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PIP TooLKIT PURPOSE

This Toolkit is designed to guide NCIN grantees in fulfilling the grant requirements of a pre-entry
immersion program, and meeting and sustaining the leadership and mentoring requirements of the
scholarship grants (See Appendix) from the Robert Wood Johnson Foundation. . The recommended
activities are designed to support Nursing School faculty members in assisting New Careers in
Nursing scholarship recipients and nursing students with support and structured opportunities to
prepare the students for the rigor of an accelerated nursing program.

The Toolkit will complement the orientation activities and leadership and mentoring activities
offered by the Schools of Nursing.

PIP TOOLKIT OBJECTIVES

The objectives of the PIP Toolkit are to:

® Address the self-identified needs of RWIJF scholarship recipients as they begin accelerated
programs of study.

® Provide information and guidance on implementing pre-entry support for RWJF scholars prior to
their entry into an accelerated nursing program.

® Provide turnkey instructional options for mentoring and leadership development activities for
grantee schools,

® Provide support and structured opportunities to increase scholars success as they enter the
accelerated nursing program and ensure retention as they move into the nursing profession.

® Provide information on how to encourage grantees to explore and develop partnerships using
innovative strategies to increase diversity in nursing leadership.
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How 10 USE THE PIP ToOLKIT

The Toolkit begins with an Orientation and Support Assessment that allows you to get a quick view
of where your school stands currently with respect to the orientation and support that is provided
to students as they enter your accelerated program.

The Toolkit includes a Basic Plan, which contains all the foundational steps that are integral to the
students’ continued success as they move into and through your program. Your PIP Plan must
include, at a minimum, the following components: Learning and Study Strategies (LASSI), time
management skills, study skills, test taking techniques, mentoring and leadership development.

You are encouraged to use the Basic PIP Plan as a starting point, customizing as necessary to add
additional material for issues unique to your school.

DESIGNING A PIP PLAN

Now, on to developing a PIP plan! Start with the Orientation and Support Assessment and build on
what you know about your school.

Once you have completed the Orientation and Support Assessment, you will have a sense of the
level of orientation and support you provide and the available resources that will shape the PIP plan
that you can provide for the students.

Your responses on the Orientation and Support Assessment will indicate how you might use the
Basic PIP plan included in this toolkit.

Use the Basic PIP plan to verify what you need to offer or use it as a starting point if you have no PIP.
The Basic PIP can supplement an already existing plan that might have some gaps, or to fine tune an
existing plan that is missing only a few of the required components.

Once you have your plan outlined, submit it to the NPO using the PIP Agenda Template in the
Appendix, page 72. View a sample PIP Agenda in the Appendix, page 74.
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NEW: PIP ONLINE SUPPLEMENT

As you develop your PIP plan, you may also supplement it with the PIP Online. The PIP Online is
designed to complement the PIP Plan that you implement with your students. Because it is
supplemental in nature, it is not intended to replace your Pre-Entry Immersion Program.

The PIP Online was developed to allow you to reach the students early and start getting them
immersed in your program. The PIP Online allows you to offer students key information and skill
building tools that will help prepare them for the rigors of the program.

https://www.coursesites.com

The PIP Online Supplement offers the following basic modules:

Module I: Welcome to Nursing

Module Il: Developing Survival Skills: Participating in Our Program
Module lll:  Introduction to Mathematics in Nursing

Module IV:  Introduction to Medical Terminology

Module V: Leadership in Nursing

These modules were designed using student feedback that identified what they felt was important
and useful based on the PIPs they attended, your feedback, and the feedback from the PIP Task
Force. The modules can be customized to fit your needs based on your technology resources.

The PIP Online modules are being offered on COURSEsites by Blackboard as a template. Schools
have the following options to obtain the PIP Online modules:
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1. Copy the PIP Online modules into your own Learning Management Systems (LMS) which can
include Blackboard. (You will be able to customize the modules if you copy the PIP Online
modules to your LMS.); or

2. Open a COURSEsites account and copy the PIP Online modules into that account. (Once you
have your own account, you can customize the modules.)

Use the following link to access COURSEsites: https://www.coursesites.com/webapps/Bb-sites-
course-creation-BBLEARN/pages/index.html. You will be managing the PIP Online for your school.

In addition, schools will be using a Collaborate Room for the live seminars that are a part of the PIP
Online modules. Schools have the following options:

1. Use their own Collaborate room or alternative virtual rooms; or

2. Use the NCIN Collaborate Room

Programs may contact the National Program Office if assistance is needed to gain access to this
on-line supplement or to use the NCIN collaborate room.

Contact: 202-463-6930, ext. 257 or email jjeanty@aach.nche.edu.
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ORIENTATION & SUPPORT ASSESSMENT

This assessment is intended to provide you with an opportunity to gain a quick understanding of the
school’s level of orientation and support provided to students. Your results will indicate how you
might use the Basic PIP plan included in this tool kit. Each school is a mix of the elements examined
in the assessment. The assessment will give you a sense of where your organization stands at this
point in time. You will be able to identify areas where you will need to shift the orientation and
support you provide by determining how you want to convert your “no” response to a “yes.”

Because an organization’s level of orientation and support can shift based on changes made to your
school’s administration and faculty as well as the students in each program, annual assessments of
the organization are helpful in reviewing the PIP plan and determining if the scope continues to be
appropriate or may need to be adjusted.

