J
Lo
%< }!\v
ON Al
ENT™
The Royal New Zealand
College of General Practitioners

M smartsheet

How to Guide
for General
Practices



Table of Contents

TADIE Of CONLENTS .......ceeeeeeiieenniiiireiiieirieiiiiistennsiissssnssessssssssssssssssssssssnssssssssssssssssnssssssssnsssssssnns 2
71V o T R 1 1o T 2 = =2 N 3
WHhy SMartsSheet? .......ciiieiiiiiiiiiiiiiiiiiiieniiee e s tesasessessssestessssestenssssssessssssssssssssssnsssssssnssssssnns 3
o Lo 1V o T TRT=NY 1 o T g X3 £ 1= -2 3
Accessing Smartsheet — Quality website Iogin........c..uceiriieiiiiiiciiriccrrrccrrre e e e e s e ra e sene 3
SMArtSheet hOMeE PAge ......civieeiiiiieceierc et rrre e e re e s eenas e s e e nasseseennsssseensssssesnnssssennssssnennssnsnennn 4
Sheet 1 — The self-assessment Sheet.......ccccciiiiiiiiiiiiiiiiiie e srsasessessssessesssssssens 5
Sheet 2 — Assessment Dashboard ...........cccccvviiiiiiii s 7
Sharing your sheet with others within your PractiCe...............eeeeeeeeeeeeeeeenereensereeserenesereeseeesasenees 9
Completing your Self-aSSeSSMENL.............ccceeeuuceereenniieeiennniesseensiiisssessiesssensssssssssssssssssnsssssssnsnes 13
AEAChiNG @VIAENCE ...... et rrr e e s rree e e s e e e e s s e eassessesnssessennsssssennsseseennssessennnsensennnnanns 15
VYo 170 Ty Tol=T I {717 Lot (o o KOOSRt 20
Tracking CRANEES ...c..ieeiieeiiieicieerreirrecereeereneerennereassrnsessnsserenssressessnssssnsssensseransssensessnssssnsesansssnen 20
CONLACEING YOUF QSSESSON .....euueeeereeereeereeirrereresereseresernsssessseassensssnssrnssrnssssssssssssssssnsesnsesnsssnnnsen 22
CommuUuNICating With YOUr @SSESSOF ...ccuiieuiiiiniiiieiereairtnereneiereneereaereaseernseesnsserensssensessnssesassssnssessnse 24
4 KX Y= 0T gl =7 2 o L SN 26
CloSiNgG YOUI ASSESSMENL.........ceeeuieeeirieiiiriiniiieiiireesisreesestnssessnssessasissesssssnsssssssessnsssssnssssnassnses 28
L T 13- Ta Lo B T o1 IS 30
Appendix 1 — Cornerstone ModUIES............ciiieeuiiiiiieiciiteierreeeceereeaneseeensesseenssessennssessennssessennnnanes 31



What is Smartsheet?

Smartsheet is a cloud-based work management tool, allowing users to share information and work collaboratively
within a central hub. It combines some of the functionality of Microsoft Project, Excel, Access and SharePoint.

Why Smartsheet?

The College chose Smartsheet as an assessment tool due to its visual and functional simplicity. It was first trialled
during the Foundation and Cornerstone pilot assessments in 2019 to positive feedback.

Smartsheet has proven to be intuitive and user-friendly for both practices and assessors, as well as acting as a useful
tool for the College for tracking, analysing and moderating information within an assessment. The College will
continue to use this software for Foundation Standard and a selection of Cornerstone module assessments
beginning 1 April 2020.

How to use Smartsheet

As a general practice, you will use Smartsheet to monitor the progress of your self-assessment, complete your
assessment and liaise with your assessor.

An assessment is split into two components. The first is known as the ‘assessment sheet’ and is your self-
assessment. The second component, called the ‘assessment dashboard’, is a viewable summary of the progress of
your assessment.

Accessing Smartsheet — Quality website login

The College will notify you when your assessment sheet and dashboard are ready via email. Please keep your
contact details up to date with the College to ensure that future assessments and College communications are sent
to the correct email address.

To access the assessment visit www.rnzcgp.org.nz/quality and log into your quality account. Once logged in, click on
the ‘Programmes’ button. For each quality programme you are enrolled in there will be a link to that specific
assessment on Smartsheet.

Note: The first time you click on any link you will be asked to create a Smartsheet login and password. Once you
have created your log in, you can access the self-assessment and dashboard.


http://www.rnzcgp.org.nz/quality

Smartsheet home page
Logging on displays your Smartsheet home page allowing you to view any sheets that have been shared with you by
the College. Both the assessment sheet and assessment dashboard will appear listed within the Sheets section as in

the screenshot below.

e (& https://app.smartsheet.com/folders/personal

i% (1) Sheets - Smartsheet.com
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FET) M Sheets
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Smartsheet Assessment evidence overview

After logging into Smartsheet, your assessment sheets can be accessed via the home icon, followed by ‘Sheets’
section found on the menu to the left of the screen. This section displays your assessment sheet(s) and assessment
dashboard(s).
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Sheet 1 — The self-assessment sheet
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To begin working on your self-assessment, select your self-assessment sheet as indicated above. An example of a
Foundation Standard self-assessment sheet is displayed below. Cornerstone Modules, whilst still completed in
Smartsheet, differ slightly from the Foundation examples as shown below. For specific guidance on Cornerstone
Modules please see Appendix 1 — Cornerstone Modules

- Indicator 1. The Code of Health
1o & and. Services.
Consumers' Rights 1996.

1.1 The practice understands,
promotes and enplements the
Code of Health ang Disabisity
Services Consumers’ Rights
1996
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1. Indicator and indicator evidence — This section provides information on the name of each section,
indicator and criteria. The second column provides evidence for the benefit of the practice and assessor.

