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I. Introduction: The position of the Clinical Education Assistant is to provide technical 

and non-technical support for the Clinical Simulation Center of Las Vegas (CSCLV) staff 

and faculty members.  The primary responsibilities are to work with the Simulation 

Technician(s), Skills Laboratory Coordinator, and the Standardized Patient Coordinator 

to help ensure the laboratories, equipments, and supplies are appropriately stocked and 

setup according to requests provided by each school which includes the University of 

Nevada Las Vegas (UNLV) School of Nursing, University of Nevada School of 

Medicine (UNSOM), and Nevada State College (NSC). 

 

II. Purpose:  The purpose of this document is to provide a detailed standardized operating 

protocol to ensure all duties of the Clinical Education Assistant are successfully 

performed.  

 

III. Responsibilities:  Managing time to work alongside the Simulation Technician(s), Skills 

Laboratory Coordinator, and the Standardized Patient Coordinator is crucial.  To ensure 

all duties are completed, it is important to attain all schedules and syllabi’s prior to each 

semester from the Technician(s) and Coordinators from each area.  Additionally, this will 

also give a general idea of how time needs to be managed for setups, breakdowns, or 

providing support in each area of the facility.     
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IV. Simulation Laboratory:  This area encompasses rooms in the simulation hall: LDR, Sim 

1, Sim 2, Peds, and ED.  All requests for setups for the simulation area are provided to 

the Simulation Technician(s). 

A. Schedules:  All verified simulation schedules are posted on the bulletin board 

located in the Simulation Hall in addition to the Google calendar.  Discuss 

scheduled dates with the Simulation Technician(s) where help will be needed.  

Multiple simulations may take place simultaneously.  On such days, check 

schedules of the Skills and SP Hall and arrange with each Coordinator of tasks 

needed for completion for scheduled lab(s).  Providing assistance in 

simulation is given priority on days where multiple simulations are schedule 

simultaneously. 

B. Sim Control:  The control center for running simulations.  This area is also 

the hub of where all supplies and simulation scenarios are stored.  This area 

needs to be maintained throughout the semester.  i.e.: Getting rid of 

unnecessary paper work left by instructors or setting aside documents for 

them to pick at a later time.   

C. Turning on Manikin:  Depending on the manikin being used, refer to the 

Appendix for the methodology to turn on a specific manikin model. 

D. Staging Scenarios:  Plastic boxes stored in Sim Control contain documents to 

stage a scenario.  Refer to Appendix: Staging the Scenario. 

E. Break down of Staged Scenario: All items used in the scenario will be 

placed back in the plastic box.  All other items, such as equipment or moulage 

will be stored in its appropriate location(s).  
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F. Room Orientation:  A proper room orientation provides student and faculty 

members with the essential functionalities of the manikin and supplies 

contained in the room.  A brief checklist is located by each station in Sim 

Control; refer to Appendix: Checklist for Room Introduction. 

G. Setting up a Simulation Scenario:  The following is a guideline of the steps 

to be taken when setting up a scenario on any given simulation day.  Refer to 

the appropriate Appendix for a detailed step-by-step guide. 

1. On a simulation day, turn on the appropriate manikin  

2.  Turn on the manikin laptop  

3.  Setup B-line for a recording session (Appendix: Recording Session 

in B-Line) 

4. Setup debrief room (Appendix: Debrief  Room Setup) 

H. Taking down a Simulation Scenario:  The following is a guideline of the 

steps to be taken once the simulation has ended. 

1. Turn off the manikin.  Refer to the Appendix for guidelines on 

shutting down the appropriate manikin. 

2. Shut down A/V systems (Appendix: Shutting Down A/V Systems) 

3. Break down the staged scenario and put away all supplies in its 

appropriate boxes and locations.  Refer to Appendix: Break down of 

Staged Scenario. 

I. Manikin Maintenance:  Manikins need to be maintained throughout the 

semester and after each simulation session.  Use Sani-Cloths to wipe down the 

manikins and Goo Gone to take out any sticky residue.  
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J. Accessing Videos: Faculty may inquire about viewing simulation videos via 

remote access.  Refer to Appendix: Accessing Videos via Remote Access. 

