UNIVERSITY OF PITTSBURGH SCHOOL OF PHARMACY

EXPERIENTIAL LEARNING PROGRAM
APPE/IPPE ROTATION NOTES 

I. STUDENT REQUIREMENTS
A. Students must renew their CastleBranch account and complete the DHS Child Abuse background check by April 24, 2020.  Students must also complete the FBI Fingerprint background check and a 2-step PPD or Quantiferon blood test as soon as it is safe and reasonable to do so. In addition, all items in Castle Branch designated as “Overdue” must be addressed.  Students who do not meet this deadline risk re-assignment to a site in a later block, possibly delaying completion of APPE rotations and graduation. 
B. Students are required to maintain health insurance throughout the academic year. If you need insurance, the university offers insurance at the beginning of each fall semester. Information can be located at https://www.hr.pitt.edu/students/medical-coverage. In addition, if you are uninsured, plans are available through the Affordable Care Act https://www.healthcare.gov/apply-and-enroll/health-insurance-plans-estimator-overview/. 
C. Students are required to have professional liability insurance, which is provided to every student by the University.  If your site would request a copy of the policy, please notify the Experiential Learning office.
D. Most sites have pre-requisites (background checks, drug screening, paperwork, etc.) that students must complete prior to attending the site.  Most of the information about pre-requisites is found in E*Value, however, if you are not sure, please contact Ms. Schmotzer, Professor Skledar or Dr. Pschirer. For urine drug screenings, check E*Value prior to the rotation, as these screens may only be acceptable within a limited time window prior to the rotation. If your site requires a drug screening ask Ms. Schmotzer for the instructions on how to obtain one through Castle Branch at a reduced cost. (If you find out that one is required, but it is not listed in E*Value, notify Ms. Schmotzer as well.) Some out-of-state sites require an intern license in the state where the site is located.  This is dictated by each state’s Board of Pharmacy. A reference chart is located on the Home Page of E*Value identifying those states requiring an intern license. Some sites may require an on-site orientation prior to the start of the rotation.  Some of these processes may take several weeks to complete.  Please make sure you understand what is required for each of your rotations and begin the process in plenty of time to get everything done.  
E. Students performing rotations outside the United States are required to register with the Study Abroad Office, 802 WPU, AT LEAST 2 WEEKS prior to departure. At this visit you will need to bring a color photocopy of your passport and complete paperwork. The Study Abroad Office phone number is (412) 648-7413 (see attached handout for additional information) and it is located within the WPU.  It is recommended that you thoroughly read all information on the Study Abroad website (www.abroad.pitt.edu).  Students should consider purchasing travel insurance in case of rotation changes than can rarely, but unexpectedly, occur. This is highly recommended as travel conditions can change rapidly in the USA and abroad. You can purchase it through a third party or often through the airline you book your flight with.
F. Students are required to maintain their CPR certification throughout the course of all rotations. Please make sure your CPR card is current and posted in your CastleBranch account.
G. Students have the option of nominating a preceptor for the prestigious Preceptor of the Year Award.  The nomination form and guidelines regarding the procedure can be found on the opening page of E*Value, and also is part of the Student Evaluation of Preceptor and Site Form. 
II. CONFIDENTIALITY
A. All students must complete the on-line UPMC HIPAA training module, print out the certificate of completion, and post the certificate into your CastleBranch account.  You may be asked to provide proof of completion to a preceptor or rotation site.  
B. Students must be cautious and alert to confidentiality issues when discussing patient cases. Failure to do so may result in receiving an unsatisfactory grade for the rotation.
C. Patient cases should never be discussed in the following areas:

a. cafeteria

b. elevators

c. outside the patient’s room

d. other public areas where visitors or patients may overhear
e. on any type of social media

D. Students are only permitted to access medical records for patients assigned to their care.  Students are not permitted to access health information for any other individual, including themselves, family members, acquaintances, or public figures.  All electronic health records contain system safeguards that trace all individuals who access patient information.  These systems continually review access of patient information and can identify unauthorized use.  Unauthorized use will result in a minimum of removal from the site, a failing grade for the rotation, and possible disciplinary action, including dismissal from the PharmD program. 
E. Your access to Cerner will be requested by Ms. Schmotzer.  If you have access to site-specific e-records through EPIC, make sure you are requesting records at the proper site. Each preceptor will contact their IT Help Desk to get new permissions added to your account.
F. Students are not permitted to make photocopies of patient charts or remove patient information from the practice site. Only deidentified data sets or records can be physical or electronically removed from the practice site.
G. Confidentiality issues not only involve sensitive patient issues but also include business practices.  Under no circumstance should students discuss or divulge sensitive information regarding pricing, services, or other business practices.

