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Educational Staff account creation 

 

 

 

Please visit: www.surreyplp.co.uk  which will take you to the homepage, as you can see along 

the top is a navigation bar that includes a Mentor registration button. Please click on that 

button and go through each box and fill the form out with your details, making sure to choose 

the correct Mentor Type, as below. 

 

 

Please then click register at the bottom of the page which will complete your account creation. 
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Setting up your own PIN 

 

If you go to the login screen from the main page it 

then asks you to login and you put in your username 

and password if you forgot those then that they can 

be either reset by a representative at the University. 

You can also choose the ‘Forgot username/Password’ 

link which will send an email to the email address that 

is stored on your account. 

 

 

 

 

As a mentor you will have to have your own pin for the application, it can be a number of any 

length, a word or a mix of alphanumeric characters. The reason for setting up this PIN is to allow 

you to sign off some work while working with your student on a single device. It saves you from 

having to switch between accounts to sign off a piece of evidence or to provide your student 

with useful comments. The authentication is temporary and applies to the page that you were 

authenticated on. 

 

 

Please note that your password to your account and your 4 digit pin number can be changed at 

any. These options will be available to your on the homepage once you log into your account. 

After confirming your pin you will have a list of students that have selected you to be their 

mentor. 



4 

 

 

Signing off Student’s records 

 

 

 

By clicking on their name, you will initially be presented with a list which will give you a snapshot of 

any action that is required from you. After a few moments their full dashboard will be presented to 

you. 

 

 

 

After a few moments their full dashboard will be presented to you and you will be able to go into 

each section to sign off what you need to etc.  
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The student will be required to add a number of records to their Portfolio which will need to be 

signed off by educational staff. You will only be able to sign off records for the student if you have 

been selected by them allowing you access to their records. The process of signing records is 

straightforward, we can look at the ‘Record of Attendance’ as an example. 

The student will create a number of these records. You can choose to sign them off individually or in 

‘Bulk’: 

 

 

 

To approve or defer the record you can either click on the blue box next to the attendance record, or 

you can put a tick in the box under ‘Bulk decision’ and click ‘Submit your decision’ at the bottom. 

This will sign off several records with the click of 1 button. 

 

Direct Observation of Procedural Skills 

These records can be completed by the student or the educational staff member, but will ultimately 

need to be signed off by educational staff member. Here you can add the clinical skill that you have 

witnessed the student perform and you will be able to add any additional information regarding 

what you think the student did well, or highlight any areas they could improve on. 
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Once the skills are added in this section, they will automatically be added to the skills log which is 

available to view on the student’s dashboard so you can easily see which areas the student is or is 

not competent in: 

 

 

 