K. Creating Users:  Occasionally, the need to create new users for faculty may 

be assigned if the IT Technician or Simulation Technician(s) is not available.  

Refer to Appendix: Sim Bridge – Creating Users. 

L. Restocking Sim Labs:  At the end of each simulation session rooms will need 

to be restocked for all supplies used.   

 

II. Clinical Skills Laboratory:  This area encompasses rooms 114, 119, and 120.  

All requests for setups for the skill area are provided to the Clinical Skills 

Coordinator.  To ensure all laboratories are appropriately setup, it is vital to 

collaborate with the Clinical Skills Coordinator throughout the semester. 

A. Request for Syllabi:  E-mail the Clinical Skills Coordinator to attain the 

course schedules from each school. 

B. Equipment Request Forms:  E-mail the Clinical Skills Coordinator to attain 

the equipments requests from each school.  A digital or hard copy may be 

provided.  The request forms serve as a guideline of how each laboratory 

needs to be setup per request of the instructor.  The amount of supplies and 

equipment will be provided in this form. 

C. Pre-semester functions:  These duties must be completed to the start of each 

semester.  This includes manikin maintenance, equipment maintenance, and 

restocking of labs.  Note:  Semester start dates vary for each school, thus, all 

duties must be completed for the earlier start date. 
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D. UNLV Student Folders:  At the start of every new semester (Fall, Spring, 

Summer), student folders for the skills lab needs to be created for the UNLV 

Level 1 entering students.  A finalized roster of all entering students needs to 

be obtained from the BSN Level Coordinator.  They will direct you to the 

Administrative Assistant, and a list of students will be e-mailed.  The folder 

will contain the student’s name, essential documents for taking vitals and 

sample references of charts that they will need to get familiarized before 

entering clinicals.  The student folders will be located in Room 120 in the ante 

room in the black filing drawer labeled “Student Folders”.  Refer to 

Appendix: Student Folder Documents. 

E. Semester Functions: Skills labs need to be maintained throughout the 

semester.  Wipe down of counters, maintenance of manikins, trainers, and 

equipment as needed throughout the semester.  Stock labs appropriately as 

needed. 

 

III. Standardized Patient Laboratory: This area encompasses the Standardized 

Patient (SP) Hall (room 126).  All requests for setups for the SP area are provided 

to the Clinical Skills Coordinator and the Standardized Patient Coordinator.   

A. Request for Syllabi:  E-mail the Clinical Skills Coordinator to attain the 

course schedules from each school. 



8	  
	  

B. Equipment Request Forms:  E-mail the Clinical Skills Coordinator to attain 

the equipments requests from each school.  A digital or hard copy may be 

provided.  The request forms serve as a guideline of how each laboratory 

needs to be setup per request of the instructor.  The amount of supplies and 

equipment will be provided in this form. 

C. SP Hall Maintenance/Restock:  The maintenance of stocking the hall will be 

done on a weekly basis.  All supplies should be restocked to their maximum 

capacities.  Ensure all rooms have the following setup: 

1. Fresh exam paper cover for each exam table 

2. Head of the exam table should be lowered 

3. One stool belongs under the sink 

4. One stool belongs under the desk 

5. A burgundy patient chair/stool belongs in the corner 

6. Stock gloves, drapes, disposable gowns, reusable gowns, pillow, 

disposable pillow cases, and slipper socks in each cabinet of the exam 

rooms.  

D. Proctoring:  The need to proctor an exam will be given per the request of the 

Standardized Patient Coordinator.  A detailed guideline of duties will be 

provided.  Additionally, attendance of technical rehearsal(s) may be 

mandatory leading up to an exam date event. 
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IV. Weekly Meeting:  Informal meetings take place weekly.  Weekly duties, tasks, or 

events that will be taking place for the week or weeks to come are usually 

discussed by each individual.  This gives a general idea of how time needs to be 

managed for setups, breakdowns, or providing support. 

	  

V. Usage Reports: End of semester usage reports for all hours used by classrooms 1-

4 is calculated using Excel.  A breakdown of classroom usage by each school 

needs to be entered into the Excel file.  Additionally, total hours by each school 

are also calculated. 

