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STUDENT EMPLOYEE APPLICATION

Custom Field

• “Are you a Northside Employee?”

o *This is not the application that waives the requirements for Northside Employees

Student/Northside Employee Application

• Log into ACEMAPP and complete the "Student/Northside Employee Application". Students can navigate to 

the application by clicking on the blue link located under the "Announcements" tab on the left side of their 

ACEMAPP homepage. Completing this application lets ACEMAPP know that the student is a Northside 

employee and is exempt from several Northside requirements. Submitting the application is the only way to 

waive the requirements in ACEMAPP.

• Employment is verified by the Student Placement Office against our HR records



BACKGROUND AND DRUG SCREEN REQUIREMENTS
Our approved provider for Background Check and Drug Screen is Advantage Students (www.advantagestudents.com). Students and external faculty 

should purchase the Northside Basic Student Package within 24 months from the rotation end date.

Student package (includes background check and drug screen) 

• Drug Screen: 11 panel urine lab test (MRO service included)

• Amphetamines, Cannabinoids, Cocaine Metabolites, Opiates, Phencyclidine, Barbiturates, Benzodiazepines, Methadone, Propoxyphene, 

Methaqualone and Oxycodone

• Students and external faculty are to share their report with Northside Hospital for review 

• Please confirm Advantage Students and ACEMAPP accounts are linked

Sharing Reports

• If experiencing a delay in the review, contact the vendor directly (Advantage Student) to confirm the report as been shared correctly.

• Students/External Faculty may have to re-share their reports if not shared correctly

Report flags

• Complete review of a report may take up to 3 weeks (cannot expedite this process)

• Northside Human Resources department reviews all student flags

• HR is aware of all reports that need to be reviewed manually

• Student Placement has a weekly check-in with HR to follow up on the review process

• Any rejected reports will be communicated via ACEMAPP and Advantage Students

2 year background and drug screen expiration

• Background and drug screen reports will auto expire after 2 years. 

• Students/External Faculty will be required to re-share their reports under the new requirement.

Northside employees are waived from this requirement



The following 
documents are 
reviewed by the 
school

Northside employees are 
waived from these 
requirements



*Reviewed by the Northside Student 
Placement Office 

Northside employees are waived from these 
requirements



ACEMAPP REQUIREMENTS: ONLINE 
LEARNING MODULES

1. Northside Hospital Annual Education (Video & Attestation)

2. Northside Hospital Corporate General Compliance Training (SCORM 
File)

3. Northside Hospital Fire Safety Orientation (SCORM File)

4. Northside Hospital HIPAA Privacy and Security Training (SCORM File)

5. Northside Hospital Workplace Violence Training (SCORM File)

Please note: Modules expire 2 years after completion

Northside employees are waived from this requirement



ACEMAPP 
REQUIREMENTS: NON-
CLINICAL DOCUMENTS
1. Northside Confidentiality/Security Agreement

2. Northside TB Questionnaire

3. Northside Acknowledgement and Release Form

4. Northside Employee/Non-Employee Attestation

5. Professional Liability Insurance

6. Northside Cell Phone Policy

7. Department Unit Orientation- completed on the first 
day of the rotation

- *Northside employees must complete all of these 
requirements



AUDIT

• Student Placement office will perform routine audits of student records 
throughout the term and contact ACEMAPP regarding any document that 
needs to be modified that may have been approved in error

• Please ensure the documents are being carefully reviewed following 
Northside Hospital guidelines

• Be mindful of the dates entered by the student. We often find the date of the 
upload entered as the date of completion 

• The Student Placement team will reach out to the 
school/student/faculty/unit in the event a correction needs to be made

• Please ensure the name and DOB is on the submission. 

• Northside does not accept screenshots as certified documents. 

• School Attestation checklists will no longer be accepted. Students need 
to download the full report from the provider.



COMPLIANCE AND CLEARANCE
Requirements

1. Student Clearance

• Comments will be placed in ACEMAPP notifying the school of any issues or 
students who are not cleared to start. Please ensure the parking, badge information, 
and department unit orientation details are communicated to the student.

• Comments will only be related to questions, concerns, and rotation updates. 