2. Status — The traffic light symbol displays the status of the assessment based on the indicators that you have
selected. A separate status symbol is used for each of the six Foundation Standard sections:

a. Green indicates that you have selected ‘Met’ for all indicators within that section

b. Yellow indicates that you have selected ‘Partially Met’, or ‘Not Applicable’ for at least one of
the indicators within that section.

c. ® Redindicates that you have selected ‘Not Met’ for at least one of the indicators within that
section.

3. Practice self-assessment columns (Yellow cells)— This section consists of two columns that are required to
complete as a practice:

a. Self-assessment dropdown — The first column requires you to select whether you believe that the
current indicator status is met, not met, partially met or not applicable. This will show 100%
completion on the assessment dashboard only once you have selected all 53 indicators on all
sections as ‘Met’. By default, each indicator is set as ‘Not Met’ until manually changed. Should you
also want a visualisation of the current count of each of these indicator states, this can be viewed
and tracked at any time within the assessment dashboard. Please note that typically an assessor
will expect all indicators to be marked as ‘Met’ before approaching them to assess your practice.

b. Self-assessment free text — The second column displays your comments to the corresponding
indicators. These cells also support uploading a photo instead of writing a comment for indicators
in cases where this would be more appropriate than a comment, such as indicators relating to a
poster or signs. Within the cell, press ALT+Enter to begin a new line without going to the next cell.

4. Assessor self-assessment (orange cells) — This section consists of two columns that form the assessors
review of the practice self-assessment and onsite visit.

a. Assessor assessment dropdown — The first column requires the assessor to indicate whether the
current indicator status has been ‘Met’, ‘Not Met’, ‘Partially Met’, ‘Not Yet Assessed’, or ‘Not
Applicable’. Should you also want a visualisation of the current count of each of these indicator
states, this can be viewed and tracked at any time within the assessment dashboard.

b. Assessor comments free text — The second column allows for the assessors to make comments
against each indicator. Within the cell, press ALT+Enter to begin a new line without going to the
next cell.

5. Comment section — Clicking on the speech bubble icon allows the practice and the assessor to leave
messages to each other throughout the assessment.

6. Expand/Collapse function — Each section and each indicator can be expanded and collapsed.

7. Resource links — Each indicator includes a link to the respective guidance page on the College’s Quality
website. Other useful links can also be found on the assessment dashboard.

8. Toolbar - Selecting ‘File’ within the toolbar allows for saving and printing of the sheet in its entirety for
your records and provides you with the option to export the entire sheet into excel, PDF or Google Sheets.

Important note — Whilst the College has provided practices with control over their assessment
sheet and dashboard, it is strongly recommended to not edit your assessment sheet in any way
other than completing the designated self-assessment sections. Never select ‘delete’ on a row or
column, and do not change any formula within the sheet. If you believe you have
deleted/modified anything that is affecting sheet functionality, please contact the College
quality@rnzcgp.org.nz.



Sheet 2 — Assessment Dashboard
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The assessment dashboard is a visual representation of the current status of an assessment. This is useful for
keeping track of which sections have outstanding criteria and as a central source of useful resource links.

You will be provided access to your assessment dashboard alongside your assessment sheet. If you are unable to see
your assessment dashboard please contact the College at quality@rnzcgp.org.nz.



There

are two halves to your assessment dashboard: The top section relates to the indicator state of those selected

by yourself as the practice, and the bottom section displays indicator state of those as selected by the assessor. Both

sectio

ns also provide clickable links on the right of the screen to various resources.
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Not Applicable Indicators: 0
Not Vet Assessed Indicators: 8

Section 3: WHAKAHAU
RONGOA | Medicines
Management

Wet Indicators: 6
Partially Met Indieators: 1

Mot Mat Indicators: 0

Not Applicable Indicators: 0
Mot Yet Assessed Indicators: 4

Section 5: TIKANGA POKENGA
| Infection control

Met Indicator: 2
Partially Met Indicators: 1

Not Met Indicators: 0

Partially Mat Indieators: 2
Nt Mt Indicators:

Not Appiicable Indicators: 0

Mot Appiicable Indieators: 0
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Partially Mt Indicators: 5
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Equip. and Resources
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Indicator Chart (Practices) — This chart shows the current indicator state as chosen by your practice, by
percentage. This chart will show 100% only if all indicators show ‘Met’. Please note that in the case that the
assessment is completed with any indicators showing as ‘Not Applicable’ then this chart will not show 100%
regardless of whether the assessment is complete.

Indicators status by section (Practices) - These boxes indicate the specific count of indicators selected
within each of the six sections within the Foundation Standard, as selected by your practice.

Clickable shortcuts — Displays a list of various practice applicable resources within the College website.
Indicator Chart (Assessors) - Chart showing the current indicator state as chosen by the assessor, by
percentage. This chart will show 100% only if all indicators show ‘Met’. Please note that in the case that the
assessment is completed with any indicators showing as ‘Not Applicable’ this chart will not show 100%
regardless of whether the assessment is complete.

Indicators status by section (Assessors) - These boxes indicate the specific count of indicators selected for
each of the six sections within the Foundation Standard, as selected by the assessor.

Clickable shortcuts — Displays a list of various assessor applicable resources within the College website.

Important note — Do not edit your dashboard in any way. Your dashboard has been set up as a visual tool
only to assist you with your assessment. By selecting ‘edit’ and changing anything within your dashboard,
you may inadvertently delete or modify links or formulas that link to your assessment. If you believe you



have deleted/modified anything that is affecting sheet functionality, please contact the College
quality@rnzcgp.org.nz.

Sharing your sheet with others within your practice

Once you have access to Smartsheet you will have control over who you wish to share your assessment
with. Sharing will require two steps:

1. Sharing your dashboard

Within your dashboard, select ‘Share’ at the top right of the screen.

