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Academic Partner Liaison Process Information Checklist

 Upload your clinical group requests term by term. Keep in mind that if you had a placement last year but didn’t use it, then you won’t have priority on getting it approved again.
 Withdraw any placements that are no longer needed in ACEMAPP & add a comment as to why.  If the term if close to starting, please notify the nurse manager & copy the placement coordinator.
 Upload instructor & student names into the ACEMAPP roster & make sure to mark it complete.
 Once names are pre-compliant (profiles & payment completed), they will be sent on a report to the placement coordinator and OH registration e-mails will be sent out to the students & instructors, in which they have 2 weeks to complete.  Please have all check to make sure they received their invite up front (also check spam folder).  If they didn’t, send an alternative address so additional invite can be sent.
 If you add or remove any names from the roster, please note them in a comment in the rotation.
 Approve flu shot vaccination documents as they are uploaded by students & instructors in ACEMAPP.  Transcripts will not longer need to be uploaded & approved.  The students will need to sign an attestation instead, in agreement that they have completed all modules.  You will need to keep track by looking them up in the LMS to check their status.  There is a document uploaded on the landing page for directions on how to do so.  There will be spontaneous spot checks along with visits on units throughout the term due to the joint commission.  If a student has not completed theirs, they will not be able to attend the clinical until they have finished it.  This is a requirement through your affiliation agreement.
 Make sure students & instructors are aware of the ACEMAPP landing page which includes badge & parking information, basic walkthrough document that includes both ACEMAPP & OhioHealth information.  The website is: https://acemapp.org/e-content/ohiohealth/content/9057  We have transferred all previous manual information to this page with separate tabs for instructors, students & liaisons.  
 An automatic report will be run 3 times a week coming from OhioHealthRegistration@ohiohealth.com sent directly to you to show the registration status of students & instructors.  You can track who has completed theirs along with other item status (LMS log-in date, ticket created if registration issues, etc).
 Confirmation e-mails will be sent to students & instructors after completing registration.  New students & instructors will receive a 2nd e-mailing regarding claiming their OPID & a 3rd when their OhioHealth University account has been created an all modules have been assigned.  If they have issues with claiming their OPID, please have them call the OH help desk @ 614-566-4357.
 Inform new clinical instructors of OhioHealth requirements and in-person training only available on Mondays at 8-9:30am in Central Ohio (regional areas by appointment) (register by e-mailing nursingstudent@ohiohealth.com).  OhioHealth associates are NOT required to take this class.  
 Inform new clinical instructors they must take a CareConnect live virtual training Nurse 100 class on Tuesdays (8a-4p).  If instructors have been actively using EPIC within another healthcare systems, they can ask for an advanced test to be assigned rather than taking the class.  To register for the class or the test, call 614-788-2560.  OhioHealth University accounts must be created first in order this to happen.
 Share Accu-Chek school code with Clinical Instructors once they have completed the live class.  If you do not have your school code, please e-mail nursingstudent@ohiohealth.com  
 Remind Clinical Instructors they must meet with the unit manager at least 2 weeks prior to student clinical start date. It is also suggested they complete their Nurse 100 class ahead of time so they can check to see if they have EPIC access & also fill out their Omnicell form and give it to the nurse manager.
 At the end of each semester and year, send Susan Falconi (susan.falconi@ohiohealth.com) a list of students to remove form OhioHealth University that will no longer be attending OhioHealth clinicals. 
 For COVID-19 related issues, contact Patti.Wilson@ohiohealth.com immediately. 
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