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Saving your QA Tools

To save each tool, ensure you click on each blue tab (“Self Assessment”, “Learning
Plan” and “Learning Record”)

Please note that this demonstration is using a PC computer and Google Chrome.
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My QA Self Learning Learning
Portal Assessment Plan Record

Welcome to the Professional Development Tools!

Instructions:

Across the top are three tabs: Self-Assessment, Learning Plan and Learning Record. Together, these are the Professional Development tools.

* Toaccess the tools, click on the blue tab of the tool you wish to access
* Read the instructions

* (lick the blue “Click here to begin” link

Remember to save your work frequently to avoid lost data!

Part 1: Saving your Self Assessment
Part 2: Saving your Learning Plan

Part 3: Saving your Learning Record
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Part 1: Saving your Self Assessment

d College of Registered
Psychotherapists of Ontario

My QA Self Learning Learning
Portal Assessment Plan Record

e,

Please select by date completed:

Current version ~

Click here to begin

The Self-Assessment is designed to capture a snapshot of your current knowledge, skills and judgment
It consists of two sections:

1) General Professional Obligations Inventory {v/n questions with the option to add notes)

2) Reflection (shert snswer questions)

1. Click on the Dropdown menu under “Please select by date completed’. This
will allow you to open previously submitted tools. If you click “Click here to
begin”, this will take you to the current tool that is in progress, or to start a new
tool.

2. Once you are in the correct tool that you want, you will see this screen:

é’ CRPO

Callege of Registered
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My QA Self Learning Learning
Portal Assessment Plan Record

25..'

Please select by date completed:

08-18-2020 v lCompleted Assignment (read-only)

a
8  legalandprofessional obligaions

® Q: !understand and apply my professional obligations described in CRPO's Code of
Ethics.

Q: !know my mandatory reporting obligations according to the Regulated Health
Professions Act, the Psychotherapy Act and other relevant legislations.
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3. Click on the Print icon EI that you see on the left. The PDF document will take
a few minutes to load.
4. The downloaded document will appear on the bottom of your screen, or a
download alert will come up on your computer (this example is using Google
Chrome).
» CRPO 2888

Callege of Registered
Psychotherapists of Ontario

My QA Self Learning Learning
Portal Assessment Plan Record

T

Please select by date completed:

08-18-2020 v lCnmpleled Assignment (read-only)

C)D Q: !understand and apply my professional obligations described in CRPQO’s Code of
Ethics.

Q: ! know my mandatory reporting obligations according to the Regulated Health
Professions Act, the Psychotherapy Act and other relevant legislations.

SELFASSESSMENT....pdf ~ Show all
5. When you click on it, the PDF should upload like this:

Self Assessment

CRPO

College of Registered
Psychotherapists of Ontario

Name: Member01, Test
Status: Completed (8/18/2020 12:13:40 PM)
Printed: Nov 3,2020

Self Assessment

PART 1: General Professional Obligations Inventory

and apply my professi igations described in CRPO's Cade of Ethics.

Q: 1know my mandatory reporting obligations according to the Regulated Health Professians Act, the
Psychotherapy Act and other relevant legislations.

Yes No n/a

Notes:

6. Please make sure to save this document somewhere on your computer that you
can find easily.
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7. You can repeat these same steps if you are wishing to save a current Self
Assessment in progress before you submit it.

Part 2: Saving your Learning Plan

1. When you click on the Learning Plan, you will see this screen:
&’ CRPO

College of Registered
Psychotherapists of Ontario

My QA Self Learning Learning
Portal Assessment Plan Record

ﬂ

You have multiple versions. Please select by date completed:
[ Current version v]

Click here to begin

The Learning Plan will help you keep track of your learning objectives and professional goals throughout you Professional
Development reporting cycle.

Remember to set a reasonable amount of goals that can be achieved in a two-year period. {Past precedent indicates that 3 -5
goals can be reasonably achieved in a PD reporting cycle.)

How to use the tool:

® Tobegin your Learning Plan click the blue “Click here to begin” link

O You will use the same link to pick up where you left off on a Plan that you have previously saved / already begun

2. Click on the “Current version” dropdown to get to the submitted Learning Plan
you want. If you “Click here to begin”, this will take you to a current in-progress
Learning Plan or a new one.
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3. When you choose the correct Learning Plan, you will be directed to this page:

(CRPO

Callege of Registered
Psychothorapists of Ontario

Self
Assessment

My QA
Portal

Learning
Plan

Learning
Record

Learning Plan

You have multiple versions. Please select by date completed:
[Current version ~]|

A Competed Learning Plan is read-only

Goal #1
My Goal
| know my mandatory reporting obligations according to the Regulated Health Professions Act, the Psychotherapy Act and other relevant legislations

Action Plan
I will review the relevant legislations.

Reflection

| have reviewed and reflected on my reporting obligations for future reference.

4. You have a few options for how to print this.

Learning Plan

You have multiple versions. Please select by date completed:

Current version hd

Learning Plan completed: 11/5/2020 is read-only

Goal met

Action Plan

Arrange for monthly clinical supervision sessions.

Reflection

Scheduling monthly sessions was more helpful

a. Click on the Print icon ﬂ that you see on the left.
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£ CRPO Learning Plan

College of Registerad
Psychotherapists of Ontario

Learning Plan completed: 11/5/2020 is read-only

My Goal

| know when my professional limitations require that | seek clinical supervision and/or consultation with a
colleague.

