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Note on Navigating this Document
Hyperlinks have been inserted in this electronic document between the items listed in the contents and the relevant pages in order to facilitate navigation when viewing this document on screen. 

To move quickly to the page you wish to view, let the cursor hover over the item in the contents list, press the Ctrl button on your keyboard and click the left-hand mouse button when the hand icon appears over the selected item.

Back to Contents
PERSONAL INFORMATION
Back to Contents
SAMPLE RECORD SHEET - PERSONAL INFORMATION

	Name:
	

	As per birth certificate/An Bord Altranais certificate of registration:
	

	Usual form of name:
	

	Ms/Miss/Mrs/Mr/Dr:
	

	Date of birth:
	

	Home address:
	

	Telephone number(s):

	Home:
	

	Mobile:
	

	Fax number:
	

	E-mail address(es):
	

	An Bord Altranais PIN:
	

	Date of registration in each division of register:

	An Bord Altranais


	Year of Registration
	Other Registration Body
	Other Registration Title

	RCN
	
	
	

	RGN
	
	
	

	RM
	
	
	

	RNID
	
	
	

	RNP
	
	
	

	RNT
	
	
	

	RPHN
	
	
	

	RPN
	
	
	


This page can be photocopied in order to have clean record sheets for updating purposes.

PROFESSIONAL EDUCATION

Back to Contents
SAMPLE RECORD SHEET - REGISTERABLE NURSING/MIDWIFERY QUALIFICATIONS

Sample

Record Sheet

	Title of Qualification (and academic level of award)
	Name of Hospital-based School of Nursing/Midwifery
	Name of Third-Level Education Institution
	Dates of Education/Training Programme

	
	
	
	

	Extracurricular activities:

	

	Meaningful achievements:

	


Tip: You could store copies of statements of examination results of courses undertaken (secondary evidence) with this page. You could also include a concise account of any critical learning incidents (primary evidence).

SAMPLE RECORD SHEET - OTHER PROFESSIONAL NURSING/MIDWIFERY QUALIFICATIONS

	Title of Qualification (and academic level of award)
	Name of Third-Level Education Institution
	Dates of Education Programme
	Modules
	Grade

	
	
	
	
	

	Extracurricular activities: 

	

	Meaningful achievements: 

	


Tip: If this form does not meet your requirements you can adapt it by removing headings or adding headings from other documents.

Section 4

EMPLOYMENT

Back to Contents
SAMPLE RECORD SHEET - EMPLOYMENT DETAILS

PROFESSIONAL NURSING/MIDWIFERY EMPLOYMENT

You should make several photocopies of these pages if you have held more than one nursing/midwifery post. If all relevant data will not fit into this pro forma, use a separate page.

	Title of post:
	

	Employer/organisation (name & address):
	

	Dates post held:

	From: 
	To:
	Full-time
	Part-time
	Part-time hours:

	
	
	
	
	

	Location of post:
	

	Specialised area/client group:
	

	Main responsibilities/duties:
	

	Knowledge and skills acquired for clinical practice, management and education:
	

	Main achievements in this post:
	

	Reasons for leaving the post:
	


Tip: If you still have a copy of the job description and person specification for this post (secondary evidence) you can store it next to this entry in your portfolio.

SAMPLE RECORD SHEET – EMPLOYMENT OUTSIDE NURSING/MIDWIFERY

You should make several photocopies of these pages if you have held more than one post outside nursing/midwifery that you feel has contributed to your nursing/midwifery career. If all relevant data will not fit into this pro forma, use a separate page.

	Title of post:
	

	Employer/organisation:
	

	Dates of employment:
	

	Location of post:
	

	Specialised area/client group (if applicable):
	

	Main responsibilities/duties:
	

	Knowledge and skills acquired that may have contributed to your nursing/midwifery career development:
	

	Main achievements in this post:
	

	Reasons for leaving the post:
	

	Contact name(s)/referees:
	


Tip: If you still have a copy of the job description and person specification for this post you can store it next to this entry in your portfolio.

CONTINUING PROFESSIONAL DEVELOPMENT

Back to Contents
SAMPLE RECORD SHEET - PROFESSIONAL DEVELOPMENT PLANNING/PERFORMANCE REVIEW

Nurses and midwives can refer to the Health Service Executive’s Learning and Development website (www.hseland.ie)for further guidance in personal development planning (PDP). You can review your past experience by using tools for reflecting on significant events and critical incidents.