A. Orientation Activities: Information provided to students prior to their entry Yes | No
into accelerated nursing programs greatly supports their overall ability to
succeed in the programs and allows for higher retention rates.

1. Do you provide PAPER-BASED comprehensive orientation information about the
program the student is about to enter (booklets, guides and/or checklists)?

2. Do you provide ONLINE comprehensive orientation information about the program
the student is about to enter (booklets, guides and/or checklists)?

3. Do you provide specific information about adult learning and accelerated programs?

4. Do you provide specific information about the critical thinking as applied to nursing?

5. Do you conduct any in-person orientation meetings?

6. Do you conduct any in-person meetings between the students and faculty?

7. Do you specifically provide or discuss with the students the time requirements of the
program and the need for time management and life balance?

8. Do you conduct any in-person social activities or gatherings?

9. Do you provide the students with the LASSI assessment?

10. Do you provide the students with information on study skills or test taking skills or
writing skills?

11. Do you provide the students with information on writing skills?

12. Do you provide the students with information on nursing and/or basic medical
terminology?

13. Do you provide the students with their schedules one to two months in advance of
the start of the program?

14. Do you conduct meetings or provide information on the policies and procedures
specific to your nursing program?

15. Do you provide the students with information about professional etiquette?
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ORIENTATION AND SUPPORT ASSESSMENT (CONTINUED)
B. Support: Ongoing support is critical to a positive learning experience and critical to Yes No

the students’ success in the transition from nursing student to nursing leader.

1. Do you conduct periodic check-ins to see how the student is doing and to offer
support services?

2. Do you conduct any meetings that allow the students to ask questions of and interact
with nursing professionals (including nurses in specialty fields) to introduce them to the
health care industry in general and the nursing profession specifically?

3. Do you provide ongoing professional socialization opportunities where the students
can learn the language of nursing meet nursing professionals and/or see nursing
professionals in practice?

4. Do students have access to a student counseling center?

5. Do students have access to academic support services?

6. Do students have access to a financial assistance office?

7. Do you have a mentor program that matches students with mentors or alumni
mentors from the nursing profession and/or nursing specialties?
8. Do you have an alumni association that is active with the students?

9. Do you have a leadership development program?

C. Post Program Support: Once a student graduates from the accelerated Yes No
program, continued support often makes the difference for retention in the field.

1. Do you have an active alumni association or network that interacts professionally
and/or socially with your graduates?
2. Do you offer any graduate-alumni mentoring programs?

Once you have completed your assessment, and reviewed your answers, review the recommended
PIP plan and begin to make modifications to your orientation as needed. Plan a program that will
offer all the required components.

Source: Format and text adapted from Organizational Self-Assessment by Antonia Villarruel, PhD, RN, FAAN.
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PIP PLAN

DESIGN PROCESS

ORIENTATION AND SUPPORT ASSESSMENT
Assess the level of orientation and support your school provides
to determine the scope of your PIP plan.

1L

PIP PLAN DESIGN
The results of your assessment will guide you as to how to modify your

orientation activities. Review the recommended PIP plan and begin to make
modifications to your orientation program as needed or start with the Basic PIP Plan.
Plan a program that will offer all the required components.

Learning and Study
Strategies (LASSI)

Time Management | | Stgdy
Skills Skills
Required
Components
Test Taking Mentoring
Techniques | |

Leadership
Development
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BAsic PIP PLAN

Based on your Orientation and Support Assessment results, you can determine if you need to begin
with the Basic PIP Plan, supplement your existing plan with more components or fine tune your
existing PIP plan to provide all the required components.

BASIC PIP PLAN

Nursing School Introduction Page 13
1. Introduction to Nursing Presentation Page 13
1. Who Are You Exercise Page 13
2. Nursing Experience Exercise Page 18
The Accelerated Learning Process Page 21
1. The Accelerated Learning Process — What to Expect Page 21
2. Campus Tour Page 27
Time Management Page 28
1. Time Management Presentation Page 28
2. Time Tracking for Time Management Exercise Page 32
Skill Development Page 36
1. LASSI Introductory Presentation (LASSI to be taken prior to PIP) Page 36
2. Study Skills Presentation and Exercise Page 39
3. Test Taking Techniques Presentation and Exercise Page 58
Professional Socialization Page 47
1. Nursing Lingo Bingo Exercise Page 47
2. Professional Etiquette Exercise Page 51
3. Mentoring Presentation Page 57
The Journey from Nursing Student to Nursing Leader Page 61
1. School Policies and Procedures Presentation Page 61
2. Introduction to Faculty Page 62
3. Networking Opportunities Page 62
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THE PIP 2 DAY SEMINAR FORMAT

