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How to respond to a submission in OneFile

1. Login to OnekFile at hitps://login.onefile.co.uk

2. If there are any trainee submissions awaiting your attention, they will be shown in your task list on
the upper-right corner. (See Figure 1.) If you have opted into email alerts, the tasks will also be sent
to you by email. Access your quick-view task list by clicking the clipboard icon, and the full task list

by selecting ‘View All’.
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3. Click the link to the submission in the task list. (See Figure 2.) (You can also access the

submission directly from the quick-view list when you click the clipboard icon).
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4. Once you have reached the individual submission, in the ‘Competencies & Standards’ section of
the page, you will see (in greyed-out blue lettering) the specific competencies or assessments that
the trainee is submitting evidence against for you to review. Usually the trainee will submit evidence
against just one competency at a time. In the example below the trainee has submitted evidence
against competencies in multiple modules as they feel the evidence will satisfy the requirements of

those competencies. See Figure 3.
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Figure 3.

5. In the ‘Evidence’ section of the page, you will see all of the evidence the trainee has provided
towards the competency. This can either appear as free-text evidence, or attached documents, or
both. See figure 4.

Evidence

Annotation enabled: highlight text and click the annotate button to provide direct feedback or comments.

Latest submission by Bianka Rasmussen (Trainee) 23/08/2019 16:44

Lorem ipsum delor sit amet, consectetur adipiscing elit. Suspendisse sapien nulla, finibus sed dolor vitae, consectetur facilisis nulla, Vestibulum
rutrum, enim at aliquet consectetur, turpis libero egestas leo, ut sellicitudin neque dui auctor nulla. Donec at laoreet orci. Pellentesque hendrerit
turpis nec felis rutrum efficitur. Integer risus est, commedo vitae porttitor sit amet, sollicitudin nen nisi. In hac habitasse platea dictumst. Etiam
sollicitudin ipsum ut ante pharetra iaculis. Morbi eu vestibulum mi, condimentum consectetur mi. Maecenas fermentum nunc at justo lacreet
ultricies. In ultrices turpis sed bibendum mellis. Aenean gravida erat pharetra, dictum erat ac, scelerisque augue. Mauris sagittis interdum dui, vitae
porttitor dui scdales eget.

Munc vel ultrices tortor. Donec volutpat vitae turpis a ultrices. Merbi ex augue, mattis eu lectus nec, euismod congue guam. Curabitur tristigue, sapien
sed faucibus dictum, enim erat blandit nibh, quis hendrerit est ex in velit. Ut ex massa, bibendum sed nulla non, bibendum maximus sapien. Nam
pulvinar, nisl in tempus semper, justo turpis suscipit dui. sed dignissim purus nibh ut diam. Morbi vulputate ex velit, quis imperdiet nibh lacreet
facilisis.
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6. Review the evidence provided. (You will need to download any attached documents. Please
ensure you delete them from your computer after reading them.) Some trainees (as in the example
below) will provide web links for assessors to review guidance on how to accurately sign off work in

OneFile. If the links are attached, please take some time to review that guidance. See Figure 5.
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Latest submission by Bianka Rasmussen (Trainee) 23/08/2019 16:44

|Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse sapien nulla, finibus sed dolor vitae, consectetur facilisis nulla. Vestibulum
irutrum, enim at aliquet consectetur, turpis libero egestas leo, ut sollicitudin neque dui auctor nulla. Donec at laoreet orci. Pellentesque hendrerit
|turpis nec felis rutrum efficitur. Integer risus est, commodeo vitae porttitor sit amet, sollicitudin non nisi. In hac habitasse platea dictumst. Etiam
|sollicitudin ipsum ut ante pharetra iaculis. Morbi eu vestibulum mi, condimentum consectetur mi. Maecenas fermentum nunc at justo lacreet
ultricies. In ultrices turpis sed bibendum mollis. Aenean gravida erat pharetra, dictum erat ac, scelerisque augue. Mauris sagittis interdum dui, vitae
|porttitor dui sodales eget.

[Nunc vel ultrices tortor. Donec volutpat vitae turpis a ultrices. Morbi ex augue, mattis eu lectus nec, euismod congue quam. Curabitur tristique, sapien
|sed faucibus dictum, enim erat blandit nibh, quis hendrerit est ex in velit. Ut ex massa, bibendum sed nulla non, bibendum maximus sapien. Nam
[pulvinar, nisl in tempus semper, justo turpis suscipit dui, sed dignissim purus nibh ut diam. Morbi vulputate ex velit, quis imperdiet nibh laoreet
[facilisis.
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7. At this point we suggest reviewing the knowledge and understanding required of the competency

against which the trainee has provided evidence. To do this, access the NSHCS Curriculum Library

and search through the required areas until you reach the information on the module for which
you're reviewing evidence. Further information on using the curriculum library can be found on this
guidance video (05:12).