III. COMMUNICATION TOPICS

A.
Students must contact preceptors via e-mail at least four weeks prior to their rotation start date introducing themselves, providing a resume or CV, and letting the preceptor know what you hope to achieve during the rotation.  Many preceptors find it helpful if you also include a list of rotations that you have already completed.  At this time you can also ask about details such as scheduling, parking, etc. If you are having trouble contacting your preceptor via email, call directly to the pharmacy and ask to speak to the preceptor. If you continue to have problems, contact the Experiential Learning Office for assistance. 

B.
On the first day of the rotation, students should meet with the preceptor to discuss expectations, assignments, and any other pertinent matters related to the rotation. 

C.
If a problem should arise while on rotation, the first avenue of resolution is to discuss the issue with the preceptor.  If a situation cannot be resolved successfully between the student and preceptor, the student should contact Professor Skledar or Dr. Pschirer in the Office of Experiential Learning who will address the issue.  Removal from the site and reassignment is a last resort and will only be done in extreme circumstances.

D.
While not required, it is often a nice gesture to send a thank you note to a preceptor after completion of the rotation.
IV.
ATTIRE

A. Students should dress in a professional and conservative manner at all times.  The dress code at the rotation site should be followed, even when more strict than the School of Pharmacy Guidelines for Professional Attire.
B. Clean, white lab coats with nametags should be worn at all times or left to the discretion of the preceptor or site policy. Preceptors will indicate otherwise if a white coat or nametag is not needed.
C. As per generally accepted professional dress guidelines, the following are considered inappropriate professional dress:

1. Denim (i.e., jeans, denim skirts) of any type

2. Visible undergarments or bare midriff

3. Sweatshirts, hoodies, tank tops, and t-shirts.

4. Athletic shoes/sneakers, work boots, casual sandals, open-toed shoes
5. Visible tattoos, body art, and/or body piercings (other than up to two piercings per ear)
6. Excessive make-up or perfume/cologne

V.
PRACTICE-RELATED ISSUES 
A. Under no circumstances may a student accept payment of any kind for work performed on a rotation.  
B. Students must exercise professional behavior at all times during rotations.  Inattentiveness, sleeping, foul language, tardiness, distraction with cell phone, and other unprofessional behaviors will not be tolerated by preceptors and could be grounds for failure of the rotation. Professional behaviors and attitudes are specifically evaluated for each rotation (see attachment). 
C. Students should recognize that preceptors often have many years of experience that guide their clinical decision making.  Please respect the fact that differences in practice philosophy exist among many professionals.  Discuss differences of opinion with the preceptor in private.
D. Students will often be asked a question with which they are unfamiliar or do not readily have an answer.  Do not guess or make assumptions.  A proper response might be “I do not know the answer to that question, but I will research it and get back to you”.  Students should follow-up on all questions with evidence-based answers.

E. On the first day of rotation students should coordinate with the preceptor about how they wish the student to write notes and answer questions.

F. Students should always address their preceptors by their title (i.e., Dr., Mr., or Ms.) followed by their last name.

G. Students should keep in mind that workload is high for preceptors and it may sometimes be necessary for the student to utilize active self-directed learning techniques. If you find yourself unsure of what to work on, continue with ongoing projects or ask for guidance on what you can be doing to help.
H. Students should recognize that preceptors volunteer their time and talents in the pursuit of educating pharmacy students.  This makes them a valuable commodity and students should not intentionally or unintentionally insult preceptors. There are many things you may learn even if it is a practice area you do not plan on pursuing post-graduation. Avoid saying things that may alienate or insult a preceptor. (i.e., I am not planning to practice in hospital/community pharmacy when I graduate, so this isn’t particularly interesting to me; I picked this rotation just because of location; I’m not really interested in this; I picked this rotation because I wanted an easy rotation in block 9.) 
I. Preceptors often serve as an excellent source for recommendations for residency or future employment.  Students are encouraged to discuss with their preceptor the possibility of serving as a reference or providing a recommendation in the future.