COLLEGE OF NURSING
PRE-ENTRY IMMERSION PROGRAM

Page | 13

APPROXIMATE TIME DAY ONE: ActiviTY RESOURCES
Welcome — Introduction to PIP Dean, Program Liaison
5 minutes Review of Agenda/Logistics — cell phones Program Liaison
off, location of restrooms
Student Introductions/Faculty Program Liaison
10 minutes Introductions — each person gives their
name, faculty members identify what they
teach.
Nursing School Introduction — brief set up | Program Liaison
for presentation and exercises Page 13
Introduction to Nursing Presentation Program Liaison Page 13
Who Are You Exercise Program Liaison or Page 14
90 minutes Faculty Member
(2.0 hours) Nursing Experience Exercise Program Liaison or Page 18
Faculty Member
The Accelerated Learning Process — What Program Liaison or Page 21
to Expect — participants meet with current | Faculty Member
120 minutes students to learn how to deal with the
(2 hours) rigors of an accelerated program.
Campus Tour (and Lunch) — Participants Program Liaison Page 27
get physically acclimated to the campus.
Skill Development: Program Liaison or Page 28
Time Management Presentation— brief set | Faculty Member
45 minutes up for exercise on day two —hand out time
Tracking Journal for students to track their
evening activities. Have students read
Chapter 3 of Test Success.
Study Skills Presentation — brief set up for | Program Liaison or Page 39
exercise on day two —hand out textbook Faculty Member
chapter for students to read before day
two. Have students read Chapter 4 of Test
Success.
30 minutes School Resources — introduce school Program Liaison
support staff and resources available for
student support.
15 minutes Close Day One — students each give their Program Liaison
big “take away” for the day.
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APPROXIMATE TIME

DAY TWO: ACTIVITY

Page | 14

RESOURCES

Skill Development: Program Liaison Page 32
Time Management Skills Exercise — using
Time Tracking Journals students made for
150 minutes prior evening
(2.5 hours) LASSI Introductory Presentation Program Liaison Page 36
Study Skills Exercise — using textbook Program Liaison or Pages 39
chapter students read in preparation for Faculty Member
day two.
Test Taking Techniques Presentation Program Liaison or Pages 58
Faculty Member
Professional Socialization — brief set up for | Program Liaison Page 47
presentations and exercises
120 minutes Nursing Lingo Bingo Exercise Program Liaison or Page 47
(2 hours) Faculty Member
Professional Etiquette Exercise Program Liaison Page 51
Mentoring Presentation Program Liaison Page 57
The Journey from Nursing Student to Program Liaison Page 61
Nursing Leader — brief set up for
90 minutes presentations
(1.5 hours) School Policies and Procedures Program Liaison Page 61
Introduction to Faculty —introduce faculty | Faculty Page 62
that will be teaching in the program and
any mentors already identified for your
mentoring program.
Networking Opportunities Program Liaison Page 90
25 minutes Bringing It All Together — Ask the students | Program Liaison
to share some of the adjustments they
realized they will need to make in order to
cope with the rigors of the accelerated
program.
15 minutes Close Dean, Program Liaison
60 minutes Meet and Greet — students (newly entering | Students, Faculty and
(1 hour) and current), faculty, mentors and alumni Alumni

mix and mingle in a social setting.

NOTE: The University of Mississippi School of Nursing PIP Agenda is provided in
Appendix as a sample PIP agenda.

PIP 2 DAY SEMINAR FORMAT
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PART I: NURSING SCHOOL INTRODUCTION

Section One: Introduction

The students who attend your school of nursing will come from diverse cultures, family histories and
economic situations. One thing they all have in common is a desire to transition from what they
were doing previously into the field of nursing. They will all bring a host of life experiences and
knowledge that they will want and need to connect to what they are learning in your program.

There is a level of excitement as well as a level of anxiety associated with transition, and in
particular, transition at an accelerated pace. You can insure a higher rate of success in your program
and correspondingly higher rates of retention in the field. The requirement for doing so is to help
your students enter your program with an introduction that gives them time to explore how they
are connected to their fellow students through their choice to enter the nursing profession, how
each of their lives connects to the nursing profession already, and by showing them how much they
already know. This approach may help reduce the anxiety all new learners face and sets the stage
for them to succeed.

Section Two: Presentation and Exercises
The exercises in this section are designed to bring the students into the learning community and to

set the base for their entry into the accelerated nursing program by showing them the connections
with and knowledge about the nursing profession.

Nursing School Introduction — Presentation and Exercises

A. Introduction to Nursing Presentation
B. Who Are You Exercise
C. Nursing Experience Exercise

A. Introduction to Nursing Presentation

This presentation is design to inspire and motivate the students by giving them a sense of
the tradition, honor and prestige as they join the nursing profession. The students will gain a
sense of pride in their choice to become a nurse as they understand some of the history
behind the profession and the meaning nursing brings to many people’s lives.
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INTRODUCTION TO NURSING
FACILITATION GUIDE

PURPOSE

This introduction is designed to provide the students with a sense RESOURCES NEEDED

of inclusion in a profession that is steeped in history. The students

begin to get a sense of the tradition and honor surrounding the v A/V set up to be able to

nursing profession. The students also understand that they will view the video from
. . . s YouTube.

belong to a distinguished community of giving individuals who

impact the lives of people around them.

PROCESS
Presentation Total Time Frame: 15 minutes minimum (depends on size of the group)

Setting: Any

Preparation

» Access the video, The History of Care, found at this link on YouTube (video runs 4:43
minutes): http://www.youtube.com/watch?v=ETGimleTeis&feature=related

» Prepare your audio/visual set up to be able to show the video.

Step 1. Welcome the Students and Show the Video (6 minutes)

Welcome the students to the profession of nursing and let them know they have chosen to enter a
profession that is steeping in history and honor.

Play the video (4:43 minute run time).
Step 2. Present: What is Nursing? (2 minutes).
Present the following or similar comments (add additional information if desired):

Nursing is a profession within the healthcare sector focused on the care of individuals, families, and
communities so they may attain, maintain, or recover optimal health and quality of life.