• If the student is GREEN in ACEMAPP and the rotation is in APPROVED status, 
they are cleared to start

• Students who are missing Northside Requirements are not permitted on campus 
until cleared

• The Student Placement Office will reach out to the student, school and faculty to 
inform them the student is not cleared to begin; however, the school also needs 
to monitor the student clearance

• Clearance is needed by 5pm on the business day before the rotation begins (if 
the rotation starts on Monday, the student needs to be cleared by 5pm on Friday)

2. Department Unit Orientation Communication

• Uploaded by the student for Senior Practicum rotations on the first day of their 
rotation

• Completed with the preceptor and/or unit clinician

• Does not affect compliance but is required



STUDENT 
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ACADEMIC 
CALENDAR

✓ Once the deadline for 
submissions has passed, 
please do not make any 
modifications.

✓ Modifications made to 
approved rotations may result 
in a denial of the rotation.



COHORT ROTATIONS
1. Cohort size
• Max. number of 6 students in a cohort group (communicate unique scheduling to Student Placement office and 

Adjunct Faculty)
• Min. number of 4 students in a cohort group (if multiple small rotations are created, groups may be combined)

2.    Dates and shift times
• 12-hour shifts (6:30a-6:30p)
• Create the rotation around the onsite clinical days (identify offsite lab/sim days and any school breaks)
• 12 hours shift can be split into two groups of students (6:30a-12:30p, 12:30p-6:30p)
• Actual start and end dates for experience
• We allow makeup days for students in the event of faculty absences or inclement weather. You may extend your 

request to allow for 1 makeup day/rotation
• Rotation requests should be limited to the total required hours. If the rotation requires three 12-hour shifts, the rotation 

should be entered for a maximum of 4 weeks (to allow for a makeup or accommodate a scheduled school break 
or holiday).

3.    Student Enrollment
• Accurate count of students enrolled vs courses offered to prevent over/under asking

4.    Faculty Credentialing 
• All external, shadowing, and visiting faculty will need to be assigned and credentialed in ACEMAPP
• Northside Adjunct Faculty oriented by school within 3 weeks of start date

5. Approved Rotations- status change
• Notify via email of any withdrawals or deletion of already approved rotations



COHORT SHADOW 
EXPECTATIONS

❑Observation throughout Northside Hospital will be assigned to cohort 
rotations based on a certain criteria.

➢ No observation assignments for cohorts of senior students, fundamentals, 
community/population health, mental health or small cohorts with 4 or less 
students

➢ Maternity Rotations may send 1 student to the NICU and 1 student to L&D

➢ Med Surg rotations are assigned to a variety of units (including ER, Surgical 
Floors, GI Lab, Telemetry, Cath Lab, IV Team, Care Coordination, Infusion 
Center etc)

❑Unit conduct while observing

➢ Although there is no direct patient care opportunities while shadowing clinical 
staff, students should remain actively engaged throughout the clinical learning 
experience

➢ Students are expected to adhere to standards of professional conduct 
including refraining from cellphone and smart phone use while in any patient 
care areas



PRECEPTED ROTATIONS
Scheduling

• Assignments are based on preceptor availability only

1.Please ensure the rotation days are built around days the students have lab and lecture on campus (religious 
preferences)

2.Start date of the rotation should be the expected day the students are eligible to start the rotation (be cognizant of 
the time it will take to complete the required hours)

3.All external and visiting faculty will need to be assigned and credentialed in ACEMAPP

4.Preceptor qualifications (if > 1 year of experience is required, please let us know)

5.Select the appropriate unit based on course and student experience

6.Preceptor Assignment 

•Preceptor information is available to the school via ACEMAPP 

•Preceptor concerns should be directed to the Student Placement Office

•Communicate any preceptor requirements in a timely matter to Student Placement Office

     Placement Priority
7.Nurse Extern placement priority- Please indicate when a rotation is created for an employee of Northside
8.Rotations approved for Northside employees should not be reallocated for non-employee students Senior Practicum 
9.Students may not be placed in the units where they work



GUIDELINES
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ADJUNCT FACULTY COMMUNICATION

School assigns clinical faculty and may credential in ACEMAPP (not required by Northside)

Northside Faculty information is added to custom fields rotations in ACEMAPP by the Student Placement office

School should communicate rotation details to Adjunct Faculty three weeks before the scheduled rotation 

start date (faculty orientation, student names, contacts, preceptor details, and any course specific 
information). 