Foundation Assessment

se) €sources
- Section 1: Tiroro | Patients Section 2- MANAAKI HAUMANU
| Climical Care .
Met Indicators: 0 et ndimstors 0 Py ety The Royal New Zealand
) ) et Indicators: 4 ,&." College of General Pracritioners
' Flot Mat Partially M=t Indicators: 0 Partizlly Mat Indieatars: 0 o Ta Whars Tohu Aats & Astearcs

Mot Met Indicators: 13 Mot Met Indicators: 14
Not Applicable Indicators: 0 Mot Applicsble Indicators: 0
View and update your profile

Section 3. WHAKAHAL Section 4- TAPUTAPU | Medical
RONGOA | Medicines Equip. and Resources Eoundation information

Management

Met Indicators: 0

Met Indicators: 0

Partially Met Indicators: 0
Partially M=t Indicsters: 0 A SEESETENt DIOLes
=y i natese Mot Met Indicators: 8 cEERiieloieid
Mot Mt Indicatars: 7 Mot Applicable Indicators: 0
Mot Applicable Indicators: 0

Section 5: TIKANGA Secfion 62 WHARE HAUMANU |
POKENGA | Infection control The Pracfice

College Quality pege

College endorsed assess0rs directory

Met Indicators: 0 Met Indizators: 0
Partially M=t Indicators: 0 Partizlly Met Indicators: 0
Mot Met Indicators: 8 Mot Met Indicators: T
Mot Applicable Indicators: 0 Mot Applicable Indicators: 0 Contact the College Quality team
ise)
Section 1: Tiroro | Patients Section 2: MANAAKI HAUMANU
I Clinical Care Resources

Met Indicators: 0

=t ineiestors Met Indicators: 0
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When the ‘Dashboard Sharing’ box appears, enter the email address of the intended person of which you
wish to share your sheet.

Select ‘Admin’ under permissions should you wish to provide them with the same rights as yourself.

Ensure that ‘notify people’ is checked to ensure that the intended user receives an email inviting them to
access your assessment.

Finally, select ‘share dashboard’.

=] Dashboard Sharing

Invite Collaborators Permissions

-3 Admin -

¥ Invite Details

Subject Line

Notify people Ce myself

» Collaborators (6) This dashbeard is in a workspace

Share Workspace Share Dashboard

10



1. Sharing your assessment sheet

If you also want another user to have editing access to your self-assessment you must also share your
assessment sheet with them. Within your assessment sheet select ‘Share’ at the top right of the screen.

W0 B J US &-A- =-S5 25 B @4 - / ~
Assessor —
Assessment . -
Assessors comment [free text.. ]
[choose from
dropdown list..] ]

=
- &
Mot yel assessed start lyplng.f
gl
Mot yet azsessed start typing....
Mot yet azsessed start typing....

11



When the ‘Sheet Sharing’ box appears, enter the email address of the intended person of which you wish
to share your sheet.

Select ‘Editor-can share’ under permissions should you wish to provide them with the same rights as
yourself.

Ensure that ‘notify people’ is checked to ensure that the intended user receives an email inviting them to
access your assessment.

Finally, select ‘share Sheet.

[J Sheet Sharing

Invite Collaborators Permissions @

| I -3 |Edit0r-:an share v|

¥ Invite Details

Subject Line

Natify peaple Cc myself

» Collaborators (6) This sheet is in a workspace

12



Completing your self-assessment
The practice self-assessment section (yellow) includes two columns:

1. ‘Self-Assessment [choose from dropdown list]’ allows you to choose the current state of each indicator as per your

practice’s self-assessment.
2. ‘Self Assessment [free text]’ is the assessment text. This is where you should explain why you believe your practice

has ‘Met’ respective indicator.

F12345-X-ABC Practice E

= AT B S fad= T v $- % 9 0 00 [@ -~

(=
th
&
.
>
[}

Seff Assessment P
[ehoose from ‘self Assessment [free text...] [choose from
dropdown list.] dropdown list. ]

Assessor's comment [free text...]

ndicator 1 Guidance Resources

of Health and Disability Services Met Met start typing

/96 translated info appropriate
e reo Maori, that reflect the practice’s
ation.

wres informing patients of their right to

port persons present during a

oy resources. Example of practice text canceming how the indicator has been met would
be writien here. Alternatively the practice is able fo upload a photo which

cessing interpreters and resources. would display as per the cell below...

¢y andior procedure

disclosure event and its resolution

2 events are recorded in adverse
clinical notes.

ing records.

's andior a written record of verbal Met start typing....

he practice helps patients with literacy
omed decisions

or information available describing the
1 fees.

start tvpina

d procedure. Adet
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This free text self-assessment column is also capable of showing photographic evidence in the cell if applicable.

Attaching a photo can be achieved by right clicking a cell and selecting ‘Insert image’, as below. Please note that this is used
when a single photo will satisfy meeting the criteria. If multiple photos are needed, these will have to be attached via the
paperclip icon.

Nt M=t start ty\ping....

=

Cut (Crrd + X)

Nt start typang....

Copy (Ctrl + C}
Paste (Cirl +V)
start fyping or might oiick snd sefect nss Paste Special.._ (C1rl + Shift + V)

Clear Contents

5 View Cell History..

Insert Row (Insert Kay)
izt start typang...
! } . ) . Delets Row ¥rng
stsrt fyping or night ofick ana sefect ins:
Row Actions..

= Insert Imags 3 I nd s - ~ I start typing....
start typing ar right iick snd seiect in l [Eer e J# upioss from compusr..
& Link from Cell in Other Sheet..
4 Google Drive
hiet Hypasfink... {Ctrl + K start typang...
sia OrelDrive
. § i . . A Bax
start iyping or night ofick sna select insent image”
¥ Drogbox
hiet Mot yet assessed start typing... |

start iyping or night ofick sna select insent image”

Should the need arise for your practice or assessor to mark an indicator as ‘Not Applicable’ then this has also been made
available as a selection. Please note that it is normal practice that under the Foundation Standard and Cornerstone modules
all indicators are required to be met. Do not submit your assessment with any indicators marked as ‘Not Applicable’ unless
this is on direction from your assessor.