The American Nurses Association (ANA) states nursing is the protection, promotion, and
optimization of health and abilities, prevention of illness and injury, alleviation of suffering through
the diagnosis and treatment of human response, and advocacy in the care of individuals, families,
communities, and populations.

Source: Wikipedia, http://en.wikipedia.org/wiki/Nursing

INTRODUCTION TO NURSING FACILITATION GUIDE 1
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Step 3. Present: What is a Nursing Practice? (7 minutes)

Nurses may be differentiated from other health care providers by their approach to patient care,
training, and scope of practice. Nurses practice in a wide diversity of practice areas with a different
scope of practice and level of prescriber authority in each. Many nurses provide care within the
ordering scope of physicians, and this traditional role has come to shape the historic public image of
nurses as care providers.

However, nurses are permitted by most jurisdictions to practice independently in a variety of
settings depending on training level. In the postwar period, nurse education has undergone a
process of diversification towards advanced and specialized credentials, and many of the traditional
regulations and provider roles are changing.

Nursing practices take many forms and the following are some examples of the many practices open
to you:

Agency, Ambulatory Care, Anesthesia, Cardiac Care, Case Management, Critical Care, Emergency,
Forensics, Gastroenterology, Geriatric, Holistic, HIV/AIDS, Informatics, Legal Nursing, Midwifery,
Military, Neonatal, Neuroscience, Nurse Practitioner, Oncology, Pediatric, Perioperative (OR),
Psychiatric, Research, School Nursing, Transplant, Trauma, Travel Nursing, Urology and Women’s
Health.

Over the course of this program, you will hear more about these different practices and will likely
meet nurses in these practices as you move into the clinical portions of the program.

Source: Wikipedia, http://en.wikipedia.org/wiki/Nursing, and http://allnurses.com/nursing-career-
advice/types-nursing-careers-121955.html

Step 4. Close

Thank the students for their decision to become a nurse.

INTRODUCTION TO NURSING FACILITATION GUIDE 2
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B. Who Are You Exercise

This exercise will help create a cohort feel so that the students know each other better as
they start the program. This allows them to build relationships with other students that will
create the opportunity for support networks that will last throughout the program and
beyond.

This exercise helps students get a jump start on bridging differences within their own group
and build relationships quickly. The exercise is comprised of the Who Are You Exercise
Facilitation Guide, and the Handout: Interview Protocol. These documents follow this
section.
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WHoO ARE YOU EXERCISE
FACILITATION GUIDE

PURPOSE
This exercise provides a means for diverse group members to RESOURCES NEEDED
get to know each other on a deeper level while promoting
listening skills and building relationships.

v"Interview Protocol
Handout

PROCESS
Exercise Total Time Frame: 35 minutes minimum (depends on size of the group)

Setting: Any

Preparation
» Make enough copies of the handout for all participants:
Interview Protocol Handout
» Review the handout and familiarize yourself with the content to be presented.

Step 1. Exploring Differences within a Group. (5 minutes).

Open with the following or similar comments:

You all are in a group that will be going through this accelerated nursing program for the next
(fill in the number) months. Being able to find commonalities is key to building relationships among
yourselves so that you have a system of support.

This exercise focuses on finding the commonalities and bridging the differences between you as
fellow students and as a group of people who will now enter an accelerated nursing program. It can
improve the comfort level of those of you unfamiliar or limited in your interactions with diverse
people and communities, enrich your interactions, and increase the opportunity for enduring
relationships.

Step 2. Interview Protocol (10 minutes)

Have the students divide themselves in to pairs or groups of three (pairs preferred), depending on
the group size. Students should be in pairs or groups with people they do not know.

Distribute the Handout (Interview Protocol Handout) and tell the students:

WHO ARE YOU EXERCISE FACILITATION GUIDE 1
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Pairs have 3 minutes to interview each person or a total of 6 minutes to interview both people
Groups of three people have 2 minutes per person for a total of 6 minutes to interview everyone in
the group.

Tell the students: The format is an interview format — one person asks the questions, the other
answers — not a discussion format.

Give the students time announcements at 2 minutes, 3 minutes and 4 minutes so they can switch
roles.

Step 3. Introductions (15 minutes, approximate —depends on size of group)

Have students introduce the person they interviewed, 1 minute summaries — summarizing the
information or going through it briefly without adding additional comments.

Step 4. Debrief (5 minutes, approximate —depends on size of cohort)

Ask the students to comment on what they learned about their fellow cohort members — were
there any surprises, did they learn something new, did they find they had something in common
with someone else, how might they view their fellow cohort members differently now, how might
they interact differently now that they know more about each other.

Step 5. Close

Thank the students for participating.

WHO ARE YOU EXERCISE FACILITATION GUIDE 2



Robert Wood Johnson Foundation New Careers in Nursing Page | 21
PIP Toolkit

WHoO ARE YOU EXERCISE

INTERVIEW PROTOCOL HANDOUT

Timing:

Pairs get 3 minutes to interview each person — 6 minutes total.
Groups of 3 get 2 minutes to interview each person — 6 minutes total.

Suggestions:
¢ Take notes.

¢ Listen to each other from a place of curiosity and acceptance.

1. What are the accomplishments you are most proud of personally?

2. What are the accomplishments you are most proud of professionally?

3. How did you select nursing as your next career?

WHO ARE YOU EXERCISE — INTERVIEW PROTOCOL HANDOUT
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C. Nursing Experience Exercise

This exercise provides a means for the students to recognize that they possess some
knowledge already about the nursing profession and have had exposure to the practice of
nursing.

