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ePortfolio Panel Guide 
 
There are 2 roles that make up the Deanery Panel – Panel Member and Panel Chair. 
The Panel member’s role is to facilitate the ARCP and enter the details and recommendations. 
The Panel Chair’s role is to sign off the Annual Record of Competence Progression (ARCP). 
 
Panel Member 
 
When you log in as a panel member, you are presented with 2 options: 
 
a) Deanery Panels, where you can see the review details of the trainees that have been put 

forward for a panel review 
b) ARCP, where you can complete the ARCP form for trainees. 
 
Deanery Panels 
 

If you select ‘Deanery Panels’ this is the screen that appears: 
 

 
Here you can see the reviews for all trainees put forward for the panel review. 
 
There are three possible statuses for a trainee here: 
a) ‘Reviews Pending’ – for trainees whose ARCP process has not yet begun. 
b) ‘ARCP in Progress’ – for trainees whose ARCP process has already begun. 
c) ‘ARCP Complete’ – for trainees whose ARCP has been completed and sent to the Panel 

Chair for signoff. 
 
Clicking on the trainee name will bring up all reviews the trainee has had. 
(For the purposes of this guide, we will be following GP TRaineeK, as in the screen shot 
below.) 
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You can see the date when the review was completed, the Educational Supervisor’s 
recommendation and what type of review it was. Clicking on the magnifying glass icon will 
bring up details of the review. 
 
The review itself includes a number of areas: 
• Personal details 
• Declarations 
• Posts 
• Self-assessment against competences 
• Educational Supervisor Rating against competences 
• Curriculum coverage (with comments) 
• Skills Log (DOPS coverage and self-rating of these skills together with Educational 

Supervisor’s comments) 
• Evidence completed for this review 
• Naturally occurring evidence of competences (gathered from the skills log and validated 

by the Educational Supervisor) 
• Progress to final certification – areas completed and pending 
• Feedback from Educational Supervisor on current and past reviews (with dates) 
• Comments 
• Confirmation by the Educational Supervisor and the trainee that the review is complete 
 
You will be able to see from these areas how the trainee has been progressing and what areas 
they may still need to address. 
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ARCP 
 

If instead of ‘Deanery Panels’ you select ‘ARCP’ this is the screen that appears: 

 
Like the Deanery Panels view, the ARCP view shows one of three statuses for each trainee: 
 
a) Reviews Pending  
b) ARCP in Progress 
c) ARCP Complete 
 
These are the same as in Deanery Panels. 
 
Clicking on a Trainee with ‘Review Pending’, or ‘ARCP in Progress’ will bring up an 
editable ARCP screen, as shown here: 
 

 
The first part of this governs the trainee’s details. 
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Your first task will be to add panel members. For each panel member, you need to enter their 
name and their designation (role) within the panel. Both of these fields are limited to 50 
characters. 
Each time you click on ‘Add Panel Member’, you will save this in progress. 

You will need to enter the period the ARCP covers. By clicking on the button, you can 
enter the first and last dates for the ARCP. You will also need to select the ST year the trainee 
is in. 
 
You will be able to see the posts the trainee has been in. 
 

 
 
After each panel member has been entered, if you have made a mistake, you can click on 
Remove to delete them. 
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The next part you will see is an option to take into account additional documents to 
the ARCP if needed. 
You also have an option for adding information about academic progress if needed. 
Neither of these fields is compulsory. 
 
You will also see the trainee’s Progress to Certification. For a final ARCP to be 
signed off, all these areas must be marked as Achieved and a Final Review completed. 
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Next are the recommendations. This is compulsory. You must select one of these options to 
proceed. For the two ‘Satisfactory progress’ options, unless you are completing the final 
ARCP, please select the first one. Please note that for Article 11 trainees, even under the final 
ARCP view, you will be able to select the first option. 
 
If the trainee for some reason is unsatisfactory and one of the Unsatisfactory Progress options 
is selected, this will trigger additional fields. 



 

 8 

 
 
Each of these additional fields will be compulsory. Should you have clicked on unsatisfactory 
by mistake, selecting another option will remove these additional fields. 
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When you have completed the ARCP, there are 2 options at the bottom: ‘Save’ and 
‘Complete and Submit’. 
 
