TEN Important Mechanical Notes for Educational Supervisors and Form Filling
Recent problems for a Leeds GPStR have highlighted the need to become familiar with the changes introduced. This document refers to ES template in the “Finish Review” section of the e-portfolio.  We would highlight the following points:

1. The date field at the beginning is now labelled "End of Review Period". 

This date should be the date when the current post ends. It is NOT the date on which the review actually takes place.   
Where do I put the date the review actually took place?  
At the end of the document in the second box where it says:
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2. Only ONE review date should be entered for each 6-month block. 
But we have two ES sessions per 6 months.  Which one do I record?

In the “finish review” section of the e-portfolio, you transcribe findings from your SECOND ES meeting.

DO NOT fill an e-portfolio “finish review” template for the first one.   If two are entered the WBPA evidence is distributed between incorrect dates and it may look as if insufficient evidence has been collected for a particular review period. In other words, you’ll mess it up

3. Which form do I use – the Bradford one or the online RCGP one?

We feel the RCGP one is too basic to do a meaningful ES session for the trainee.   It really only serves the purposes of the ARCP panel but the trainee needs to get something out of ES too.  In addition, the RCGP form only talks about coverage of the curriculum and DOPS and ignores other work place based assessments and even the competencies.  For this reason, in Bradford we are sticking to our locally developed form.   

Doesn’t that Mean Extra Work?

Not really.  The Bradford ES form covers everything the RCGP one does but also in addition, stuff useful for the trainee.   You would either cut and paste relevant bits over to the RCGP online form or simply write “refer to ES form uploaded in ‘shared log’.”

Just remind me again.  What do I do with the two ES Bradford reports?

The FIRST ES report 

· This needs to be uploaded under ‘shared log’ under the subsection ‘professional conversations’.   

· Use a consistent title so one can search for all ES reports if needed.   I suggest the following example as a format: “EDUCATIONAL SUPERVISION ST3 POST2”.

· You might wish to ‘cut and paste’ the ‘agreed learning plan’ from the form to one of the free text boxes under ‘professional conversations’

· The only snag is that to be able to do this, one has to be logged on as the trainee.   What some of us do to make things easier is to do it at the end of the ES meeting with the trainee there (so they can log in a do it).

The SECOND ES report

· Follow the same instructions for the first ES report above BUT IN ADDITION

· You need to complete the RCGP e-portfolio ES form under “Finish Review”.   Either transcribe bits as relevant OR just type “refer to ES form uploaded in ‘shared log’.”
Don’t forget to send a copy of both Bradford ES reports back to the scheme administrator (in Bradford: Vicky on vicky.baxter@bradfordhospitals.nhs.uk ).  Any concerns should be highlighted back to the programme directors.


4. You cannot delete previous ES reviews. All reviews already in the system prior to this version will be set as saved, but not yet complete.   You may need to edit these to make them ‘complete’.
The online RCGP ES form has two buttons at the bottom.  These are:
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For reviews that happened in Jan/Feb, you will need to go in and edit those reviews and mark them as complete by simply clicking the “Complete & Submit” button. 
The trainee will need to accept these as well: once the review is “complete and submitted”, it automatically goes to the trainee for acceptance. They then sign off they have seen their review. It is at this point it goes to the panel to view. The panel will not see it until the trainee has signed it off (so tell ‘em to do it).


5. If you are doing a "Final Review" then you can sign off the CPR and AED certification and the OOH attendance. 
By ‘final review’ we mean the last review the trainee will ever need because they are completing training.  It is possible your trainee  will not have quite completed these by their Final Panel.  If this is the case, you can still mark this off, but only if you have agreed with them that they will complete their requirement.  If they still have OOH to complete, you should ensure they enter these as future ‘Shared Log’ entries. 

6. The dates at the bottom of the screen have now been adjusted to allow you to enter dates.
Sorry for the repetition, here it is again:
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· These should be the dates since the last review and the review date. 
· Previously these were generated and didn't display correctly.   

· Note: The date of the last review (first box) is not the same as the start date of the current post; the last review should have happened 2 months before that.

8. THIS BIT IS REALLY IMPORTANT
You have two choices in the save options at the bottom of the online RCGP ES form.   Here they are again:



"Save" = saves the review, but you can go back in and edit it whenever you need to. This is useful as the current review date has to be set to release MSF and PSQ results to trainees, or if you think you may need to adjust the review date to allow for late evidence.


"Complete & Submit" = when you click on this, you are signing off this review as complete. This will send a 
message to the trainee that they have a review pending for them to accept. They will read this review and then agree to it. Once they have accepted the review is LOCKED it can no longer be edited.  The next ES report cannot be generated until this is done.   The ARCP panel cannot see ES reports that the trainee has not marked as accepted. It’s incredibly important.
BUT don’t click the “Complete & Submit” button UNTIL THE TIME IS RIGHT.  Once completed and submitted by the Educational Supervisor and accepted by the GPStR the document is locked and cannot be edited. This means OOH, PSQ, MSF information cannot be added.  Trainers, Supervisors and the GPStRs need to be aware.
When is the right time?

When ALL the evidence has been collated ahead of panel and you are CERTAIN OOH, PSQ or MSF information is recorded. 


If this process is not followed we return to the need for additional information to be recorded on a word document, e-mailed to  the GPStR to upload into “Professional Conversations” on the “Learning Log”. The Trainer or ES as a matter of probity should mark it as read.   We would also suggest copying the Leeds VTS PDs and Dr Adrian Dunbar at the Deanery that such a problem exists ahead of ARCP panels.

9. Read point 8. again

10. Read point 1. again

(Originally written in May 2008 by Drs. Simon Hall (PD Leeds VTS) and Harry Brown (Trainer, Leeds) – modified by Dr. Ramesh Mehay (PD, Bradford VTS))
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