Action Plan
Arrange for monthly clinical supervision sessions.

Reflection
Scheduling menthly sessions was more helpful

+

My Goal

| know the specific client details that must be documented in the client record (e.g. full name, address,
contact number).

Action Plan

Create template notes that provide space for client details that must be documented

Then click on the blue Print tab on the right side.
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Learning Plan completed: 11/5/2020 is read-only

My Goal

Fractics Davaispenant Paris

Print
Destination B saveasPDF
Mame: Hermione Granger Pages Al
D fake2016
Printed: Dec 3, 2020
m Layout Portrait

More settings

onow when [

Action Plan
Armangs far monthly cirical supervision sessions

Reflection
Seheduling monthly sessions was mare helgful

+

i My Goal

and/or consulation with a colleage.

1w the spact

Action Plan
Create that for chent detat:

ful ‘addrezs, cantact rumber].

Reflection
e

=

My Goal

T Ratflarfinn

Name: Hermicne Granger
1D: fake2016
Printed: Dec 3, 2020

2 pages

. Cancel
i g 2

You may need to adjust the scale of your print settings. Click on “More settings”
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More settings ~
Paper size Lefter -
Fages per sheet 1 -
Margins Default -
Scale Default -
Options Headers and footers

Background graphics

Under “Scale”, click on the “Default” tab. Then click “Custom”.
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More settings ~
Paper size Letter -
Pages per shest 1 -
Margins Default -
Scale Custom -
&0
Options M Headers and foaters

Change the number to 60.
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Print 2 pages
(3]
: A

] Destination B saveasPDF v

[

d
Pages All v
Layout Portrait -
More settings ~
Paper size Letter -
Pages per sheet 1 -
Margins Default -
Scale Custom -

60

Ootions M2 Headers and foaters Z

Cancel
e - 12

-

Now you will see that all of the goals appear on one page.

b. Take a screenshot of this page. You can do this in several different ways,
depending on what computer you are using. One option on a PC is to use
the “Snip & Sketch” tool. On a Mac computer, press and hold these
three keys together: Shift, Command, and 3.

5. You can repeat these steps to save a current in-progress Learning Plan.
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Part 3: Saving your Learning Record

1. Either click the dropdown under “Current version” to go to a previously
submitted Learning Record, or click “Click here to begin” to go to a Learning
Record in-progress.
d) CRPO A= a

of Registered Test Member01 - Member
Psychotherapists of Ontario

My QA Self Learning Learning
Portal Assessment Plan Record

You have multiple versions. Please select by date completed:

Current version hd

Click here to begin

The Learning Record will help you track your participation in professienal development learning activities.

Registrants are required to engage in, document and then report on at least 40 hours of learning activities over the two-year
Professional Development reporting cycle.

How to use the tool:

® Tobegin your Learning Record click the blue “Click here to begin” link

© You will use the same link to pick up where you left off on a Record that you have previously saved / already
begun

® Provide information about a learnine activitv vou have particioated in (or are currentlv particisatine in) bv filline in the

2. You have a few options for how to print this.

¢

You have multiple versions. Please select by date completed:

Learning Record completed: 11/5/2020 is read-only
A Total Learning Record Hours: 43 1/2

Course Name: Institution Name Started:  Sep 11, 2018 p h Completed:  Yes  On Going Yas | 'No
CompletedSep 25, 2018 Didactic ' Experiential Learning Goal Related: 'Yes ' No
Hours: 6 )

ended clinical supervision Started: May 04, 2018 | Receiving Clinical supervisio bt Completed: Yes  On Going Yes  No

CompletedNov 27, 2020 Didactic ' Experiential Learning Goal Related: 'Yes ' No
Hours: 18 )

Reading: Started: Jun 10,2020 | e study (e.g. reading ari v Completed:  Yes  On Going Yes © No

1. Article Name June 2 hrs (summarized) |Completediul 24, 2020 Didactic  Experiential Learning Goal Relatec. Y N

- O . a0 - n o amam oal elatec. Yes o

a. Click on the Print icon EI that you see on the left.
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————————————————

You have multiple versions. Please select by date completed:

Learning Record completed: 11/5/2020 is read-only

Record Hours: 43 1/2
ame: Institution Name Started: Sep 11,2018 tending course or progra A Completed:  Yes On Going Yes No
CompletedSep 25, 2018 Didactic ~ Experiential Learning Goal Related: Yes  No
Hours: 6 )
inical supervision Started: May 04, 2018 | Receiving Clinical supervision e Completed: Yes ~ On Going Yes ' 'No
CompletedNov 27, 2020 5 3 ienti i .
u.......P.. o Didactic ~ Experiential Learning Goal Related: Yes  No

2] LEARNINGRECOR....pdf ~

It will download a PDF for you on the bottom of the screen in a few seconds. Open this

document and save it to your computer.
a. Take a screenshot of this page. You can do this in several different ways,
depending on what computer you are using. One option on a PC is to use
the “Snip & Sketch” tool. On a Mac computer, press and hold these three

keys together: Shift, Command, and 3.

3. You can repeat these steps to save a current in-progress Learning Record.

If you have any questions about these instructions, please contact ga@crpo.ca
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