	  

VI. Miscellaneous Duties: Management of Volunteers or Student Workers may be 

requested. Work with the Volunteers/Student Workers of tasks they may assist 

you with.  i.e.: Making blood bags, setting up lab, etc.  Occasionally, product 

research may be requested by Director.   
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Appendix 

The items contained in the appendix are guidelines to setup of equipment(s), creating of users, 

and laboratory setups throughout the semester.  Directions to laboratory setups contained in this 

appendix are not absolute and only serve as a starting point.  Laboratory setups should be 

verified per the equipment request forms and collaborating with the Technician(s) and 

Coordinators.
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SimMan 3G Setup  

1. Close condensation valve on the right leg by turning the lever upwards 

2. Turn on the manikin by locating the power button on the right side by the waist  

3. Turn on the 3G monitor in the room and wait for Wi-Fi connection  

4. Turn on the laptop in Sim Control 

 

***Note: Each 3G Manikin has its own designated Wi-Fi connection that is linked to the 3G 

laptops.  If the laptops crosslink or vice versa with the Wi-Fi connection, the SimMan 

software will not work properly.   

i.e.  Wi-Fi connection for “SimMan 11” needs to link to the “SimMan 11” laptop.  The Wi-Fi 

connection for “SimMan 11” should not connect to the “SimMan 22” laptop. 
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SimMan 3G Shut down Steps 

1. Turn off the manikin by locating the power button on the right side by the waist 

2. Open condensation valve on the right leg by turning the lever downward  

3. Close the “Patient Monitor” application displayed on the 3G monitor by clicking “Main” 

then choose “Shut down -> Really Shut down”.  Once the application is closed, completely 

turn off the monitor by pressing “Start” -> “Shut Down” 

4. Turn off the laptop in Sim Control 
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SimMan Laptop Steps 

1. Click SimMan once laptop loads 

2. Select “Instructor Application” icon on the desktop 

3. Select the appropriate manikin number (i.e.: “SimMan11”).   

4. ***Note: Do not run the “Virtual Manikin” 

5. Select “Healthy Patient” or specific scenario if programmed 

 

If not programmed, set vitals and other components necessary for scenario (i.e.: sinus rhythm, 

crackles, etc.) 
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Gaumard Setup 

1. Turn on room monitor 

2. Turn on laptop in Sim Control 

3. Wait for manikin to “wake” once laptop responds to software 

4. Monitor Settings 

a. On taskbar, click “nview” icon 

b. Ensure “clone” is selected. This allows B-Line to capture the monitor feed. 
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Recording Session in B-Line 

1. Turn on workstation computer (Dell) located in Sim Control 

2. Open Mozilla Firefox from Desktop 

3. Log in (Appendix: Creating Users) 

4. Click “Start/Join Session” 

5. Click SimCapture (see label on top of Dell monitor work station being used) 

6. Click “Choose a Scenario – None - Enter Name Below”  

7. Type in a unique name for your week, i.e. “UNLV – 415 – Piya Jordan (18)” where “(18)” 

refers to the Evolve case number, when applicable 

8. Click Start Session 

9. Go the debrief room that faculty and class have been assigned 

a. Press “ON” on the touchpanel 

b. Turn on Dell Desktop in rack labeled “2” ( No password needed, press enter) 

c. On the Windows XP desktop, open Internet Explorer 

d. Log in with your username and password  

e. Click “Start/Join Session” 

f. Click SimCapture to join (Note: This is the same label on top of Dell monitor work 

station in Sim Control) 

	  

10. Go back to Sim Control.  Press “Start Recording” when facilitator is ready 

11. Once finished, click “Stop Session” 
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Debrief Room Setup:  

1. Go to Debrief Room that faculty and class have been assigned 

2. Click “Debrief Session” 

3. Find debrief video in the list. 

***Note: Correct video is most likely at the top of the list 
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Shutting Down A/V Systems: 

1. Once the session has completed, shut down the projector by pressing “OFF” on the 

touchpanel in the debrief room(s) faculty and class have been assigned.   

