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Step 1:

Open the hospital’s SharePoint main |
page “MyNetwork” ®
0O

O Search acrass sites

SHN

Scarborough Health Network ~ Departments & Programs  Corporate Initiatives \+  Employee Centre ~  For Physicians ~+  Forms &|

N‘- Welcome to MyNetwork
N\

Home Policies and Procedures SHN.ca SHN Foundation

NOTICE: For current respiratory watches and outbreaks at SHN, visit the HI

Step 2:
Click on “Departments & Programs”

e SHN Foundstion

SHM Approe:

Get the latest Accreditation 2021-22 updates

ACCREDITATION STATION

Step 3:
Click on “Professional Practice” to
open the page

@ =

®

Step 4:

PRWL Form”

Bl Frofessional Practice  Home  Acutc Pain Senices

Click on box named “ONA-Electronic

Welcome to MyNetwork

@ Puiciessnd Procedures SHNcs  SHN Foundaten  SHN Aoproved Vishor bogs  Mews & wpdates

APS PatentBeds  vmlin Pen Taniton - fasezimiens Mansgerment & Prevention  Professionsi D

@ page sermie I nsics

Change
2022

- soruv-nug
GO-LIVE October 4 Insulin Pen Transition

Care Plan and Echcstion
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https://ourhospital.sharepoint.com/
https://ourhospital.sharepoint.com/SitePages/SHN-Teams.aspx
https://ourhospital.sharepoint.com/sites/ClinicalProfessionalPractice
https://ourhospital.sharepoint.com/sites/ClinicalProfessionalPractice/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FClinicalProfessionalPractice%2FShared%20Documents%2FONA%20PRWL%20Form%20and%20Process%20Guiding%20Documents&p=true&ga=1
https://ourhospital.sharepoint.com/sites/ClinicalProfessionalPractice/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FClinicalProfessionalPractice%2FShared%20Documents%2FONA%20PRWL%20Form%20and%20Process%20Guiding%20Documents&p=true&ga=1
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Step 5:
You are now presented with two

(2) items. ®
1. the fillable Word version of the | _
ONA PRWL Form 8 if a paper-
version is being submitted. 5
2. the link to the new submission =
portal for the ONA PRWL Form 8. |
3. So now what?

a. ltis preferred that
members complete the

form electronically. As soon

O Search this library

SHN_J Scarborough Health Network

Departments & Programs Corporate Initiatives Employee Centre For Physicians . Forms & Resources v~

Professional Practice

Home Team Based Model of Care Acute Pain Services (APS) Patient Beds Insulin Pen Transition . Infusion Therapy Workplace Violence Preventi

T Upload ~ 1# Share @ Copylink £3 Sync =) Add shortcut to OneDrive L Download  #% Automate P Integrate
Documents > ONA PRWL Form and Process Guiding Documents
[  Name Modified | Add column

“ONA PRWL Electronic Submission Portal.url

A few seconds ago
- =l

5] ONA Professional Responsibility Workload Fillable Form Sept 2022.docx November 9, 2022

as you click “submit” all
required individuals,
including the writer, will
receive an automated email
confirming submissions.

What You See When You Open the
Link:

Once you click the “Electronic-
Automated Submission” link, Alchemer
will launch and writer is met with
Welcome Screen shown here. You will
need to add your name as the Writer.

NOTE: If there is more than one (1)
writer of the PRWL Form, please ensure
you choose “yes”; a drop-down field will
appear, so can enter their names and
email addresses.

Enter the name and @shn.ca email
address of your Unit Manager.

ONA/Hospital Professional Responsibility Workload Report Form

ONA/Hospital Professional Responsibility Workload Repon Form

Article 8 - Professional Responsibility provides a problem solving pro or nurses to address concerns relative to patient care. This form is intended to appropriately identify employee concerns relative to

their workload issues in the context of their pmvessmna\ respons\bmly These issues include but are not limited to: gaps in con[muwly of care, balance of staff mix, access to contingency staff and appropriate
m provid

number of nursing staff. This report for atool f tation to facilitate discussio \g approac

Section 1 eral Information

**Forffour reference, we have provided inpatient m¥ger names and email addresses. Please ensure that you are entering this information correctly - this list is correct as of Jan 2024*

ONA PRWL Form — Electronic Submission How-To Guide
Created in collaboration with ONA and SHN Professional Practice

Updated Jan 22 2024 | Created: Sept 20 2022
Page |20of4




ONA PRWL Workload
Form: How to Find It &

SHN

Submit Electronically

Step 6:

Complete all fields.

A list of Managers is provided and will be
continually updated as required.

Step 7:

Once you have completed all fields, will _ |

be asked to sign the form (as you would
for a paper version) and then click

“Submit”. \

Submission Complete! You will see the “Successful Submission” screen.

Step 8:

You will then see this screen.

Your submission was successful. A list of
all stakeholders is here to show you who
receives your submission.

ONA PRWL Form — Electronic Submission How-To Guide

RNAO

BEST PRACTICE
SPOTLIGHT
ORGANIZATION

CANADA

Successful Submission

Thank you for filling out this ONA Workload Professiol
A copy of this Professiona

1. ONA Member
2. Unit Mana:

(provided e

Executive

ssional Practice

6.0NA LRO

100%
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Next Steps:

Please check your email for a copy of your submission; it will contain:
e  PDF of the content you entered into Alchemer. You will also see the other recipients.

4 = New ONA Worklaad Professional Re<ponsibility Form - Message (HTML)

[VENST Help  Acobat ) Tell me what you want to do.

Frignore P | ﬁ*(i (ﬁf(_l ﬁ:; 2 Mesting ;FwPAC €3 To Manager Yo TR n > E;; £ Find ‘AJ) Q

Team Email +/ Done 1B OneNote [ Related ~

. . Delete Archive Reply Reply Forward [5 . - _ Move T Mark Categorize Follow Translate Read  Zoom
& Junk Z FBMore~ | Reply &eDelete ¥ Create New WL EPAHRE T Unead - Up- - Bselectr | pjoug
Delete Respond Quick Steps o TMove Tags o Editing Speech  Zoom
Tue 23/1/24 2:16 PM
K kclark@shn.ca <noreply@alchemer.com>

New ONA Workload Professional Responsibility Form
To  Clark, Karyn; Professional Practice; ONA-Local111-Workloads; Hollingsworth, Janel
@ it there are problems with how this message is displayed, dick here to view it in a web browser,

ONA Workload Professional Responsibilty Form.pdf _
b | 43KB

This Message Is From an External Sender
Do not click on links or open attachments you do not frust.

Who receives what | just submitted? This process remains the same:
e You, the Writer
e Any additional Writers (if you added them, and provided their email addresses were correctly entered)
e Your Unit Manager - provided the @shn.ca email address was correctly entered
e ONA Local 111 Office — ONA111SHN Workload@ona.org
e Professional Practice Office — professionalpractice@shn.ca
e Chief Nursing Executive — via Professional Practice email address
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