This exercise helps students get a jump start on their learning because they understand that
they have a level of familiarity with the nursing profession and are not beginning their
journey with a total lack of knowledge. The exercise is comprised of the Nursing Experience
Exercise Facilitation Guide. The guide follows this section.
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NURSING EXPERIENCE EXERCISE
FACILITATION GUIDE

PURPOSE
This exercise provides a means for the students to recognize RESOURCES NEEDED
that they possess some knowledge already about the nursing V" Flip chart
profession and have had exposure to the practice of nursing. v’ Markers

v" Tape
PROCESS

Exercise Total Time Frame: 15 minutes minimum (depends on size of the group)
Setting: Any

Preparation
» Flip chart and markers available in room

Step 1. Discover what you know already.

Open with the following comments:

Many of you may feel the awareness dawning that there is much to be learned and you might even
feel that you are not sure how you will learn it all! Granted, some part of that is true, but first it is
necessary to take a step back and ask, what do | know already that | did not acknowledge to myself
that | knew — or did not know that is part of what | am going to learn in this nursing program. Taking
this time to reflect can help you realize that you are not coming into this program as a blank slate
and it may even confirm for you that you already know some important things about the nursing
profession.

Step 2. Ask the students to raise their hands if they have been taken care of by a nurse or know
someone who has been taken care of by a nurse?

Note out loud: “Okay, about (1/3, 1/2, 3/4, etc.) of you. Good.”

Step 3. Select a student and ask them to describe what they remember about the nurse and what
they observed the nurse doing.

Flip chart what they say, using bullet points to capture the duties and responsibilities they identify.

Tape the completed flip chart pages up for all the students to see.

NURSING EXPERIENCE EXERCISE FACILITATION GUIDE 1
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Step 4. Debrief (5 minutes, approximate —depends on size of cohort)

Note to the students that everything they observed is, in fact, what nurses do (pointing out if there
are things that nurses should not be doing if the students observed negative behaviors).
If the students noted any negative behaviors, ask them what the nurse should have done.

Ask the students if they are surprised at the amount of what they are already familiar with as far as
what nurses do. Let them provide input.

Ask the students if they learned anything from what others shared. Let them provide input.
Step 5. Close
Summarize with:

Based on this exercise, you can see that you actually do know quite a bit about what nurses do.
Whether you know it or not consciously, you also have values around what nurses should and
should not do. These are the foundations upon which you will build as you enter your new
profession. What they will learn in the program is not only what a nurse does, but how a nurse
thinks.

Thank the students for participating.

NURSING EXPERIENCE EXERCISE FACILITATION GUIDE 2
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PART ll: THE ACCELERATED LEARNING PROCESS — WHAT TO EXPECT

Section One: Introduction

It is critical for the students, as adult learners who are entering an accelerated nursing program, to
understand that they will be entering into a different learning environment — one that they have not
experienced before. They will need to be actively engaged in the learning process and they will find
that they have different expectations of themselves, the faculty, and the nursing professionals they
meet through the program. These expectations will need to be managed.

Section Two: Presentation and Exercises
The Accelerated Learning Process — Presentation and Exercises

A. The Accelerated Learning Process — What to Expect
B. Campus Tour

A. The Accelerated Learning Process — What to Expect

Entering an accelerated program can be unsettling for an adult who has achieved a level of
success in another field or in their chosen role in life. While the student might be excited
about the transition, he or she really does not know what the process is going to feel like.
Once the program begins, the student may feel a great deal of anxiety because they realize
what they do not know.

This exercise introduces the students entering the program to students who are currently in
the program. The current students share their experiences and impact their ongoing
“lessons learned” to the entering students. The exercise is comprised of The Accelerated
Learning Process Presentation Facilitation Guide, the following handouts: SMART Goal
Setting Criteria, Sample Goal Setting Framework, and the Goal Setting Framework. The
guide and handouts follow this section.
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THE ACCELERATED LEARNING PROCESS PRESENTATION
FACILITATION GUIDE

PURPOSE RESOURCE NEEDED

This exercise provides students entering the program a preview v 3x5cards

of the “fast lane” of an accelerated program and some tips on how v Pens

to adjust to being an adult learner in an accelerated program. v' Goal Setting
Handouts - 3

PROCESS

Exercise Total Time Frame: 35 minutes minimum (depends on size

of the group)

Setting: Any

Preparation

» Recruit several of your current NCIN students to speak to the students entering the program
about how to cope with the rigors of an accelerated program.

» Set chairs in a large circle - enough for both current and newly entering students (all current
students should be sitting side by side much like a panel, but part of the circle). Faculty sits
outside the circle. Have one moderator to keep the questions moving and to keep time.

» 3 x5 cards ready to handout with pens.

» Copy enough Goal Setting Handouts (SMART Goal Setting Criteria handout, Sample Goal
Setting Framework handout, Goal Setting Framework handout) for the students and
familiarize yourself with the content.

Step 1. Opening and Introductions. (5 minutes)
Lecture/Discussion Content

Open with the following: Learning new things, at any stage of life, is challenging. You are taking on
new careers. You will be challenged by this accelerated program of learning that seeks to engage
you in a different manner than you are used to being engaged when you were in school previously.

