72 Teesside
§ University

"\\\\.
.

Supervisor Practice Assessment PDF Form Completion

As you will see the Supervisor Practice Assessment Form is a PDF that can be completed
and signed electronically by the primary placement supervisor. The form must be opened
in Adobe Acrobat Reader.

Please refer to Clinical Practice Supervised Practice Assessment Guidance for further guidance on
grading etc.

S:\SSSHL\Clinical Psychology\CLINICAL PSYCHOLOGY 2013+\DClinPsy Programme\Clinical\Policy
and Guidance Documents\Clinical Practice Supervised Practice Assessment Guidance Vs2.docx

The form is a mix of drop down boxes and free text boxes.

It is your responsibility to ensure you have completed all benchmarks, all overall ratings,
all free text boxes and Pass or Fail. Unfortunately, the university will have to return any
incomplete forms which may delay the trainee’s course progression.

When you have completed the form you will need to sign and lock the document before it
can be sent to the trainee for them to upload to their overall clinical practice submission
(please note clinical practice submission dates).

This guidance will support you to create a digital signature and lock the Supervisor
Practice Assessment Form:


file://///Windows/DFS/Common/SSSHL/Clinical%20Psychology/CLINICAL%20PSYCHOLOGY%202013+/DClinPsy%20Programme/Clinical/Policy%20%20and%20Guidance%20Documents/Clinical%20Practice%20Supervised%20Practice%20Assessment%20Guidance%20Vs2.docx
file://///Windows/DFS/Common/SSSHL/Clinical%20Psychology/CLINICAL%20PSYCHOLOGY%202013+/DClinPsy%20Programme/Clinical/Policy%20%20and%20Guidance%20Documents/Clinical%20Practice%20Supervised%20Practice%20Assessment%20Guidance%20Vs2.docx

To create a digital signature and lock the PDF

System requirements: You will need Acrobat Reader DC (if you do not have this and cannot create
a digital signature please refer to page 8)

Note you only need to create a digital signature once — it will then be available for any future
documents you need to digitally sign.

e Fully complete the Supervisor Practice Assessment Form

e When you have fully completed the form and discussed it with the trainee you are
ready to ‘digitally sign, lock and send’ the PDF.

e Select the ‘more tools’ icon, as seen in the image below:
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This banner will appear at the top of the form

Home Tools Chrical Practice Sup.. X

B & 8 B Q

Certificates

e Click on Digital Signature

You will see a screen with this dialogue box

Acrobat Reader

Using your mouse, click and drag to draw the area where you would like the
signature to appear. Once you finish dragging ocut the desired area, you will be
taken to the next step of the signing process,

[1 Do not show this message again

O

e Position your mouse in the signature box (‘signed by primary supervisor’) and

click/drag the mouse to create a shaded area, where the signature will be placed.

Then click configure Digital ID (this screen will only appear the first time you use
‘Digitally Sign’, to enable you to create your digital signature).
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You will see a screen like this

Configure a Digital ID for signing =

Select the e of Digital ID:
A Digital 1D is required to typ 9

create a digital

signature.The most secure

Digital ID are issued by

trusted Certificate O

@ Usea Signature Creation Device
authorities and are based

Configure a smart card or token connected to your

computer
on secure devices like smart
card or token. Some are
based on files. .
Use a Digital ID from a file
You can also create a new O |Eﬂ-@ Import an existing Digital ID that you have
Digital ID, but they provide obtained as a file
a low level of identity
asSUrance.

Create a new Digital ID
- ]
Q  Create your self-signed Digital ID

®

e Select where you want to store your digital signature e.g. personal drive:

Select the destination of the new Digital ID ¥
Digital IDs are typically @ Save to File
issued by trusted providers o E o -
that assure the validity of Sawve the Digital ID to a file in your computer
the identity.
Self-signed Digital 1D may
not provide the same level Save to Windows Certificate Store
= assurance_and may not O [ @E_‘] Sawve the Digital ID to Windows Certificate Store to
be accepted in some use

N be shared with other applications

Consult with your recipients

if this is an acceptable form
of authentication.
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e Create your digital signature — complete the details as below (Name, email and
country will suffice):

Create a self-signed Digital ID *

Enter the identity Name

information to be used for

creating the self-signed Organizational Unit Enter Organizational Unit...

Digital ID.

Digital IDs that are seif- Organization Name Enter Organization Name...

signed by individuals do not -

provide the assurance that Email Address ‘ Enter Email...

the identity information is

valid. For this reason they A <

may not be accepted in Country/Region US'= UNITED STATES

some use cases. _
Key Algorithm 2048-bit RSA v
Use Digital ID for Digital Signatures v

® DY o

e You need to create a password:

Save the self-signed Digital ID to a file ¢

Your Digital ID will be saved at the following location :
Add a password to protect

the private key of the

Digital ID. You will need this C\Users\U0028959AppData\Roaming\Adobe\Acrobat
password again to use the

Digital ID for signing.

Save the Digital ID file in a ﬁpply a passwcrd to protect the Dlgital 1D:

known location so that you
can copy or backup it | |

Confirm the password:
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You will see a screen like this

- b
Sign with a Digital ID b
Choose the Digital ID that you want to use for signing:
o E’q John Smith  (pigital 1D file) View Details
R lssued by: Expires: 2024.10.24
i {

@ ( Configure Mew Digital 1D ) ( Cancel )

e Click Continue

You will see a screen like this

Signas' john Smith " X

Appearance john Smith v CCreate) ( Edit )

Digitally signed

_ by John smith |
Date: 2019.10.24
16:31:00 +01'00'

J Lock document after signing View Certificate Details

Review document content that may affect signing ( Review )

[Enter the Digital ID PIN or Password... .




e Ensurein that you tick ‘lock document after signing’ and enter your password to
digitally sign the assessment form.

Lock document after signing View Certificate Details

Document warnings have been reviewed ( Review )
Enter the Digital ID PIN or Password... Back

e You will be asked to save the document with a new file name:

File name: | Clinical Practice Supervised Practice Assessment Form Final (003

Save as type: | Adobe PDF Files (*.pdf) -

# Hide Folders Cancel

Once you click ‘save’ the form will then be digitally signed, locked and ready
to send.

Please do not sign until you are absolutely sure it is complete, as it will be
locked and you will be unable to edit any further.



What to do if you are unable to create a digital signature

In this situation you will need to print the completed document,
manually sign and scan it — this will save the document into a PDF that
can then be sent to the trainee.

Please note that you will need to ensure that what you have written
into the text fields are visible when you print and sign as the scanned
PDF will obviously lose functionality.