Notify the Student Placement Office and or Adjunct Faculty via email if there are any 

compliance/performance concerns (early dismissal, disengaged faculty, etc).



EXTERNAL SITE VISITORS

Site Visiting Faculty (not assigned to the rotation)

✓ Meeting students in general area (cafeteria, lobby, atrium).

✓ No in person interaction with Northside staff on or off the unit

✓ No patient interaction at Northside Hospital.

✓ Unable to observe the student on the unit

✓ Virtual communication with Northside Staff

Site Visiting Faculty (assigned to the rotation) 

✓ Assigned to the rotation as Clinical Faculty

✓ Exempt from providing a Background Check and Drug Screen but must 
complete the Site Visitor Application and the Background Check and Drug 
Screen Attestation

✓ Complete all required Northside Onboarding Requirements (all 
immunizations/ vaccines and learning modules). 

✓ Identify School Faculty in Faculty Box (i.e. John Smith: ABC School Faculty)
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CONDUCT EXPECTATIONS



PERSONAL 
BELONGINGS

- Limited facility space (bring essentials only)

- Ask faculty where students should store their 
personal belongings 

- Personal belongings should not be left 
overnight. 

- Please do not leave belongings in the 
breakroom.

- Students will be directed to use the cafeteria 
during their lunch break, not the unit 
breakrooms.

- Cellphones and Smart Watches should not be 
accessed on the floor



CELLULAR DEVICE POLICY



STUDENT INJURIES: PROTOCOL
1. If a student has been injured during the clinical rotation that resulted in a fall, accidental injection of medication, splashing of eyes 

with bloodborne pathogens or medications, exposure to airborne disease, etc. the following steps should be taken:

Report the injury immediately to Employee Health; open Monday – Friday from 7a to 4p

Atlanta – 404-851-8386

Cherokee – 770-224-2444

Forsyth – 770-844-3623

Gwinnett/Duluth – 678-312-3878

2. Contact the House Coordinator if Employee Health is not currently open and follow instructions from House Coordinator in regard 

to sending student to Emergency Department

Atlanta – 404-851-8081

Cherokee – 770-224-5555

Forsyth – 770-844-3662

Gwinnett –  678-205-7710

Duluth – 678-312-8027

3. Notify the Student Placement Office (Patient.CareStudents@Northside.com), as well as the Assigned School of Nursing. If the 

injury occurred with the Preceptor, the preceptor must notify the Faculty of the injury as well.

• Complete a Northside Hospital Incident Report

• Complete the Assigned School/College of Nursing Incident Reporting System

• Follow up with the student regarding any recommended treatment and future plan for completing hours needed for the clinical 

rotation.

mailto:Patient.CareStudents@Northside.com
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STUDENT SURVEY EVALUATIONS

• End of semester student 

experience survey sent to 

students via ACEMAPP

• Anonymous responses
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ENTITY NAVIGATION



ENTITY NAVIGATION

• Northside News
• Welcome Page
• Key Contacts
• Placement Requests
• Post Licensure and Advanced 

Degree Placement
• Medical Staff Office Placements 

Requests
• Medical Observers/Shadowing
• Northside Observers
• Northside Maps and Badges
• NSH Immunization and 

Credentialing Requirements
• Orientation- New/Returning 

External Clinical Instructors
• Background Check and Drug 

Screen Requirements



CREDENTIALING CONTACTS

Advantage Students Support 

(Mon – Fri 8am – 5pm)

1-800-800-3774

Email advstu@infomart-usa.com

ACEMAPP Setup & Implementations Team 

(Mon – Fri 8am – 5pm)

Local: (517) 347-8093

Toll Free: (844) 223-4292

Creating a "Contact Us" ticket is the most efficient 

way to contact ACEMAPP

tel:18008003774
tel:18008003774
tel:18008003774
tel:18008003774
tel:18008003774
tel:18008003774
tel:18008003774
mailto:advstu@infomart-usa.com
mailto:advstu@infomart-usa.com
mailto:advstu@infomart-usa.com
tel:5173478093
tel:5173478093
tel:5173478093
tel:8442234292
tel:8442234292
tel:8442234292


Help Desk tab will allow you to search and trouble shoot certain issues you are 
having in ACEMAPP

Training tab will allow you to schedule group trainings or one on one sessions 





TAKEAWAYS, FEEDBACK & QUESTIONS
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