Appendix IV: Expectations and responsibilities of administrators working with simulated patients

1. Provide timely, accurate and concise information to simulated patients (SPs) regarding sessions

· Name of session

· Lead tutor

· Venue

· Time – start and finish

· Contact phone number

· Session requirements (e.g. teaching, training, roles etc)

2. Maintain accurate programme information on website

3. Maintain SP database

4. Ensure SP recruitment is transparent and based on merit

5. Recruit SPs to roles that reflect their personal characteristics and appearance

6. Develop knowledge of different SP methodologies

7. Maintain a repository of materials for all SP teaching sessions

8. Be organised

9. Communicate clearly and concisely via email, letters and telephone, face to face conversation, voice mail

10. Choose appropriate mode of communication for information to be delivered

11. Work closely with the programme director

12. Treat student , tutor and SP information confidentially

13. Be aware of relevant human resource issues (e.g. College employment policies, diversity etc)

14. Where required allocate students to sessions

15. Where required ensure paperwork associated with the session is available

16. Welcome feedback on performance

Payment

17. Provide clear information regarding payments 

18. Ensure payment forms are available at sessions

19. Provide clear guidelines for completion of payment forms

20. Submit payment forms for processing within 5 working days of the session

21. Work on behalf of the SP to facilitate timely payment
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