14



Attaching evidence

In order to be assessed, you must also attach evidence alongside your self-assessment demonstrating you have met
each indicator within the Foundation Standard or Cornerstone module.

To attach a file, select the paper clip icon that can be found to the left of each indicator row.

In the screenshot below, clicking the paperclip will add evidence to Indicator 1.1 (row 3).

Secti
=cten Indicator and Criteria
Progress
5 e i |

- Indicator 1. The Code of Health
[} and Disability Services
Consumers’ Rights 1996.

1.1 The practice understands,
promotes and implements the
Code of Health and Disability
Services Consumers’ Rights
1996.

(]

- o=

1.2 The practice ensures a
patient’s right to make an
informed choice and give
informed consent. [Right 7]

1.3 The practice ensures a
patient’s right to complain.
[Right 10]

Evidence

2

Click here for Indicator 1 Guidance Resources

+ A poster of the Code of Health and Disability Services
Consumers’ Rights 1996 translated into appropriate
languages, including te reo Maor, that reflect the pracfice’s
enrolled patient population.

* Poster and/or brochures informing patients of their right to
have one or more support persens present during a
consultation.

* Local health advocacy resources.

* Information about accessing interpreters and resources.

* Open disclosure policy and/or procedure.

+ Example of an open disclosure event and its resolution.

* Documented adverse events are recorded in adverse
events register and in clinical nofes.

* Completed staff training records

* Witten consent forms and/or a vritten record of verbal
agreements. including risks.

* Explanation of how the practice helps patients with literacy
difficulties to make informed decisions.

* Pamphlets, posters or information available describing the
practice's services and fees.

* Complaints pelicy and procedure.

* A designated Complaints Officer role and posifion
description

+ A complaints regisler.

+ A description of the process through which complaints
procedure outcomes are shared within the practice.

15



Once a file is attached to an indicator, hovering your mouse over this indicator will display the number of files
currently attached.

o 0

Section

Indicator and Criteria

Progress

5 0 £

Evidence

=

- Indicator 1. The Code of Health

and Disability Services
Consumers’ Rights 1996.
1.1 The practice understands,
promotes and implements the
Code of Health and Disability
Services Consumers’ Rights
1996.

Artachments on this row: 1

Example artachment of raining process.docx

1.2 The practice ensures a
patient's right to make an
informed choice and give
informed consent. [Right 7]

1.3 The practice ensures a
patient’s right to complain.
[Right 10]

Click here for Indicator 1 Guidance Resources

* A poster of the Code of Health and Disability Services
Consumers’ Rights 1996 translated into appropriate
languages. including te reo Maon, that reflect the praclice’s
enrolled patient population.

* Poster and/or brochures informing patients of their right fo
have one or more support persons present during a
consultation.

* Local heaith advocacy resources.

* Information about accessing interpreters and resources.

* Open disclosure policy and/or procedure.

* Example of an open disclosure event and its resolution.

* Documented adverse events are recorded in adverse
events register and in clinical notes.

* Completed staff training records.

+ Writien consent forms and/or a written record of verbal
agreements. including risks.

+ Explanation of how the practice helps patients with literacy
difficulties to make informed decisions.

* Pamphlets, posters or information available describing the
practice’s services and fees.

* Complainis policy and procedure.

+ A designated Compilaints Officer role and position
description.

+ A complaints register.

+ A description of the process through which complaints
procedure outcomes are shared within the practice.

16



To view a list of all current attachments within your assessment, navigate to the right of the screen and select the
paperclip icon on the right toolbar.

* F12345-X-ABC Practice

~

L e B B a

sl

T HZ2 PRERS=SH Zv$v% 9 o 00 -
Self Assessment Asseauor
Assessment
[choose from Self Assessment [free text...] Assessor's comment [free text...]
dropdown list.] [choose from
P ) dropdown list. ] / m
A
Met Met start typing....
Example of practice text ing how the indi has been met would
be written here. Alternatively the practice is able to upload a photo which
would display as per the cell below...
Met start typing....

17



This summary view also provides the locations of each attachment within the sheet. Selecting an attachment in this
section will take you directly to the applicable row.

F12345-X-ABC Practice m

= Z S~ % 9 o 00 [{-~ A
Assessor 0
Assessment 2 . 1 [fre text. ] Attachments ? %
Fitsreim ssessor's comment [free text..
dropdown list..] [t}

Sort by Date *
e
~
Example attachment of training pro... 2
@

arch 2020, 10:46 AM by @

Met start typing.... 10T, 15 1(13k)
o

Example attachment of policy.pdf
£l

Sheet
9 March 2020, 10:43 AM by
L S (3pk)
1 met would
‘ofo which

Lecation of attachment

Date evidence was
uploaded

MName of attachment
and attachment file
type

Met

Met

start typing....

start typing....

COUNT: & W Attach Files to Sheet

>
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An attachment can be previewed by clicking on the attachment icon or downloaded by clicking the 3 vertical dots
and selecting ‘Download File’.

Attachments 2% |5
U
Sort by Date ~
Example attachment of training pro... 2
I
9 March 2020, 10:46 AM by S
= . ®
Example attachment of policy.pdf :
- Sheet | ¥ Download File I

9 March 2020, 10:43 AN & send File..

© Edit Description...

4 Upload New Version...

# Delete File

Finally, all attachments can be downloaded at once by ticking the box next to the ‘Actions’ button, then choosing to
download all files.