8. If the trainee has left any free-text evidence you can leave comments directly within the text. To
do this, simply highlight the text for which you wish to leave a comment and click ‘Annotate’. Then
leave your comment. When you have finished, click ‘Apply’ and your annotation can be seen when

you or the trainee hovers over the now-highlighted text. See Figure 6.


https://curriculum.nshcs.org.uk/
https://healtheducationengland.sharepoint.com/sites/Digital/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FDigital%2FShared%20Documents%2FOneFile%2FOneFile%20guidance%20videos%2FHow%20to%20use%20the%20curriculum%20library%2Emp4&parent=%2Fsites%2FDigital%2FShared%20Documents%2FOneFile%2FOneFile%20guidance%20videos&p=true
https://healtheducationengland.sharepoint.com/sites/Digital/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FDigital%2FShared%20Documents%2FOneFile%2FOneFile%20guidance%20videos%2FHow%20to%20use%20the%20curriculum%20library%2Emp4&parent=%2Fsites%2FDigital%2FShared%20Documents%2FOneFile%2FOneFile%20guidance%20videos&p=true
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Lorem ipsum dolor sit amet. consectetur adipiscing elit, Suspendisse sapien nulla, finlbus sed dolor vitae. consectetur facllisis nulla. Vestibulum
rutrum, enim at aliquet consectetur, turpss libero egestas leo. ut sollicitudin neque dul auctor nulla, Donec at laoreet orcl. Pellentesque hendrert
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Lorem Ipsum dolor it amet. consectetur adipiscing elit. Suspendisse saplen nulla, finibus sed dolor vitae, consectetur fadilisis nulla. Vestibulum
rutrum, enim at aliquet consectetur, turpis libero egestas leo, ut sollictudin neque dul auctor nulla. Donec at laoreet orci. Pellentesque hendrerit
turpis nec felis rutrum efficitur. Integer risus est, commodo vitae porttitor sit amet, sollicitudin non nisk. In hac habitasse platea dictumst. Etlam
soliicitudin Ipsum ut ante pharetra iaculis, Morbl eu vestibulum mi, condimentum consectetur mi, Maecenas fermentum nunc at justo laoreet
ultricies. In uRtrices turpis sed bibendum mollis, Aenean gravida erat pharetra, dictum erat ac, scelerisque augue, Mauris sagittis interdum dul, vitae
porttitor dul scdales eget.
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Figure 6.

7. Use the ‘Feedback & Comments’ section to leave expanded feedback on where you believe the

trainee excelled and where you think they could develop, in addition to any other feedback you think

may benefit the trainee. You can also add documents to your feedback by clicking the ‘Add
Message Attachment’ button in the feedback section. See Figure 7
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8. You now have two choices to make: either you are satisfied with the evidence the trainee has
provided, or you believe the trainee needs to resubmit with further evidence.

9. If the trainee needs to resubmit their work:

Ensure you have left all your feedback. Scroll to the bottom of the page and click the red

‘Resubmit’. The trainee will then have the submission unlocked to them in draft mode with all
existing evidence and feedback intact. See Figure 8.
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Figure 8.

10. If the trainee has satisfied the requirements of the competency

Scroll back to the top of the submission to the ‘Competencies and Standards’ section and tick the
box or boxes for the competencies that you feel the trainee has achieved. If there is only one
competency selected by the trainee, then tick that box. If the trainee has selected multiple
competencies, ensure you only tick the box for the competencies which have been fulfilled by the
evidence provided. If all the competencies have been fulfilled then ensure you tick all the boxes.
Ticking these boxes ensures that progress is counted in the trainee’s portfolio. If the box is

not ticked, the submission will be saved as a 'failed' submission and the trainee will need to
resubmit their evidence. See Figure 9.
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[SCC110] Introduction to Healthcare Science, Professional Practice and Clinical Leadership

[SCC110 Competencies] Competencies

Competencies ¥ (18]} Under supervision, demonstrate that you can obtain and present a patient history from a normal volunteer or consenting
P patienyin order to better understand the clinical decision-Making process in your clinical practice
[SP5103] Introduction to Vascular Science
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Competencies ¥ [4] - Pbtain a suitably completed request form, greet the patient, and chack patient id and recant clinical history

Figure 9.

11. Scroll to the bottom of the submission and tick the box highlighted in yellow under ‘Declaration &
Signatures’. This indicates you are confirming your choice to add progress to the trainee’s portfolio
for the selected competencies. After ticking the box highlighted in yellow, click ‘Save & Quit'. See

Figure 10.
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Bianka Rasmussen (Trainee) 23/08/2019 16:44
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Oscar Watson (Assessor) 23/08/2019 20013
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Figure 10.

Terms & Conditions

Quick summary:

- Access the submission from your task list or email
- Review the trainee’s evidence

- Leave feedback

- Select ‘Resubmit’ if the evidence is not sufficient



- Tick the box(es) under ‘Competencies & Standards’ if the evidence is sufficient
- Tick the signature box at the bottom of the submission
- Click ‘Save & Quit’