‘Save’ will allow you to save the ARCP, but you can still go back and edit it. 
‘Complete & Submit’ will allow you to send the ARCP form to the Panel Chair for signoff.  
You can no longer edit it once this has been done. 

 
 
Once you have submitted the ARCP form, you are taken back to the Panel View. 
GP TRaineeK has had their status changed to ‘complete’. This means they are pending ARCP 
Chair Signoff. 
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Panel Chair 

 
The panel chair login is very simple and they only have one option: 

 
 
The Panel Chair clicks on ARCP Signoff to see trainees whose ARCP is awaiting signoff. 
 

 
 
After selecting GP TRaineeK, they are taken to the ARCP view. This is a read-only view with 
the signoff at the bottom: 
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Once they click on ARCP signoff, their digital signature is attached to the ARCP and it is sent 
to the trainee for them to countersign within their ePortfolio. 
 
TraineeK is now removed from the pending list: 

 
 
Trainee Completion 

 
Once the ARCP has been signed off by the Panel Chair, the trainee will see a notice within 
the ePortfolio.  

 
The trainee will need to accept this and sign it off.  Final ST3 trainees will also need to apply 
for CCT directly within the ePortfolio. 
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Notes 

 
The following are things to be aware of with the ARCP Panel functionality. 

• the ARCP will be viewable in PDF format after completion by the trainee, their 
Trainer/Supervisors and the Deanery. Anything entered here will appear on this. 

• Article 11 trainees can’t apply directly via the ePortfolio and you will not get the option 
to select the final ST3 review for them. 

• In the Deanery Panels view, you will see all the trainees that have had completed 
reviews. Due to differences in start times, at this stage it is not possible to filter this down 
to just the trainees coming up for ARCP. We may look at improving this at a later stage. 

• Unfortunately at the moment there is no search function for the Deanery Panels list. You 
can get around this by using Ctrl-F to find your trainee on the page. 

• The Panel member does not need to be one specific person. And not all panel members 
will need the Panel Member login. 

• If needed, some of the ARCP details can be entered ahead of the panel. This includes 
things like the Panel Members and dates and ST year. You may find this useful. 

• Enabling your browser for Auto-Complete for forms will help with entry of Panel 
Members on the ARCP form. 

• Final ST3 trainees must have the following completed for ARCP signoff: 

o AKT  

o CSA 

o CPR/AED 

o OOH 

When the ARCP is complete and any of these are missing, the Panel Chair will not see 
the option to sign this off. It will remain pending until these are completed. Once they 
have been achieved, the Panel Chair will then be able to sign them off. 
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ARCP Panel flow chart 
 
 
 

Log in as Panel member: 
Review panel details under the 
Deanery Panels section 

Panel member: Complete 
ARCP form and submit to 
Panel chair for sign off. 
(This can be done prior to 
panel). 

Add panel members; enter 
the period the ARCP 
covers (dates and ST 
year); check the post dates 
are correct.  

Optional: Add notes about 
additional documents and 
Academic progress if 
needed.  

ST3 – Final review 
If this is a final review – check progress to certification – all 
areas must be met. 

Select Panel recommendation. 
Additional fields are triggered by 
unsatisfactory recommendations 

If you select ‘SAVE’ the ARCP will remain 
editable (for the panel member) and appear 
as ARCP pending.  This option allows 
administrators to prepare these forms in 
advance of the panel. 

If you select ‘Complete & Submit’ 
the ARCP will not be editable and 
will be sent for ARCP Chair sign off.  

Within Panel member view trainees 
will now appear as ARCP Complete 
(if they have been sent to sign off).   

Panel Chair logs in and under the ARCP 
Sign off section chooses a trainee and 
clicks the ARCP Sign off button.  

Trainee will then receive a 
notification within their 
ePortfolio to sign off their 
approved ARCP form.   

If a trainee is completing training (ST3) 
and all of their requirements are met: 
they can then apply for their CCT 
(electronically) or CEGPR (by post).    


