axiUm:  Faculty Cheat Sheet for Approval & Grading Process (modified 10/17/03)


Patient Checkout (a.k.a. Approval) Window

· Check the Discipline column—do all of the highlighted procedures correspond to your discipline?  (de-select any that do not); is the discipline column blank? (this indicates an invalid undergraduate code); is “ZSELECTONE” displayed in  the discipline column? (the student must return to the patient History and select a discipline) 

· Check the Provider column—do any of the highlighted procedures represent the work of a student provider other than the one requesting approval?  (to prevent an error message, de-select any procedures that belong to a different student)

· For treatments with Status ‘P’ (Planned):  (1) Do the highlighted procedures match the agreed upon written treatment plan? (2) Do the Phase and Sequence numbers of the highlighted procedures match the agreed upon sequence of treatment?

· For treatments with Status ‘I’ (In-process):  Do the highlighted procedures correspond to the work that was started or continued during this session? (or has the student inadvertently included procedures for which no work was actually performed?)

· For treatments with Status ‘C’ (Completed):  Do the highlighted procedures correspond to the work that was completed during this session?  (or has the student inadvertently included procedures which have not been started or are still in-process?) 

· For treatments with Status ‘D’ (Deleted):  Students are allowed to delete planned treatments with faculty approval.  However, you should not approve the deletion of any planned treatment unless you are absolutely certain that there is a valid reason to do so.  When in doubt, refer the student to the GP Manager.

· Has the student highlighted any films to be approved and graded?  (if so, remind the student that in order to receive Radiology credit, the films must be graded by the Radiology faculty)

· Will any of the ‘I’n-process or ‘C’omplete procedures be graded as Competencies?  (if so, these need to be highlighted and approved separately from non-competency procedures)

· After carefully reviewing the Checkout Window, swipe your card to approve the highlighted procedures

Grading Process on reverse 

Grade Card Window

(Automatically pops up after “approval swipe” for ‘I’n-process or ‘C’omplete procedures)

· Do the procedures on the bottom of the grade card (1) correspond to your discipline and (2) correspond to treatment that is actually in-process or complete?

· Select the appropriate Competency Grade Card if applicable

· Enter Professionalism Grade (top left pane):  H/P/F

· Enter a grade for each procedure (bottom pane):  H/P/F for non-competency; 0-100 for competency (also enter Year ‘3’ or ‘4’ for competency)

· Swipe card to submit grades