Attachments ?2 x U
1]
Actions ~ Sort by Date ~
l ¥ Download 2 Files... I
& Send 2 Files... achment of training pro... P
. _
[ ] Delete_:Z Files... 10, 10:46 AM by o
- Az
Example attachment of policy.pdf
— Sheet ]
9 March 2020, 10:43 AM by

19



Advanced functions

Tracking changes

Smartsheet provides a change tracking option that marks any changes that have been made to the sheet at any
time. It does so by highlighting any cells that have been modified in yellow, as below:

L indicates and Critasia

and Disability Services
Consumers’ Rights. 1996
1.1 The practice understands,
promotes and mplamants te
Code of Health and Disabiity
Services Consumers’ Rights
1996,

12 Tha practics ensures o
patient’ 10 make an
informed chaice and give
informed consent. [Right 7]

Evdence

Click here for Indicator | Guidance Resouces

« A poster of the Code of Health and Dissbity Services
Consumers’ Fights 1556 iransdaied inta apgeageiaie
larsguages. inchicing (e reo Maori that reflect the practice’s
enmiled patient population

« Poster andior brochures infarming patients of their right to
have ne ar more support persens present duing a
consuation

- Local health advscacy nesources

« Information abaut accesaing inferpeeters and reseurces.

- Open disclosure poly andlor procedure

« Example of an open disclosure event and s ressiuion

. adverse events are recorded in sy
events register and in clinical nates.

- Complsted stafl raining re<ords

« WWIIBN £mSeNT Iors, 30I0F B WA 16C21 of varbal
agresimants incuding ks,

~ Explanaion of bow the practice helps patients with itevacy
dificulties Io make informed decisions

~ Pamphists, posturs or infermation avallablo descrbing the
practica’s servicas and faes

Saif Assessmant
[enoase ram
dropdown st |

Mat

war

Asseasor
Assessment

of assessor commant
ean mat_ parkialy med or nat met. This can be updated by the
assessor at any lime during the assessment process

whathes the indicator has

Sall Assessment [fraa taxt. | e As80880r's comment [free tart. |
dropdown ist.|
et Exampie

Exaepue of BGCH Toxt COnGermg Now e mdcatir had been met woukd

e witien heve. Allemaiively the pracice is able 1o uplosd & photo which

wouid chplay 0 ger the cell beiaw.
et

St Byping

This proves useful for monitoring whether your assessor has made any changes since you last viewed your
assessment. A yellow highlighted cell indicates that changes have been made to a cell.

This function can be toggled on or off at any time by selecting the ‘Highlight Changes’ button at the top of the
toolbox, as per the screenshot below:

3 for Indicator 1 G

Code of Health ar
ts 1996 translatet
ling te reo Maori,
opulation.

F12345-X-ABC Practice

Highlight changes in the last:

rochures informin

3 support persons | Hour

since 09/03/20 10:09 AM

/0cacy resources
ut accessing inter
3 policy and/or prc

spen disclosure e’

Background color for changed cells:

-

verse events are recorded in adverse

1d in clinical notes

training records.

farms and/or a written record of verbal

idina risks

Met

ncerning how the indicator has been met would
¥ the practice is able to upload a photo which
Il below...

Assessor
Assessment
[choose from
dropdown list..]

Assessol

Met Examp

beer

Met
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Should you wish to track changes that have occurred over a different time period, you can do so by changing this
within the 'Highlight Changes’ drop down.

Highlight Changes

=

Highlight changes since:

| | last viewed this sheet -

Hour

Taoday

Day cells:
Thres Days

Seven Days

Thirty Days

Custom Date

| last viewed this sheet

This function is explained further here.


https://help.smartsheet.com/learning-track/smartsheet-intermediate/track-and-view-sheet-activity

Contacting your assessor

Once you have completed your self-assessment and are confident that all indicators have been met you will be
required to contact an assessor and begin the assessment process.

The assessor that you choose must be listed on the College endorsed assessor register. The assessors on this list
have completed College training, and have been subsequently endorsed and approved as an assessor of the
Foundation Standard or Cornerstone module. Choosing an assessor not currently on this list will result in the College
being unable to further your assessment.

To view the College endorsed assessor link, visit the College’s quality website.

Once an assessor has been contacted and has agreed to assess your practice, you must share your Smartsheet assessment
and assessment dashboard to allow them to begin their review. This must be shared prior to your onsite visit (if applicable) to
allow the assessors to begin online preparation.

To do so, select ‘Share’ at the top right of the screen from your self-assessment and assessment dashboard sheets, and type
the College endorsed assessors email address in the ‘Invite Collaborators’ textbox.

Note: You can also share your assessment sheet and dashboard with your PHO and other members of your general practice
team.

1. Sharing the Assessment sheet.

Ensure that ‘Editor-cannot share’ is selected to control access to your assessment. You are also free to send an invitation
message to the assessor in the ‘personal message’ box.

Assessor
Assessment

Salf Assessment
choose from
dropdovn lst ]

hiet Met Exampiz of asses501 comment indicating whethes the indicator has
been met. garially met or not met, This can be updated By the
oe's assessor at any fime during the assessment process

Examgle ook [] Sheet Sharing

b ten here
s viould dipisy
Imite Collaborators Permissions O
|,th!'_§m sl I; [Estor-camer svae -]

¥ Inwite Details

Subject Line

F12345-X-ABC Practice - Invitation to Edit

raty

et [ =
start fyping ar

Notity peogle | € myself

» Collaborators (0)
et [

‘start fyping ar
=l

et g
start fyping or g CHOR ST SETECT ST MHege

hiet Not yet assessed start typing

2. Sharing the Assessment Dashboard

When sharing the assessment dashboard, select ‘Viewer’ under permissions to allow the assessor viewing only privileges
for this section.
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F12345-X-ABC Practice i

Foundation Assessment
Assessment - Self progress (Practice use)
Met/Partially Met/Not Met Indicators (%) Section 1: Tiiroro | Patients Section 2: MANAAKI HAUMANU
? x| EEUD, The Royal New Zealn
=] Dashboard Sharing 4470y College of General Practitioners
Invite Collaberators Permissions O |
emil@gmail.com |z |\,M,. I I
¥ Invite Details |
Subject Line Foundation information

F12345-%-ABC Practic - Invitation to View

College endorsed sssessors dirsstory

Contact the Collzge Quality team
Notify people Go myself

Assessment - Self progress (A " Colsber=or=©

=] |
Progress of assessed indicators (%)

et Indicators. &
Partially Met Indicators: 0
Not Met Indicators: 0

Met Indicators. 3

Partially Met Indicators: 5

Not Met Indicators: 2 p n,

Mot Appiicabie Indicators: 0 (OKOnY, The Royal New Zealand
(I College of General Practitioners

Mot Yet Assessed Indicators: 4

Section 3: WHAKAHAU Section 4: TAPUTAPU | Medical
RONGOA | Medicines Equip. and Resources )
Management _ Assessor portal

Hot Applicable Indicators: 0

Mol et Assessed Indicators: &

Once your assessor has access to your assessment sheet and assessment dashboard, they are able to begin their
assessment of your practice.

