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	YORKSHIRE AND THE HUMBER POSTGRADUATE DEANERY

WEST YORKSHIRE LOCALITY




JOB DESCRIPTION          
Job Title: 
Training Programme Director in General Practice - Bradford
Tenure:
3 years in the first instance (subject to a probation review after 12 months)
Accountable to:
Head of School of General Practice 
Deputy Postgraduate Dean, West Yorkshire Locality 
Reports to:                GP Deputy Director, West Yorkshire Locality 
Commitment:
 3 sessions per week based on the number of trainees in the specialty

Introduction:
Training Programme Directors are appointed by the Postgraduate Deanery to direct and manage training placements and rotations within a specialty at Specialty Trainee level. 

Appointment is for 3 years in the first instance (probationary for 12 months for General Practice), and subject to annual appraisal and review.

Programme Directors should undergo an annual appraisal, with feedback on postgraduate education and training issues provided to the Locality GP Deputy Director.
Principal Duties and Responsibilities

1
Administration:-

· Compile job descriptions and timetabling for posts within the training programme, ensuring that these are updated on a regular basis in accordance with post approval mechanisms.
· Ensure all trainees receive a comprehensive induction into the specialty, and to ensure that the induction takes place in a timely manner.

· Participate in the selection process for training posts in consultation and liaison with the Head of School, College representative, Medical Personnel staff, Lead Employers (if applicable) and the Locality Deanery Office Recruitment personnel.
· Ensure that up-to-date records of specialty training requirements are maintained, in collaboration with the Locality Deanery Office.
· Produce an annual report and submit to Head of School / Deputy Postgraduate Dean (for dental specialties Dental Dean).
· Collate necessary evidence for Deanery Quality Management of the training programme(s).
· Support Educational Supervisors (ES) in the programme, advising on trainees with difficulties (in line with Deanery policies and procedures).
· In conjunction with Medical Education and Locality Office staff, maintain a database of ES giving location and detailing their attendance at mandatory training sessions.  
· Support and advise Clinical Supervisors.
· Participate in the appointment of GP trainers and educators in conjunction with the locality Deputy Postgraduate Dean, Head of School and Trust Director of PGMDE.
2
Training Programme Co-ordination:-

· Development of a structured training programme to provide for GP Specialty Trainees.
· Organising, managing and directing the specialty programme within the Deanery or across Deanery boundaries, ensuring programmes meet curriculum requirements.
· Advise the Head of School on additional placements/slots, and re-allocation and removal of slots, in liaison and consultation with the Deanery Specialty. Committee and the specialist advisory committee of PMETB/the royal college

· In conjunction with Medical Education, Head of School and the Locality Office staff, monitor the quality of placements using the generic placement feedback form and PMETB trainee surveys, analysing placement feedback responses and in consultation with the Head of School, Trust Director of PGMDE, GP Deputy Director and Deputy Postgraduate Dean, give guidance on future placements as appropriate.  

· Provision of advice on out-of-programme (OOPE) training opportunities with responsibility for ensuring that all StRs follow the Deanery OOPE application procedure.
· In conjunction with the Deputy Postgraduate Dean, Head of School and Trust Directors of PGMDE, participate in Deanery / School QA visits.  
· Encouraging and developing opportunities for less than full time training, including liaison with the Head of School, Trust Directors of PGMDE, GP trainers and Associate Dean for Careers and Personal Development.
· In line with Deanery policies and procedures and in conjunction with the Deputy Postgraduate Dean, Head of School , GP Deputy Director, , GP trainers and Trust Directors of PGMDE, co-ordinate the exit and return to the Training Programme of trainees undertaking, out of programme training, maternity or sick leave etc.

· In line with Deanery policies and procedures and in conjunction with the Deputy Postgraduate Dean, Head of School , GP Deputy Director, and Trust Directors of PGMDE, co-ordinate arrangements for inter-deanery transfers.

· In consultation with the Head of School, GP trainers, Medical Personnel staff, Lead Employers (if applicable) and the Locality Deanery Office Recruitment personnel, allocate trainees to appropriate training slots and co-ordination of rotations.

· Ensuring that Employers and the Locality Deanery Office are notified at least 3 months in advance of the names and relevant details of the trainees who will be placed with them.

· Co-ordination and participation in the Annual Review of Competence Progression (ARCP) process in consultation and liaison with the Head of School, College representative, Medical Personnel staff, Lead Employers (if applicable) and the Locality Deanery Office Recruitment personnel as necessary.
· In line with Deanery policies and procedures, and where appropriate provide support and counselling for doctors in training who are experiencing competence or performance difficulties ensuring that potential problems are notified at an early stage and remediation is arranged where necessary.  Timely communication with appropriate GP trainers, Trust Directors of PGMDE and Deanery staff will be essential.
· Ensure trainees have access to career counselling.
· Overseeing the progress of individual trainees through the curriculum; ensure learning objectives are set, appropriate assessments carried out, and appropriate supervision and support is in place, in line with the Gold Guide.

3
Postgraduate Schools:-

· Attendance at appropriate Deanery Specialty School meetings as and when appropriate.
· Play a full part in the activities of the Postgraduate School and share in its responsibilities and duties through liaison with the Head of School.
4
Key Liaisons:-

· Head of School  /  GP Deputy Director
· GP trainers
· Director of PGMDE in Trusts

· Deanery Locality Office staff

· School Training Committee Chair and Regional College Adviser

· Educational Supervisors 

· Royal College representatives

· College Tutors

These activities, which are carried out on behalf of the Locality Deputy Postgraduate Dean must be conducted according to the requirements of Yorkshire and the Humber Postgraduate Deanery, in particular with respect to A Guide to Postgraduate Specialty Training in the UK(The Gold Guide,) the guide to Immigration and Employment of Overseas Doctors, Equal Opportunities polices and all other relevant national or regional guidelines.

Appointment and assessment procedures and documentation relating to these activities are required to be robust, honest, fair and auditable.  Members of Appointment Committees who are representing the Deputy Postgraduate Dean must have appropriate Equal Opportunities training.

August 2008  
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