During your program, you will be actively involved by:

® sharing your perspectives and how the information you are learning relates to your goals,

® Sharing your life experiences and knowledge gained prior to entering the program,

e asking questions and seeking to understand how information is relevant to your goals and/or the
nursing work you will be doing,

® |earning theoretical material that will be applied in practical settings with patients, and

® being present, participating and taking maximum advantage of the learning opportunities
provided.

|

THE ACCELERATED LEARNING PROCESS PRESENTATION FACILITATION GUIDE
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Because you have full lives, you will need to be aware of the barriers to your learning and
address them so that you have the richest experience possible. The following barriers may
influence your ability to maximize your learning: time, money, confidence, interest level, social
commitments, family and many other priorities.

Self-awareness, balance and communication with others are factors that can help you succeed.
These students have graciously agreed to be here today to help you begin to think about what
you might need to address to be able to cope effectively in this accelerated program.

Distribute 3 x 5 cards and pens: Take a moment to jot down (one question to a card) two or
three questions you’d like the current students to address about the rigors of the program.
Hand them to the moderator.

Step 2. Discussion (10 minutes)

Read the questions to the current students — some or all of them may answer the questions.
Allow for some different methods of coping to surface. Allow follow on questions as necessary.

Step 3. Planning (2 minutes)

Ask the students to begin to think about what they can commit to doing to reduce their
barriers based on what they heard the current students share.

Give the students the three Goal Setting Handouts and have them take them home and write
down, before the orientation continues the next day, at least one adjustment goal that will help
them cope with the accelerated nature of the program. Let students know that they will be
asked to share at least one thing they realized they might need to adjust in order to deal with
the rigors of the accelerated program.

Step 4. Close

Thank the students for sharing their experiences.

THE ACCELERATED LEARNING PROCESS PRESENTATION FACILITATION GUIDE 2
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SMART GOAL SETTING CRITERIA

A SMART goal is:

v’ Specific — The goal is clearly identified so that it answers the questions:

Who: Who is involved?

What: What do | want to accomplish?

Where: Identify a location, if appropriate.

Which: Identify requirements and constraints, if any.

Why: Specific reasons, purpose or benefits of accomplishing the goal.

v' Measurable — The success toward meeting the goal can be measured. Measurement is
objective and answers the question: How will | know if I’'ve done it?

v Attainable — The goal can be achieved in a specific amount of time — the scope matches the
time frame. An attainable goal answers the question: Can what | want to do actually be
done in the time frame | select?

v Realistic— To be realistic, a goal must represent an objective toward which you are both
willing and able to work. A realistic goal answers the question: Am | willing and able to do
this?

v" Time Bound — The goal has a clearly defined time frame including a target

date. Having a time frame answers the question: When will | achieve the goal?
EXAMPLE:
A general goal would be, "Get in shape." But a specific goal would say, "l will join the health

club on 2™ street for $30/month and workout 3 days a week in order to lower my cholesterol
levels and build my aerobic capacity."
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SMART GOAL SETTING CRITERIA HANDOUT
SAMPLE COMPLETED GOAL SETTING FRAMEWORK

GOAL SETTING FRAMEWORK

Goal: What do you
want to achieve?

Action
Steps/Strategies:
What steps will you
take to achieve each
goal?

Measurement/Objective
Evidence: How will you
know when each goal is
achieved? What will you
be doing or saying
differently?

Celebration: What will
you do to celebrate
reaching each goal?

Eat healthily while
completing the
program.

1. Communicate to
those around me how |
want to eat/my dietary
needs.

2. Ask for help and
support for those
involved in my food
preparation and/or
seek help from a
qualified professional
for diet advice.

3. Make time to have
the proper foods on
hand and budget for
preparation time.

4. Plan mealsin
advance and schedule
time to eat.

5. Investin lunch bags.

| will be eating three
meals a day, sitting
down (not on the run). |
will not be eating junk
food. I will ask for help
with food preparation.

| will buy a snazzy new
insulated lunch bag.

Balance family time

with school/study time.

1. Communicate to my
family the nature and
requirements of the
program.

2. Share my goal with
my family and ask them
to participate in helping
balance and plan the
time | am with them.

3. Record the plan and
post it somewhere
visible to all.

| will honor the plan and
| will bring it up, if need
be, for discussion if my
family or I find the plan
needs to change. | will
review my schedule on a
monthly basis to see if |
have honored the plan. |
will negotiate with my
family if I cannot honor
the plan.

| will treat my family
and myself to dinner out
in recognition of the
efforts it took me for us
to honor the plan.

| will manage my
stress.

| will breathe deeply
when | feel stressed.

I will take a short walk
outside to give myself
time to detach from
stressful situations.

| will be more centered
and calm when dealing
with stressful situations.
| will not yell.

I will lie on the couch
and read a book.
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GOAL SETTING FRAMEWORK HANDOUT

GOAL SETTING FRAMEWORK

Goal: What do you Action Measurement/Objective | Celebration: What will
want to achieve? Steps/Strategies: Evidence: How will you | you do to celebrate
What steps will you know when each goal is | reaching each goal?
take to achieve each achieved? What will you
goal? be doing or saying

differently?

GOAL SETTING FRAMEWORK HANDOUT P
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B. Campus Tour

Acclimatizing students to their physical setting is a critical element of any PIP program. Students
can “hit the ground running” when they are already familiar with where the classes are, where
the resources are, and where they can rest and relax in between.