This will include marking indicators that can be reviewed online as ‘met’ and writing comments in the orange
assessor section to the right of your assessment sheet against each indicator. Any indicators that are not yet met or
are not able to be assessed remotely will be marked as ‘Not yet assessed’, ‘Partially Met’, or “Not Met”.

In the case that a practice has been unable to meet all indicators during the pre-visit online review and onsite visit (if
applicable), the practice and assessor will engage in a post-assessment dialogue process to discuss further actions
needed. This will continue until the assessor completes the assessment by marking all indicators as ‘met’.
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Communicating with your assessor

During the assessment process you can leave comments to your assessor via a chat function separate from the
assessor comment section. Whilst this is an optional feature, this function is useful for tracking purposes and as a
means of keeping the assessor-practice conversation on the assessment more concise.

Comments can be written directly within each row by selecting the speech bubble icon on the left side of the
indicator row in which the comment relates.

Section

g Indicator and Criteria Evidence
. 50 & a
- Indicator 1. The Code of Health
i and Disability Services Click here for Indicator 1 Guidance Resources
Consumers’ Rights 1996.
7 1.1 The practice understands, « A poster of the Code of Health and Disability Services
. promotes and implements the  Consumers’ Rights 1996 translated into appropriate
7 Code of Health and Disability languages, including te reo Maori, that reflect the practice’s
7 Services Consumers’ Rights enrolled patient population.

- Poster and/or brochures informing patients of their right to
| have one or more support persons present during a

/ consultation.

= Local health advocacy resources.

e

» Information about accessing interpreters and resources.

Add a comment - q
i » Open disclosure policy and/or procedure.

+ Example of an open disclosure event and its resolution.

T

» Documented adverse events are recorded in adverse
events register and in clinical notes.

+ Completed staff training records.




The comment section summary can be accessed by selecting the comment icon on the toolbar at the right side of

the screen. This displays all conversations in a single and easy to access place within the assessment.

~

Assessor . Conversations o
Assessment As Conversations (0) Comments
[choose from Sass
dropdown list..] Al Sheet i ®
| |
~
=
Met Ex =
e
N o
Conversations in the context of your work
row the indicator has been met would .
tice is able to upload a photo which Get started by entering the first comment below.

0 -
Please provide further evidence for Indicator 2.1
relating to ...|

COUNT: 53 V

>

- @

When writing a comment, select the @ symbol at the bottom of the chat box followed by the assessor’s email to
send your assessor an immediate notification email that a comment has been made.
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Assessor report

After your assessment has been completed and all indicators have been met, you should keep a copy of your

assessment report for your records. To do so, navigate to ‘File’ within the top left toolbar and then select ‘Export’ to
obtain an offline copy of the complete assessment.

Search...

File | Automation Forms

Create New...
Import
Open... (Ctrl + /)

Refresh

Y7 Remove from Favorites
33 Share...

&l Send as Attachment...
&1 Email Shared Users...

Q (4] Upgrade

Y Filter Arial» 10~

dicator and Criteria

- Indicator 1. The Code of Health
and Disability Services
Consumers’ Rights 1996.

=

J Section1: Taroro | Patients -

[= Export

& Print...

= View Activity Log...

Properties...

1.1 The practice understands,
promotes and implements the
Code of Health and Disability
Services Consumers’ Rights
1996.

I E3 Export to Microsoft Excel

Export to PDF...
P Export Gantt to Image (PNG)
B =xport to Microsoft Project (XML

E Export to Google Sheets...

= A pc
Cons
langu
enroll
* Pos:
have
const

oci

fol

Jpe

Xa

“*Doc

e e
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When exporting, Smartsheet provides various options of what will be recorded in your report. It is recommend that
all options are ticked to ensure that all information is made available for future reference.

PDF Setup

Selection
Entire Sheet

O Selected Rows

Paper Size

Letter (8.5in x 11in)

Margins
Default (0.5")

Orientation

o G Landscape

Scaling
O Scale
4 pages wide

100 % | e

[ Portrait

Fit to Width
1 page wide
1 page{s) long

Options
Include logo

Include sheet name
Include row numbers
Include date/time stamp
Include page numbers
Include comments

Include collapsed rows

Add note to header (250 characters max)
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Closing your assessment

To complete your assessment, you must first un-share your assessment with your assessor. This will ensure they no
longer have access to edit any information following the completion of your assessment.

To un-share, select the Share button at the top right of both your assessment sheet. This must be completed for
both your self-assessment sheet and again for your assessment dashboard.

F12345-X-ABC Practice | share

W= - §-% 9 0, 00 - .

S e D
[choose fram Self Azseszment [free text..] Asseszor's comment [free text.. |

i [choose from

R ] S [z ] ]

! ! |

=

Met Met Example of assessor comment indicating whether the indicator has b

been met, partially met or not met. This can be updated by the
assessor al any lime during the assessmeni process ¥
o

Example of practice text concerming how the indicstor has been met wouid
be written hers. Altematively the practice s abie fo upioad & photo which
would displsy as per the cell beioit...

" et Met Start typing...