	Employer:
	

	Employer’s/organisation’s objectives:
	

	Title of post:
	

	Grade:
	

	Date of personal development planning/performance review session:
	

	Department’s/team’s objectives:
	

	Key functions of own post:
	

	Main responsibilities:
	

	Achievements in this post:
	

	Knowledge, skills and personal qualities that have contributed to successes and achievements:
	

	Resources and activities needed to develop knowledge, skills and personal qualities:
	

	Target date for development of identified knowledge and skills:
	


You should make several photocopies of this page if you are likely to be involved in personal development and performance review on an on-going basis. If all relevant data will not fit into this pro forma, use a separate page.

SAMPLE RECORD SHEET – CLINICAL SUPERVISION RECORD

	Date of session:
	

	Name of clinical supervisor:
	

	Central issues addressed:
	

	New learning from session:
	

	Agreed action plan:
	

	Date of next session:
	


You should make several photocopies of this page if you are likely to be involved in clinical supervision on an on-going basis. If all relevant data will not fit into this pro forma, use a separate page.

Tip:  You could store copies of articles or reference lists concerned with clinical supervision or your area of practice with this page.

SAMPLE RECORD SHEET – STUDY ACTIVITY

	Topic studied:
	

	Time spent on study:
	

	Study methods:
	

	Aims of study activity:
	

	Aims achieved:
	


You should make several photocopies of this page if you are likely to be involved in study activity on an on-going basis. If all relevant data will not fit into this pro forma, use a separate page.

Tip:  You could store copies of lists of documents studied, websites visited, contacts made, etc, with this page.

SAMPLE RECORD SHEET - RESEARCH, AUDIT AND PROJECT WORK

	Title of research/audit/project:
	

	Dates of research/audit/project:
	

	Background to research/audit/project:
	

	Role in research/audit/project:
	

	Description of research/audit/project:
	


You should make several photocopies of this page if you are likely to be involved in research, audit and project work on an on-going basis. If all relevant data will not fit into this pro forma, use a separate page.

SAMPLE RECORD SHEET - DOCUMENTS

Record any documents with which you have been involved (i.e., written, co-written, edited, co-edited or contributed to) on this page.

	Title and type of document:
	

	Role in document:
	

	Publication details:
	

	Distribution details:
	

	Summary of content:
	

	Implications for practice:
	


You should make several photocopies of this page if you have been or are likely to be involved in providing or contributing to documents on an on-going basis. If all relevant data will not fit into this pro forma, use a separate page.

Tip: You could store copies or abstracts of your documents with this page.

SAMPLE RECORD SHEET - LECTURES, SEMINARS, PAPERS AND POSTERS

Record any lectures or seminars delivered and papers or posters presented with which you have been involved (i.e., written, co-written, presented or co-presented or contributed to) on this page.

	Title:
	

	Type of event:
	

	Date:
	

	Type and size of audience:
	

	Venue:
	

	Brief description of content:
	

	Learning outcomes:
	


You should make several photocopies of this page if you have been or are likely to be involved this sort of work on an on-going basis. If all relevant data will not fit into this pro forma, use a separate page.

Tip: You could store lists of reference material, websites visited and contacts made with this page.

SAMPLE RECORD SHEET - IN-SERVICE TRAINING

Record in chronological order any in-service training activities you have attended (e.g., intravenous drug administration, manual handling, fire safety, etc) on this page.

	Title of in-service training activity:
	

	Type of activity:
	

	Date:
	

	Venue:
	

	Brief description of content:
	

	Learning outcomes:
	


You should make several photocopies of this page if you have been or are likely to be involved in-service training on an on-going basis. If all relevant data will not fit into this pro forma, use a separate page.

Tip: You could store copies of any certificates of attendance, reference material and handouts issued with this page.

SAMPLE RECORD SHEET - CONFERENCES AND SEMINARS

Record in chronological order any conferences, seminars and similar events you have attended on this page.

	Title of conference or seminar:
	

	Type of activity:
	

	Date:
	

	Venue:
	

	Brief description of content:
	

	Learning outcomes:
	


You should make several photocopies of this page if you have attended or are likely to attend conferences or seminars on an on-going basis. If all relevant data will not fit into this pro forma, use a separate page.

Tip: You could store copies of programmes, any certificates of attendance issued and lists of contacts made with this page.

SAMPLE RECORD SHEET - MEMBERSHIP OF PROFESSIONAL ASSOCIATIONS AND ORGANISATIONS

Record membership of professional associations and organisations such as specialist groups or unions and your role on this page.

	Name of association and organisation:
	

	Address:
	

	Dates of membership:
	

	Membership number:
	

	Brief description of activities of association or organisation:
	

	Role in association or organisation:
	

	Brief description of skills acquired and relevance to practice:
	


You should make several photocopies of this page if you have been or are likely to be a member of more than one professional association. If all relevant data will not fit into this pro forma, use a separate page.