Have the current students who participated in the “What to Expect” session lead the students
on a tour around the campus, sharing their own favorite short cuts and/or relaxation spots.
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PART lHll: TIME MANAGEMENT

Section One: Introduction
One of the biggest challenges for adult learners in an accelerated program is time management.

In order to manage their time, the students must manage themselves in order to successfully
complete the program of study.

Section Two: Presentation and Exercises

Time Management — Presentation and Exercises

A. Time Management Presentation
B. Time Tracking for Time Management Exercise

A. Time Management Presentation

Time management is self-management. There are only 24 hours in a day and the
students must choose how they spend their time. With competing commitments and
priorities, the choices become more difficult as the students balance school
requirements with families and friends, work, religious pursuits, hobbies and other
activities that round out their lives.

This presentation helps students to understand that they must take charge of how they
manage time by looking at how they manage themselves and how the communicate
with others around the choices the student must make to keep everything in balance.

This presentation is comprised of the Time Management Presentation Facilitation Guide
and the Time Tracking Handout. These documents follow this section.
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TIME M ANAGEMENT PRESENTATION

FACILITATION GUIDE

PURPOSE

This exercise provides each student a basic understanding that the RESOURCE NEEDED
concept of time management is actually the concept of self- v’ Test Success, 5" ed.,
management and helps them set goals to manage their own time. Chapter 3

PROCESS

Exercise Total Time Frame: 20 minutes minimum (depends on size of the group)
Setting: Any

Step 1. Present the concept of time management. (10 minutes)

Open with the following presentation:

Time may be our most valuable resource -- which is probably why we give it human qualities. We say
time flies when we’re celebrating with friends, it crawls during a long staff meeting and it even stands
still sometimes in monumental moments.

But it can’t actually do any of these things. Because no matter where you are —or who you are —time
ticks by in the same exact intervals for everyone. The only things that actually change are our
perceptions of it, and how we use it.

Today, we’re so obsessed today with managing it. The funny thing is, some of the things we do in the
name of getting more things done — are actually counterproductive. So today, I’'m going to review three
popular time management mistakes.

Mistake Number 1: Working Long Hours & Skipping Breaks

Think about your cell phone for a moment. If you use it all day, what happens? At some point the
beeps start, the signal fades and it dies. If you turned it off between calls, it would last a little longer.
But you have to recharge the batteries to restore full power.

We don't expect our cell phones to run forever without recharging. But we're often so busy that we
expect ourselves to. We skip the chit chat, plow through lunch and leave work exhausted. And then still
feel like we should have gotten more done. Ironically, we could have - if we had taken a few time outs
during the day.

Studies show that whether you take a break or not, your brain does - every hour or so. If you push on,
your performance and productivity will plummet. You may read the same sentence several times, spend
forever writing just one email or lash out at a ringing phone. By afternoon, it can actually take five
times as long to finish your task now versus someone who takes a time out every hour.

The key to recharging your batteries throughout the day is pretty simple. Plan to take a breather (10-15
minutes) at least once during the morning and the afternoon - in addition to taking a 30-minute lunch

TIME MIANAGEMENT PRESENTATION FACILITATION GUIDE
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away from your desk or whatever has your focus. Choose activities that you enjoy or that reinvigorate
you like walking, calling a friend or reading something inspirational. Avoid thinking about work, and give
your eyes and hands a rest from the computer.

Working overtime is also pointless. One DOL study found that the average amount of productive time in
a typical working day is 4.8 hours. More research showed that those working 7 straight weeks of 50-
hour weeks would get nothing more accomplished than if they’d worked 40-hour weeks instead. Again,
because productivity is so low when we’re burnt out and aren’t taking enough time to replenish
ourselves.

Mistake Number 2: Expecting the Impossible

Starting our day with a mile-long to-do list will accomplish only one thing —increasing your stress level.
While it’s great to a have a master list of things that need to be done, your goal each morning should be
to create a realistic plan for the day. The U.S. military has done studies that concluded that people were
most effective when given a list of only three tasks — more only overwhelmed them and fewer invited
procrastination.

® Choosing three also makes you focus on getting what is most important done first. Those items that
will have the biggest impact or has the closest deadline.

® [ronically, one of the best questions you can ask is “What do | most want to avoid doing today?” If
you truly dread something, getting it out of the way early will boost your energy for the day. But
things you want to avoid because they make you feel nervous are often tasks that will move you a
big step forward toward one of your goals.

Mistake Number 3: Multi-tasking

Several studies over the past year have shown that multi-taskers are less efficient than those who focus
on one project at a time. Our brains are simply not wired to do two or three things at once or in quick
succession. Doing them all at the same time can take longer overall than doing them one at a time.

® For one, the process of switching immediately back to a task you've just performed takes the brain
longer than it would to switch tasks after a bit more time has passed (because it has to overcome
"inhibitions" it imposed on itself to stop doing the first task in the first place). As a result, it actually
takes longer overall to complete the tasks than if you’d simply done them one at a time.

® |naddition, managing two mental tasks at once reduces the brainpower available for either task.
Research at Carnegie Mellon University has shown that if the two activities involve different parts of
the brain, the resources available for processing dropped 29%. And if they involve the same areas,
resources dropped 53%. So obviously you’re not doing either task very well.

® Furthermore, studies have shown that people who are multitasking too much may be damaging the
cells that form new memories — resulting in short-term memory problems, changes in your ability to
concentrate or gaps in your attentiveness.