J. Students must be punctual while on rotation. If you find that you may be late to rotation, please inform your preceptor as soon as possible.
K. At the preceptor’s discretion, rotations may be tailored slightly to emphasize a student’s strengths or weaknesses.
APPENDIX A
P3 IPPE Rotations

A. HOURS REQUIREMENTS

The successful completion of each rotation requires that students spend a minimum of 40 hours on site for each 1-week rotation.  If a student misses any time during a rotation, the student must immediately notify the Director of Experiential Learning. Time missed due to any reason must be made up at the convenience of the preceptor and the plan for make-up work communicated via email to the Office of Experiential Learning.  If a significant amount of the rotation is missed, a student will be required to repeat another IPPE week. 
B. ABSENCE POLICY
During on-site activities, a student must notify the preceptor and Ms. Schmotzer (annas@pitt.edu) if he/she will be late or absent and also complete an absence notification form to be submitted to Ms. Schmotzer.  Hours and/or Assignments or labs will be made up at the convenience of the preceptor.  Students may be requested to provide physician evidence of illness. Given the compressed and “full time” nature of each IPPE week, students who miss two or more days in the IPPE week will be required to repeat the experience in a later IPPE time block at an available site. 
C. E*VALUE/FORMS/ASSIGNMENTS

1.    The Experiential Learning Program utilizes E*Value and the Pitt e-mail system to administer rotations.  Students should plan to monitor their Pitt e-mail accounts on a regular basis so as not to miss important announcements.
2.    All announcements will be sent to the e-mail address that you were assigned when you first became a student at the University of Pittsburgh.  Forwarding your Pitt e-mail to another e-mail address frequently fails due to security characteristics of the Pitt e-mail system, and may result in the student missing important information.  Receiving email from the School while on rotation is the student’s responsibility.
3.    Electronic submission of PITT Forms is required to document patient care interactions during all rotations.  The link for the electronic PITT form is on the Student PoRxtal page at http://students.pharmacy.pitt.edu/pittform-links/. The form is password protected and the current password is pitt2022.   If this password changes, you will be notified.  Please contact the Experiential Learning Office if you have any trouble completing the forms.  
4.     Evaluations completed by students (Student Self Evaluation and Student Evaluations of Preceptor and Site) must be submitted online through E*Value.  All evaluations are due no later than the Monday following completion of the IPPE rotation. Evaluations must be submitted on time, through E*Value, in order to successfully complete the rotation and avoid an “Incomplete” grade.
5.    Assignments must be completed for all rotations as outlined in the course materials.  
6.    Preceptor Evaluation of Student form – Your preceptor will be completing your final evaluation in E*Value.  It is the student’s responsibility to ensure that the Preceptor Evaluation of the Student is completed and submitted.  Failure to receive the completed evaluation will result in a grade of “Incomplete” for the rotation.  An unresolved “Incomplete” grade will necessitate retaking the rotation.
D. PORTFOLIO PROCESS

Students are required to maintain an academic portfolio during their rotations.  Students should continue to maintain both the Presentation and Assessment Portfolios.  

· All assignments will be submitted into the Assessment Portfolio in the relevant outcome and linked to the PRESENTATION portfolio under the Pharmacy Practice experience heading.  

· Under each IPPE rotation included in the PRESENTATION portfolio, students will link 2 or more examples of best IPPE work, PittForm report for the week (as appropriate), a reflective (descriptive) connector and a self-reflection. 
E. SUMMARY OF FORMS
1. Preceptor Evaluations of Student – Preceptor submits via E*Value at the end of each rotation

2. Appendix Assignments – Student must post their appropriate appendix assignments correlating to the type of IPPE rotation to their presentation portfolio and assessment portfolio under an appropriate outcome
3. Student Self-Evaluations – Student submits via E*Value at the end of each rotation

4. Student Evaluation of Site and Preceptor  – Student submits via E*Value at end of each rotation

5. PITT Forms – Students attach their PITT Form Summary Report to their assessment and presentation portfolio at the end of each rotation according to guidance in the P3 Manual 
6. Portfolio Entries – Student submits at end of every rotation as directed above

