September 16, 2008


OSCE Coordinator’s Template for OSCE Preparations 

PRE EXAM

[Course Chair/ Course Coordinator/CEC staff ]
Choose a date for the OSCE.  Check the calendar for possible conflicts with holidays.

Book CEC rooms for OSCE date.  

Book LDA rooms for registration & sequestering if they are available. 

Acquire/choose stations to be used. [Course Chair /Course Coordinator/SP + VP Coordinators ]
· Contact departments for new stations.

· Review stations in the “bank” for possible use.

· Discuss feasibility of patient recruitment with SP and VP Coordinator

Prepare station scenarios: [Course Chair /SP Coordinator/Course Coordinator]
· stem formatted for display outside & inside station, 

· SP instructions clear and complete, 

· checklists into usable form and finalized.  

· Send stations to SP Coordinator and trainers 

· Send checklists to  Printing

· Make up a student OSCE mark sheet  & send to the printing [Lloyd]
Prepare exam timetable – session start times, breaks, session finish times, sequestering times

Examiners:

· Recruit & assign to stations [Course Coordinator/SP Coordinator]
· Send Info letter with station scenario included

· Reminder to examiners in the week before the exam.

· Prepare an examiner check-in list. 

· Prepare orientation instructions for examiners. 

Students: 
· Divide class into exam groups with arrival times & exam locations & give to class.  

· Provide sequestering information to the class. Make up nametag labels with time, floor, & start station info for each student.

· Prepare orientation instructions for students.  

· Make up a marks spreadsheet to enter data after the exam.  

SP’s/Volunteers: [Course Coordinator/SP Coordinator/ VP Coordinator]
· Inform VP Coordinator of the exact # of volunteers needed & provide her with scenarios.

· Inform SP trainers of the exact # of SP’s needed & provide them with scenarios.

· Check on progress of recruitment & training of SP’s & volunteers.

· Prepare an SP sign-in/sign-out sheet.

· Prepare orientation instructions for SP’s, Volunteers

Staff: Recruit support staff

· Plan exam day workflow for all staff.

· Make up individual task lists for staff.

Site Setup: 

· Plan station layout, rest stations, orientation/snack & sequestering spaces.

· Plan buzzer system & create timing sheets for timer to use.

Catering: 

· Arrange for lunch for examiners from caterers.

· Purchase water, juice, coffee supplies & cookies for examiners, SP’s, volunteers & sequestered students.

Meet with CEC (Clinical education centre) manager re needs from CEC (e.g., timing computer, orientation spaces) and involvement of CEC personnel in the exam.  

EXAM DAY

Pre exam station set-up: Put up station signs.

· Arrange layout of rooms for scenarios & put Props in rooms.

· Clipboards, pencils, mark sheets, stems to stations.

· Put out food & beverages in specified locations.

· Arrange layout of rooms for orientations & sequestering.

Registration & orientation:

· Examiners – check in & orient

· Examiners  introduction and directions [Course Chair] 

· Dry runs

· SP’s – sign in & orient

· Students – check in, give name tags & orient  [Course Coordinator]
· Volunteers – check in & orient

Supervise staff & troubleshoot the exam. Make sure that:

· students receive direction & are monitored during the exam, 

· the timer is monitored & we know which round we are in, in case of computer failure/other problems,

· exam sheets are picked up between sessions, 

· everyone has snacks available during the breaks & gets back to the stations in time to begin the next session, 

· students are taken from the exam site in a timely manner- Course Coordinator, 

· post & pre exam students do not interact, 

· sequestered students are supervised, 

· post exam cleanup is thorough

POST EXAM

· Add up mark sheets. 

· Collate individual student’s sheets & transfer station marks to single sheet. 

· Transfer marks to computer spreadsheet 

· Prepare initial exam report for Course Chair Make any necessary changes – delete station, adjust marks between floors, etc. 
· Prepare initial P+P report for Course Chair 
· Prepare final P + P  report [Course Chair]
· Submit pay sheets for SP’s. [SP Coordinator/Admin Assistant]
· Submit pay sheets for staff, pay catering & other bills. 
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