Met Met start typing...

start typing or right click and select insert image”

Met Mt start typing
start typing or right ciick and select insert image”

Met Not yet assessed start typing
start tvaing of riaht click and seleet nsert image”
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F12345-X-ABC Practice : o [=|=|[ella m

Foundation Assessment

Assessment - Self progress (Practice use)

MetiPartially Met/Not Met Indicators (%) Section 1: Taroro | Patients Section 2: MANAAKI HAUMANU
| Clinical Care

Met Indicators: 11
Partially Met Indicators: 1
Not Met Indicators: 0

Not Applicable Indicators: 1

Yy —

@ e vt inciemiors

Met Indicators: 6
Partially Met Indicators. 1
Mot Met Indicators: 0

Mot Applicable Indicators: 0

Met Indicators: 6
Partially Met Indicators: 2
Not Met Indicators: 0

Mot Applicable Indicators: 1

Assessment - Self progress (Assessor use)
Progress of assessed indicators (%) Section 1: Taroro | Patients

Met Indicafors: 5

@ vt incicaion Assessors

Partially Met Indicators: 0

Section 3: WHAKAHAU Section 4 TAPUTAPU | Medical
RONGOA | Medicines Equip. and Resources
[

Section 5: TIKANGA Secfion 6: WHARE HAUMANU |
POKENGA | infection control The Practice

A (]

LHATHON).
Met Indicators: 9 LAY College of General Practitioners
Partially Mel Indicalors: § :

Te Whars Tohu Rata o Actearcs
Mot Met Indicators. 0

2;? The Royal New Zealand

Mot Applicable Indicators: 0
View and update your profile

Met Indicators: &
Partially Met Indicators: 2
Not Met Indicators: 0
Mot Applicable Indicators 0

Assessment process

College endorsed assessors directory
Met Indicators: 4

Partially Met Indicators: 3
Not Met Indicators: 0

Mot Applicable Indicators: 0 Contact the College Quality team

Section 2 MANAAKI HAUMANU
| Clinical Care

Met Indicators. 3
Partially Met Indicators: 5

Select ‘Collaborators,” followed by the assessors’ name that has access to your sheet. Finally select the ‘x’ on the
corresponding assessor to remove their access to your assessment. Close this box once you have removed your
assessor, and only your own practice collaborators are showing on this list.

1] Dashboard Sharing

Invite Collaborators

P Invite Details

I ¥ Collaborators (1) I

@ The College (quality@rnzcgp.org.nz)

o Assessor's email address

Dashboard link (accessible by shared users only) @

2? 7

= P b "y, The Royal
1‘10 o"} . ‘
My "+ College of
- Te Whare
Permissions @
2 Viewer -

ew and updat]

Owiner
Assessmen
! B ' E
\ Conllnma Oyl

Remove from Dashboard Sharing

e]

Once confirmation has been provided by your assessor that all indicators have been met they will contact and send
a recommendation to the College. This will close off your assessment.
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Hints and Tips

o Refer to the assessment dashboard to track your progress and ensure that you have marked all
indicators are ‘Met’ before contacting an assessor.

e To begin writing on the assessment sheet double-click to enter the text cell. Press Alt+Enter for a
new line within the cell.

e Ensure that you only use the ‘Share’ button within Smartsheet to share your assessment sheet
with someone else. This will send them the correct email to create an account.

e Use the comment section to communicate with your assessor rather than via email. If you want
the assessor to be notified of your comment immediately, select the ‘@’symbol at the bottom of
the comment toolbar and begin typing the email of your assessor.

e Don’t forget to export your assessment at the end of the process to retain a copy. You are also
given the option to include your comments with your export, which we recommend.

e Utilise the tracking feature should you want to quickly identify any change the assessor has made
since you last viewed their assessment.

e The smartsheet app can be downloaded onto your Android or Apple phone or tablet for easy
viewing and editing of an assessment on the go.

For further information on Smartsheet, please review the various learning resources below:

e  Getting started as a free user
e Lloggingin
e User types and permissions

e Navigating the Smartsheet UX

Alternatively, the College Quality team can be reached at quality@rnzcgp.org.nz
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https://help.smartsheet.com/learning-track/shared-users/user-types-and-permissions
https://help.smartsheet.com/learning-track/shared-users/navigating-smartsheet-ux
mailto:quality@rnzcgp.org.nz

Appendix 1 — Cornerstone Modules

Cornerstone modules also have an assessment sheet associated with them, just like the Foundation Standard.
Whilst most Cornerstone modules share a similar assessment sheet format with the Foundation Standard (i.e.
having indicators and criteria), the format of the other modules may vary slightly. These variations are detailed
below.

Continuous Quality Improvement (CQl) — The CQl module does not have indicators or criteria to complete.
Practices are required to upload a final report describing the practice’s quality improvement project. The Yellow
sections of the sheet explain the elements required within the final report.

To upload a CQl final report, select the paper clip within the Smartsheet toolbar to the right side of the screen, and
select ‘Attach files to this sheet’.

Please note that the CQl Module does not have an accompanying assessment dashboard.

Assessor Assessment
Indicator [choose from dropdown  Assessor Comment

a
Jist.]
0 . g
i T T T T T S T TS
®

& Choosing a CQl Initiative

Identify an initiative where the practice team has an opportunity to make an improvement focused on their enrolled population, encompassing the
principles of the New Zealand Triple Aim and the application of improvement methodology.

For example: a reduction in HbATc levels for patients with Type 2 Diabetes and a Body Mass Index (BMI) greater than 35 or the identification of all
patients with Hepatitis C and supporting them to undertake treatment.

& Final Report
The practice will submit a final report that concisely demonstrates the practice team's structured quality improvement journey.

Not yet assessed Enter assessor comments...
Reports should describe the:

- Problem/issue

- Equity implications, why the activity was recommended for the enrolled/geographic population
- Methodology

- Quality improvement tools used

* Key metrics

- Participants

* Outcomes

* Lessons learned

- Plan for continuing quality improvement

a | [Please upload your report to this sheet by selecting the paperclip icon found within the toolbar to the right of the screen] [

Information on CQI can be found on the College CQlI Module webpage here. Further guidance will also be provided
to your practice after purchasing the CQl module.