7. ALL EVALUATIONS AND PORTFOLIO WORK ARE DUE ON THE MONDAY FOLLOWING THE END OF EACH ROTATION
APPENDIX B

P4 APPE Rotations
A. HOURS REQUIREMENTS

The successful completion of each rotation requires that students spend a minimum of 200 hours on site for each 5-week rotation.  Time missed due to a university holiday that falls within the rotation does not need to be made up, however time missed for other reasons, such as illness, professional meetings, or interviews, must be made up.  There is no Spring Break for students on APPE rotations.  Some preceptors may require the student to spend more than the minimum number of hours at the site, and if that is the case, it is the student’s responsibility to meet that requirement.  Each rotation does not automatically end at the point when the minimum number of hours has been reached.  Daily rotation schedules vary widely based on the preceptor’s schedule and site needs.  Every rotation does not run from 8am – 5pm.  Your rotation may start earlier, or span into evening hours or weekends, depending on the requirements of the preceptor and site. For clarification of start time, please ask your preceptors before the rotation start date. A rotation does not end until the end of the last scheduled day based on the School’s rotation calendar. The Experiential Learning Team will update you on any changes or reassignments.

B. ABSENCE POLICY
1.    Make up of any absences by students of one day or less per rotation should be handled between the student and the preceptor.  In these instances, it is the preceptor’s responsibility to specify and outline a plan for the make-up of the missed time.  Time away from the site to attend a mandatory debriefing session at the School does not need to be made up.  
2.    Any absences in excess of one day per rotation will require completion of an “Absence Request” form.  If possible, this form should be submitted to both the preceptor and Ms.  Schmotzer in the Office of Experiential Learning as soon as possible in advance of a scheduled absence.  In the event the absence is not scheduled (e.g., unexpected illness), the form should be submitted to both the preceptor and Ms. Schmotzer in the Office of Experiential Learning within three days of the student’s return.  The Director of Experiential Learning will determine if the make-up plan is acceptable or if the rotation will need to be repeated.

a. Days missed due to interviews and attending professional meetings (i.e., ASHP Midyear Meeting, APhA Meeting) are considered absences and the guidelines outlined above must be followed.  Students must discuss interview schedules and professional meetings with their preceptor at least six weeks before the event. Additionally, for students attending a professional meeting during an APPE, there are additional documentation requirements as follows: 

b. By the Monday following the end of that specific rotation, the student must submit the following documentation to their assessment and presentation portfolio:

i. One-page reflection describing activities in which the student participated at the meeting, how the meeting contributed to the student’s learning, and which curricular outcomes that the meeting helped the student to achieve. The student should also post the project presented at the meeting, if applicable (e.g., the poster, the presentation)

ii. Assessment portfolio: post under most relevant outcome

iii. Presentation portfolio: post under APPE rotation where time was missed or in Professional Meetings section.

3. In times of extreme weather, the university may decide to cancel classes. Cancellation of classes does not automatically mean that experiential learning rotations are cancelled. Please check with your preceptor in the cases of extreme weather as they can provide more site-specific guidance. In general, if your site is open during normal hours, then you are expected to report to rotation as scheduled. 

a. If you are in-doubt as to whether your site is open, a phone call or email to your preceptor can verify any changes in scheduling. 

b. If conditions are so severe that it would be unsafe for you to travel, notify your preceptor as soon as possible that you will be unable to report for your rotation. Please note that any missed time will need to be made-up at the convenience of your preceptor. 

4. The Career Expo is scheduled at the School in the Fall, usually towards the end of September.  Interviews will take place in the evening of that week.  Please remember, the idea for evening interviews is so students may attend without interrupting their rotation schedule.  Therefore, students should not request time off from rotations to attend school-sponsored interviews unless their rotation is out of the Pittsburgh area.

C. E*VALUE/FORMS/ASSIGNMENTS

1. The Experiential Learning Program utilizes E*Value and the Pitt e-mail system to administer all Advanced Pharmacy Practice rotations.  Students should plan to monitor their Pitt e-mail accounts on a regular basis so as not to miss important announcements, especially in regard to any rotation changes.

2. All announcements will be sent to the e-mail address that you were assigned when you first became a student at the University of Pittsburgh.  Forwarding your Pitt e-mail to another e-mail address frequently fails due to security characteristics of the Pitt e-mail system, and may result in the student missing important information.  Receiving email from the School while on rotation is the student’s responsibility.

