Six Incredibly Important Technical Notes for Educational Supervisors
This document outlines some important ‘technical’ things when using the e-portfolio for educational supervision.  All Educational Supervisors should read these.  Once you’ve read this, you’ll probably not have to read it every again!
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1. The date field at the beginning called ‘End of Review Period’ should be the date when the current post ends.
It is NOT the date on which the ES meeting actually takes place.   
 2. The second date field at the end is where you put the date the review actually took place.
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In an ideal world, these two dates should be the dates of the last ES meeting and the current ES meeting respectively. However, in real life the period between the last ES meeting of the previous post and the start date of the current post is often not reviewed.  Therefore, entering the start date of the current post in the first date field and the date of the current ES meeting in the second is probably an acceptable second.


3. Only ONE review date should be entered for each 6-month block. 
‘But we’ve have two ES sessions per 6 months.  Which one do I record?’
In some Deaneries, there is the requirement for two ES meetings in the first post of ST1.  At other times, the Educational Supervisor might wish to hold more than one meeting.  The final ES meeting of the post must be the one that is recorded in the e-portfolio’s embedded ES form.   Earlier (extra or interim) ES meetings can be recorded in the ‘Educator’s Notes’ which can be found in the e-portfolio’s left hand navigation menu.   

4. Can I use and upload an external ES form or do I have to use the online RCGP one?

Do not use any external ES forms – only the one prescribed by the RCGP; this is the only acceptable form.  However, a number of GP training schemes (e.g. Bradford VTS) have produce guidance sheets to take you through the ES meeting step by step.   These are absolutely fine as long as the final ‘write up’ us on the e-portfolio’s embedded ES form developed by the RCGP.  Do NOT use the guidance documents as forms – they were not designed for this purpose in mind.
5. You can ONLY sign off the CPR, AED and OOH requirements if you are doing a ‘Final Review’: a trainee who is going on to CCT (usually ST3s in post 2).

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 – and then you’ll need to check up on this.  But do not hit the ‘complete & submit’ button – instead, just click the ‘Save’ button and only click ‘Complete & Submit’ when it’s all done.  More on this in the next final point.
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6. THIS BIT IS REALLY IMPORTANT – the ‘Save’ and ‘Complete & Submit’ buttons.

You have two choices at the bottom of the online RCGP ES form:


‘Save’: saves the review, but allows you to go back in and edit it whenever you need to. This is useful when you have a trainee who, after your ES meeting, you feel just needs to do a few finishing touches (but where you would not feel comfortable to ‘Complete & Submit’ until these were done).


‘Complete & Submit’: when you click on this, you are signing off this review as complete. This will send a 
message to the trainee asking them to accept it. They will need to read your review and then agree to it. Once accepted, your form is LOCKED: it can no longer be edited.  It is then available for the ARCP panels to see.  Future ES reports cannot be generated until the trainee accepts. Also, the ARCP panel cannot see ES reports that the trainee has not marked as accepted. It’s incredibly important to remind them to accept.  But remember, don’t click the “Complete & Submit” button until the time is right because once completed, submitted and accepted the document is locked and cannot be edited. This means that things like OOH, PSQ and MSF information cannot be added later.  
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Dr. Ramesh Mehay, Programme Director (Bradford VTS), May 2010
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