2. Shut down Dell computer and SimMan laptop in Sim Control by pressing “Start” -> “Shut 

Down” 
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Checklist for Room Introduction 

1. Ensure that GLOVES are to be worn when touching or handling the Manikin.  Remind 

students NOT to use Betadine or INK as it will stain the Manikin. 

2. Bed Mechanics 

a. Side Rails 

b. Head of the bed (Low Fowlers, Fowlers, High Fowlers) 

c. Foot pump (Raising/Lowering) 

3. SimMan 

a. Pulses (Carotid, Radial, Brachial, Femoral, Popliteal, Pedal) 

b. Auscultation (Heart, Lung, Bowel)  

c. BP  

1. Manual 

2. Place stethoscope in the center of the antecubital  

3. Automatic (Touch Screen) 

d. Pupils react to light 

e. IV Fluids can be given 

f. IV Fluids exit via blue tube – FRAGILE! 

4. Touch Screen for BP, all over vital signs are current 

5. Other 

a. SubQ or IM shots on injection pad  

b. Bed side table supplies (Emesis basin, Basin, Fracture Pan, Bed Pan) 

c. Room supplies all labeled 

d. Phone – Call OPERATOR if need anything (i.e. pharmacy, doctor, etc.) 
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e. Crash cart available (To access supplies break plastic lock) 

f. Medication box 

g. Laptop 

6. ACT as if everything is real 
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Break down of Staged Scenario  

1. Gather all paper work used for the scenario, this includes the Technician and faculty 

references.  

2. Remove ID bands, IV bags, dressings, and all other items used to stage the scenario. 

3. Put all medications back in the plastic box and re-stock supplies if necessary. 

4. Re-stock necessary supplies for room if applicable.  i.e.: Syringes, crash cart, needles, gloves, 

etc. 

5. Empty the drainage bag for the Manikin located under the bed or gurney. 

6. Store the plastic box in Sim Control in its appropriate place. 
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SimBridge – Creating Users  

1. Go to SimBridge on one of the workstation computers (Dell) in Sim Control. SimBridge is 

the homepage on Mozilla Firefox 

2. Log in 

3. Click “Administration” 

4. Click “Users” 

5. Click “New User” 

6. Fill out form for desired user. The naming convention for new faculty users is 

user: “FirstNameLastName”  (All together with capital letters for first and last name) 

password: “LastName9” (Add number 9 to last name with first letter capitalized) 

7. Select Role as “Content Admin.” This is the default group with proper security permissions 

set. 

8. Ensure organization matches the user’s school 

9. Click “Save” and close the web browser 
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Accessing Videos via Remote Access: 

To access simulation videos from anywhere with Internet access, simply go to: 

http://simbridge.csclv.unlv.edu/ 

 

Login: 

user: “FirstNameLastName”  (All together with capital letters for first and last name) 

password: “LastName9” (Add number 9 to last name with first letter capitalized) 

Then, click on “Debrief Session” to find desired video to stream. Keep in mind that depending 

on connection speed, the video may be slightly choppy. 
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Student Folder Documents 

The following documents contain items that need to be in the UNLV Level 1 Student Folders.  A 

sample labeled “student file folder” can be used as a reference.  Student folders will be located in 

Room 120 in the ante room in the black filing drawer labeled “Student Folders”.  The folder will 

contain the student’s name, essential documents for taking vitals and sample references of charts 

that they will need to get familiarized before entering clinicals.   

  



24	  
	  

 

	   	  



25	  
	  

	   	  



26	  
	  

	   	  



27	  
	  

	   	  



28	  
	  

	   	  



29	  
	  

	   	  



30	  
	  

	   	  



31	  
	  

	   	  



32	  
	  

	   	  



33	  
	  

	   	  



34	  
	  

	   	  



35	  
	  

	   	  



36	  
	  

	   	  



37	  
	  

	   	  



38	  
	  

	   	  



39	  
	  

	   	  



40	  
	  



41	  
	  

	   	  



42	  
	  

	   	  



43	  
	  

	  

	   	  



44	  
	  



45	  
	  

	   	  



46	  
	  

	   	  



47	  
	  

	  

	  