3. Electronic submission of PITT Forms is required to document patient care interactions during all patient care rotations, elective and non-elective.  The link for the electronic PITT form is on the Student PoRxtal page at http://students.pharmacy.pitt.edu/pittform-links/. The form is password protected and the current password is pitt2021 for P4s and pitt2022 for P3s.  If this password changes, you will be notified.  Please contact the Experiential Learning Office if you have any trouble completing the forms.  Minimum required numbers of forms for each core rotation can be found in the course syllabi and on the P4 Activity Log.

4. Evaluations completed by students (Student Midpoint and Final Self-Evaluations and Student Evaluations of Preceptor and Site) must be submitted online through E*Value during every rotation.  The Student Midpoint Self-Evaluation must be completed at the mid-point of each rotation and all other evaluations are due the Monday following completion of the APPE rotation.  Evaluations must be submitted on time, through E*Value, in order to successfully complete the rotation and avoid an “Incomplete” grade.  Evaluations are due the Monday after the rotation ends.
5. At the end of the rotation, the preceptor must also signify on the Activity Log that the student has completed all required assignments for the rotation.  Assignments must be completed for ALL Acute Care, Ambulatory Care, Community, and Hospital rotations, regardless of whether they are elective or not. The Activity log can be found on the Homepage of E*value and must be sent to Ms. Schmotzer upon rotation completion.  Your preceptor may elect to assign additional work, either in place of or in addition to, assignments in the syllabi.  Assignments for “pure” Elective rotations are at the discretion of the preceptor.  Portfolio requirements for all rotations are listed in Section VII.

6. Preceptor Evaluation of Student form – Your preceptor will be completing your mid-point and final evaluations in E*Value.  It is the student’s responsibility to ensure that the mid-point and final Preceptor Evaluations of the Student are completed and submitted.  Failure to receive the completed evaluations will result in a grade of “Incomplete” for the rotation.  An unresolved “Incomplete” grade will necessitate retaking the rotation.
D. PORTFOLIO PROCESS

Students are required to maintain an academic portfolio during the Advanced Pharmacy Practice Experience (APPE) rotations.  Students should continue to maintain both the Presentation and Assessment Portfolios as in the P4 year.  Portfolio submission requirements and portfolio review expectations for APPE rotations will be presented to your class in a separate portfolio requirement session.  

P4 APPE Portfolio Requirements Summary

For each APPE rotation: (due by the Monday following completion of the APPE rotation)

· Assessment portfolio:  For each APPE, all APPE assignments should be uploaded

· Presentation portfolio

For each APPE, upload the following:
· Reflective connector phrase (2-3 sentences) framing the rotation and connecting to the full reflection document
· Reflection (Word document)

The reflection should detail what the student did, the skills they developed and how the experience and skills point toward the career objective outlined.  The curricular outcomes can serve as a platform for the link to the career focus.  For example, a student might state that a particular experience helped to build their critical thinking skills in a specific manner and describe how they will incorporate that into their desired career objective.

· A minimum of 2 examples of your best work

· PITT Form Summary Report (for the rotation time period)

If the APPE is a “pure elective,” the PITT Form Summary Report is not required
E. P4 APPE DEBRIEF SESSIONS
All P4 students will be assigned to attend a debriefing session on-campus/phone/Zoom on one of the following dates below. If you are off-site all year, you will need to contact Prof. Skledar or Dr. Pschirer to schedule a phone debriefing session during block 7, 8, or 9. 
a. 8/14/2020

b. 10/23/2020

c. 3/5/2021 
F. SUMMARY OF FORMS

1. Preceptor Evaluations of Student – Preceptor submits via E*Value at mid-point and end of each      rotation

2. Activity Logs – Student submits via e-mail to Ms. Schmotzer after each rotation.  No Activity Log is required for “pure” Elective rotations.

3. Student Self-Evaluations – Student submits via E*Value at mid-point and end of each rotation

4. Student Evaluation of Site and Preceptor  – Student submits via E*Value at end of each rotation

5. PITT Forms – Students attach their PITT Form Summary Report to their Presentation Portfolio at the end of each patient care rotation (elective and non-elective)

6. Portfolio Entries – Student submits at end of every rotation as directed above

7. ALL EVALUATIONS AND PORTFOLIO WORK ARE DUE ON THE MONDAY FOLLOWING THE END OF EACH ROTATION
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