Focus on doing one thing at a time and you’ll get more accomplished, more accurately and faster.

|
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In summary, you can avoid making popular time management mistakes and more done by working
regular hours and taking regular breaks, focusing your daily to-do list, and doing one thing at a time. All
you really have to remember is the common thread to all of these — less is more.

Source: Adapted from Top Time Management Mistakes, ©2004 Tracy Lee Needham and Adventure to
Success, LLC (footnotes omitted). Used with permission.

Step 2. Give an example or share a story of time management in action — from your own
experience. (5 minutes)

Ask other faculty who are present to share their own experiences with time management.

Ask the students what questions they have regarding time management in the accelerated
program. Answer the students’ questions as they present them.

Step 3. Close
Tell the students to read Chapter 3 of Test Success if they have not already done so, and
complete the sample questions. Recommend that they use the materials throughout the

program.

Thank the students for participating.

TIME MANAGEMENT PRESENTATION FACILITATION GUIDE 3
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B. Time Tracking for Time Management Exercise

In order to the students to be successful in the program, they must manage themselves
in order to practice time management. A significant step in the time management
process is for the student to understand how they manage their time now and how they
want to manage it in a way that will support them as they work to fulfill the
commitments they have made to themselves and others.

This exercise helps students begin to understand the concept of time management is
management of self and to begin to identify goals that the students will work toward
achieving with respect to time management during the program. The exercise is

comprised of the Time Tracking for Time Management Exercise Facilitation Guide and
the following handouts: Time Tracking Journal. These documents follow this section.
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TiIME TRACKING FOR TIME MIANAGEMENT EXERCISE
FACILITATION GUIDE

PURPOSE

RESOURCES NEEDED

This exercise helps students begin to understand the concept of
time management is management of self and to begin to identify v" Time Tracking Journal
goals that the students will work toward achieving with respect to Handout

time management during the program.

PROCESS

Exercise Total Time Frame: 35 minutes
Setting: Any

Preparation (set up on Day One of PIP, continue on Day Two of PIP):

» Make enough copies of the handout for all participants and distribute during prior
day’s set up:

Time Tracking Journal (have blank copies available — hardcopy or electronic — for
student to use during the program).

» Review the Handouts and familiarize yourself with the contents to be presented.

Step 1. Review with students why leadership goal setting is important. (Time: 5 minutes)

Lecture/Discussion Content

Open with the following: Time management means that you must manage yourself, making
choices between competing commitments, setting boundaries and communicating with others
about those choices and boundaries. The most direct way to success in managing your time is
to set goals.

START WITH STEP TWO ON DAY TWO OF THE PIP:
Step 2. Review Time Tracking Journals. (Time: 15 minutes)

Ask the students to review their Time Tracking Journals they begin filling out over night. Have
them break into small groups and discuss what surprises they discovered when they began
tracking their time, what changes might be needed because they are now in an very demanding
program, and what might they need to adjust or shift to be able to meet the demands of not
just the program, but their lives.

TIME TRACKING FOR TIME MANAGEMENT EXERCISE FACILITATION GUIDE
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Step 3. Group Discussion. (Time: 10 minutes).

Have the students share out loud with the group, some of the shifts they might need to make
in order to better manage their time.

Step 4. Wrap up. (5 minutes)
Encourage the students to keep using the Time Tracking Journal (make blank forms available)
during their first week of classes and discuss setting goals around time management with

school support staff or their mentors, if applicable. Refer the students back to Chapter 3 of the
Test Success book.

TIME TRACKING FOR TIME MANAGEMENT EXERCISE FACILITATION GUIDE 2



Robert Wood Johnson Foundation New Careers in Nursing Page | 39
PIP Toolkit

TiIME TRACKING JOURNAL

Time Activity Must Do Want to Do No Need to Do

5-6am

6-7am

7-8am
8-9am
9-10am
10-11am

1l1am-12pm
12-1pm

1-2pm

2-3pm

3-4pm

4-5pm

5-6pm

7-8pm

8-9pm
9-10pm
10-11pm

11pm-12am
12-1am

1-2am

2-3am
3-4am
4-5am

Source: Adapted from Test Success, 5 ed., Nugent, Patricia M., and Vitale, Barbara A. (F.A. Davis Co.
2008)

TIME MANAGEMENT TRACKING JOURNAL HANDOUT
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PART IV: SKILL DEVELOPMENT

Section One: Introduction

Adult learners who are returning to school do need to be reminded of and brush up on the
basic skills required to be successful students. While some of the students may have, in the
past, been stellar with their learning skills, many may not have been. Providing support in the
areas of time management skills, study skills, and test taking skills allows the student to have a
jump start back into the world of learning.

Section Two: Presentation and Exercises

Skills Development — Presentation and Exercises

A. Learning and Study Strategies Inventory (LASSI) Introductory Presentation
B. Study Skills Exercise
C. Test Taking Techniques Exercise

A. Learning and Study Strategies Inventory (LASSI) Introductory Presentation

NCIN will supply every scholar with the Learning and Study Strategies Inventory (LASSI) online
assessment. This assessment must be taken prior to the start of your orientation program.
This evaluation tool will examine their skill, will and self-regulation habits as it relates to
strategic learning. Upon completion, they will have the tools to practice successful learning
methods and how to alter their thinking and practices to increase their success. The
assessment is both diagnostic and prescriptive. The web-based assessment allows students to
learn how they rank against the average national college student within minutes of completion.
Faculty will also have access to each student’s results, which can be useful when pre<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>