Tip: You could store copies of programmes, any certificates of attendance issued, documents contributed to and list of contacts made with this page.

OTHER RESOURCES

Back to Contents
Evidence for a Portfolio Demonstrating Continuing Competence

See Box 2, Section 4 of the Guidelines for Portfolio Development for Nurses and Midwives (3rd edition) for sample items. Add or delete rows as needed.

	Practice Standard
	Examples of

Primary Evidence

(items prepared by the nurse/midwife)
	Examples of

Secondary Evidence

(pre-existing items prepared by or in collaboration with others)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	


Demonstrating Continued Competence in an Advanced Nurse/Midwife Practitioner’s Portfolio

See Box 3, Section 4 of the Guidelines for Portfolio Development for Nurses and Midwives (3rd edition) for sample items. Add or delete rows as needed.

	Competency
	Examples of

Primary Evidence

(items prepared by the ANP /AMP)
	Examples of

Secondary Evidence

(pre-existing items prepared by or in collaboration with others)

	The ANP/AMP is an expert practitioner who practises at an advanced level in accordance with relevant legislation, ethics, standards, codes of conduct and scope of practice/decision-making framework
	
	

	
	
	

	
	
	

	The ANP/AMP provides professional and clinical leadership to other nurses and midwives
	
	

	
	
	

	
	
	

	
	
	

	The ANP/AMP initiates, co-ordinates and conducts nursing/midwifery research
	
	

	
	
	


Sample Personal Development Planning Template for Developing Competency

See Box 4, Section 4 of the Guidelines for Portfolio Development for Nurses and Midwives (3rd edition) for a example relating to developing competency in clinical audit. Add or delete rows as needed.

	Competence
	Ability to conduct clinical and/or nursing audit

	Performance indicators
	My current skill/proficiency level

(Expert; Good; Competent; Limited; Poor; Untested)
	My target skill/proficiency level
	Time scale for improving performance

	Able to:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Criteria for judging success
	Development opportunities and resources

	
	

	
	


Personal Development Planning:
SWOT Analysis
See Box 5, Section 4 of the Guidelines for Portfolio Development for Nurses and Midwives (3rd edition) for an example relating to venous cannulation. Add or delete rows as needed.

	SWOT (Strengths, Weaknesses, Opportunities and Threats) Analysis

(with some guiding questions)

	S
	Strengths
What are the best aspects of your practice and the care you give?

What positive feedback have you had?

What are you proud of?

What do you think you are most valued for, for example, by patients, relatives, other nurses, other members of the multidisciplinary team?
	

	W
	Weaknesses
What are your concerns about your practice in the context of, for example, your ward or hospital?

Do colleagues have a poor understanding of your contribution?

What difficulties within the organisation may negatively affect your practice or the delivery of your service?

What criticisms could, for example, patients, relatives, other nurses or other members of the multidisciplinary team have, or what, if any, complaints are you aware of?
	

	O
	Opportunities
How could your patients benefit by development of your service?

What innovative ideas have you had?

What has been identified at any performance reviews relating to you/your role?
	

	T
	Threats
Where are changes in other parts of the service affecting your work, i.e. changes internal/external to your work and organisation?

Where do you sense there is lukewarm support for, or even opposition to, your work?

Are there issues/problems with your funding?

Is changing skill mix affecting your work?
	


Source: Adapted from National Council and the Nursing and Midwifery Planning and Development Unit, HSE (South) (2008) Clinical Nurse/Midwife Specialist Role Resource Pack (2nd ed) and Pearse P and McSherry R (2007) Applying Clinical Governance in Daily Practice. In Pearse P and McSherry R (Eds) Clinical Governance: A Guide to Implementation for Health Professionals (2nd ed). Blackwell Publishing, Oxford.

Reflecting on an Incident
See Exemplars 1-3, Section 4 of the Guidelines for Portfolio Development for Nurses and Midwives (3rd edition) for sample items. Add or delete rows as needed.

	The incident 

What happened? When? Where? How?


	

	What did I do or not do? What did others do or not do? What was I responsible for? How was I feeling?


	

	What went well, badly or unexpectedly?
	

	Why did it happen? Why did I act, think or feel the way I did?
	

	What might be the consequences? Who might be affected?
	

	Who needs to know? Who needs to take action? When?
	

	What did I learn from this? What would I do differently?
	

	How can I take a different perspective?
	

	What skills and knowledge do I need to develop? How can I incorporate them into an action plan?
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