, Administrator	   		Mobile:  021 243 3461
Email: Faye.Blossom@waikatodhb.health.nz  	Ext. 23491
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The Competent RN: 

• Effectively applies knowledge and skills to practice 

• Develops partnerships with clients that implement Te Tiriti o Waitangi in a manner which the client determines is culturally safe 

• Has consolidated nursing knowledge in their practice setting 

• Has developed an holistic overview of the client 

• Is confident in familiar situations 

• Is able to manage and prioritise assigned client care/workload 

• Demonstrates increasing efficiency and effectiveness in practice 

• Is able to anticipate a likely outcome for the client with predictable health needs. 

• Is able to identify unpredictable situations, act appropriately and make appropriate referrals 



The Proficient RN: 

• Acts as a role model and a resource person for other nurses and health practitioners 

• Participates in changes in the practice setting that recognise and integrate the principles of Te Tiriti o Waitangi and cultural safety 

• Has an holistic overview of the client and the practice context 

• Demonstrates autonomous and collaborative evidence based practice 

• Actively contributes to clinical learning for colleagues 

• Supports and guides the health care team in day to day health care delivery 

• Participates in quality improvements and changes in the practice setting 

• Demonstrates in-depth understanding of the complex factors that contribute to client health outcomes 



The Expert RN: 

• Is recognised as an expert and role model in her/his area of practice 

• Guides others to apply the principles of Te Tiriti o Waitangi and to provide culturally safe care to clients 

• Engages in clinical learning for self and provides clinical learning opportunities for colleagues 

• Contributes to specialty knowledge and demonstrates innovative practice 

• Initiates and guides quality improvement activities and changes in the practice setting 	

• Delivers quality client care in unpredictable challenging and/ or complex situations 

• Demonstrates successful leadership within a nursing team unit/facility 

• Advocates for the promotion and integrity of nursing within the health care team 

• Is involved in resource decision making/strategic planning 

• Influences at a service, professional or organisational level 

The Senior Nurse:

· Demonstrates nursing leadership through broad problem solving and analytical skills in relation to nursing standards at service, organisational and/or national level

· Utilised in an expert/advisory capacity for extensive nursing experience/knowledge

· Works through, or mentors nurses through change processes to introduce nursing initiatives which are evidence based and quality focused to improve nursing standards/practice and enhance the service provided. The change process incorporates partnership with Maori, other client groups and the health team

· Evidence of application of learning gained from postgraduate or post registration education to advance own nursing practice/role

· Actively participates in professional groups to advance nursing practice



Nursing and Midwifery Professional Development Unit - Leading Education for Quality Care

(Definitions based on the National PDRP Framework and evidential requirements 2017. 

September, 2019
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STEP 1:  ACCESSING YOUR PORTFOLIO





1. Go  to [image: ]on the Intranet.

2. Log into [image: ]

3. Enter your work email address and password.

 [image: ]

4. Go to FIND COURSES  Find by Organisation, Waikato DHB

5. Scroll down to “Search for courses in category:  Waikato DHB” and type PDRP then click Go.

6. Click on [image: ]

7. You are now in [image: ]

8. Go to  [image: ]

9. You are now in the  “Welcome”  screen

10. Click on [image: \\waikato.health.govt.nz\Users\Hamilton\GtoLHome\Gardners\My Pictures\icon_JPG.jpg]top right of screen   

11. Click on Create then Pages and Collections.

12. Click Copy ( at top right hand side)

13. From “Copy a Page or Collection” scroll down to find  Waikato DHB PDRP

14. Click the button opposite the template called Copy Page.

STEP 2:  EDITING YOUR CONTENT







This is where you create your ePortfolio page. 

1. Using “Page Title Section” Type in your First Name, Surname, PDRP Level and Year e.g. 

Jane Citizen Competent 2021. 

Scroll to bottom of page and click Save.

2. For non DHB applicants, please add Other Provider after the Year e.g. 

Jane Citizen Competent 2024Other Provider. 

Scroll down to bottom of page Click Save.

You will now see your ePortfolio divided into sections e.g. Administration, Personal & Employment etc and the explanation of what is required in the content which is required to be uploaded into each section.  You are now ready to upload your documents.

STEP 3:  UPLOADING DOCUMENTS





1. Each section will have a configure icon opposite it on this edit screen.   [image: C:\Users\GardnerS\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Word\Configure_alt_3[1].png]   Click on this icon. 

2. To Upload Files

a. Click on“Files”

[image: ]

b. Choose File

[image: ]

c. ” Click Save.

Note: If you upload the incorrect file, click the Remove button on the right hand side of the file. DO NOT use the rubbish bin on the main block as this will delete the whole block and you cannot recover itSTEP 4:  FINAL STEP – SHARING WITH APPROPRIATE GROUP







Go into your ePortfolio.      Go to edit  [image: \\waikato.health.govt.nz\Users\Hamilton\GtoLHome\Gardners\My Pictures\pencil.png]     Click to Share  [image: ]  
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		Type in “Waikato” in Search area

Scroll down to share with appropriate group:

Waikato PDRP New 2024
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Go to “Everyone in group”

Scroll down to Admin





		5.
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		Go to the calendar date FROM enter the date that you will start to share your portfolio

Go to calendar date TO enter the date – 6 months from your submission date.  This is also the date that your portfolio will be unshared with the PDRP Office.  







Scroll down and Click Save



Your portfolio has now been submitted and the PDRP Administrator will acknowledge receipt of the portfolio. 

Please email pdrpteam@waikatodhb.health.nz to notify us that you have submitted a portfolio                        

                               

TO MAINTAIN CONFIDENTIALITY OF YOUR PORTFOLIO









The PDRP team will share your portfolio with the assessor when one becomes available and you will be notified who this assessor is via your portfolio ‘comments’ section.



Throughout the whole assessment process, your portfolio is only visible to the Admin team and your assessor.

.
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