Teaching Module — The Teaching Module has an assessment dashboard and sheet. The Teaching module is similar
to the Foundation Standard in that practices upload evidence against a set of indicators and criteria. At the
beginning of each section is a worksheet that assists in putting a practice in context with the indicators and criteria
and help a practice to identify appropriate evidence to upload.
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https://www.rnzcgp.org.nz/Quality/Cornerstone/CQI_Module/Quality/Indicators/CQI_module/CQI_module_introduction.aspx?hkey=82c071b3-21ff-4048-a3fc-13d165cbf9c4

Section
Indicator
Progress

4 5
Teachlng Module

Criteria

a =

Self-assessment
Self.Azseszment Comments

Suggested Evidence

Met/Not Met)

2]

Section 1 Ngakau Akoranga | Commitment to | The praclice is commited lo quality and safe
Training Immllg of trainees

a Section 1 context
~ The evidence provided in this section should Not Met
demonstrate how your practice is sustainable,
well run and committed to training health
practitioners andior staff associated with the
successful operation of the practice. This
includes identifying the range of people your
practics is committed to train, the resources
available, the policies, procedures xnd = o
practices used to ensure the train
structured, supported and led by skiled — o
teachersitrainers and the systems in place to
review progress of the trainee and to provide
additional support when needed. The below
documents will help to define these areas
more fully and should be used as a reference
when considering what svidence to supply in
the following criteria. }
Scope of Training The first step in demonstrating that your practics [ Click the papercip to your et fo Gownload and compiets | Not Met
has a supportive leaming environment is to Table 1 Trainee types and range of training offersd. Once
consider what type of teaching practics you wish | campletsd, plssse uplosd 5 copy to this row and sefect et
sm ¢ 0 be from the Seif-assessment dropdonn
i The following table asks you to identify the
range and type of training your practics seeks to
offer. Your practice may be sssking to train one
or mare of the groups listed in Tabls 1
Business model The next step is to consider the extent to which  CIick (e paperclip [0 your et (o Oovnload and complete . Not Met
the commitment to training these staffis Table 2 Eviderce of iraining elements that may be nciuded
[ e reflected in your praclice's business mode! inihe practice's business model. Once completed, please
Table 2 is aimed at idenfifying ways in which this ~ upload a cony fo this row and select Mef from the Seft-
/ could be demonstrated assessment dropdoum
Training role requirements For ach of the types of practitioners your Click the papercip to your lef to downioad and complete Not Met

practice is planning to support in training
consider the role rsquirements for the frainee,
the teacher, the mentor/supervisor and the
practice. Tabls 3 has been developed to assist
vith this

Table 3 Role requirsments of the trsinee; tescher,
mentor/supenvisor and the practice. Once completed,
pieass upioad 5 copy to this row and select Met' from the
Self.assessment dropaown

Section Context summary — Take note of the section context displayed at the beginning of each section
which provides important information against each respective section.

Suggested evidence — Within the section context, this column includes instructions on how to download
the associated worksheet. Next to criteria, the suggested evidence describes ways a practice can meet the
requirements of the indicator. This column serves as a list of examples and does not include all the ways a
practice can meet the requirements of the indicator.

Attachments — The report template can be found by selecting the paper clip to the left of the ‘Scope of
training’, ‘Business model’, and ‘Training role requirements’ rows. These need to be downloaded and re-
uploaded once completed.

To download each report, select the paperclip on the corresponding row, followed by ticking the box to the
left of the file name and selecting ‘Download File’.

indicator

= A fa]
I Teaching Module
‘Table 3 Role Requirements Teachin._.
| === g =
‘ Training .
a Section 1 context o

= The evidence provided in this section shouid
demonstrate how your practice s sustainabe,
wel run and comitted t raining health
practitioners andior staff associated with the
succssstul operation of the practice. This
includes identitying the range of people your
practice is committed to train, the resaurces
available, the policies, procedures and
practices used to ensure the raining is
structured, supported and led by slalled
teachersfirainers and the systems in place to
review progress of the trainee and to provide
additionsl support when nesded. The below
documents wil help to define these areas
more fully and should be used as 2 reference
when considering what evidence to supply in
the following crteria.

Scope of Training Hat et

The frst step in demonsiraing that your practice Vot yet assessed

consider hat type of teaching practios you
iobe

The following fable asks 1
range and type of i your
offe. Yoy may be seeking 1o Irain cog
B i groups isted in Tate 1.

The next siep is o consider the exten fo which
he commiimen fo traiing these stallis
reflecied n your practce’s Dusiness mede!

e
ice seks o

Business model N yel assessed

/ Training role requirements.

Tabie 2 s @imed 2 identfying ways in which hes &
could be demonsirated. =:

For each ol the your

Tt yet assessed

consider e role Fequiements for e iianee,
he teacher, fhe mentar/supensor and o
practice. Tabie 3 has been Geveloped fo asss!  Selfasses
v this.
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0

< all Row 7 Attachments ? ®

1]
¥ Download File
= Send File... squirements Teachin... =9

o
@ Edit Description...
51 AM by Quality Team (1K) &
4 Upload New Version...
® DelsteFils gl

To upload, once again select the paperclip to the left of the row and select ‘upload new version’ to upload
your completed report.

< Al Row 7 Attachmenis ?x® =
1]
Actions *
¥ Download File
=l SendFile... squirements Teachin... =
L
& @ Edit Description...
51 AM by Quality Team (91k) @
4 Upload Mew Version...
W Delete File gl

4. Self-assessment dropdown — Ensure to select ‘Met’ once you have uploaded the required documentation,
as well as once you have completed each indicator for each section

Information on the Teaching module can be found on the College Teaching Module webpage here. Further
guidance will also be provided to your practice after purchasing the module.
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