Using the E-portfolio for Educational Supervision

1. Preparing for the Supervision Session

· Set the trainee some homework – fill in the CbD and COT “maps” to ensure which areas have been competently covered. 

· It is advisable to allow up to 1 hour for the meeting but it may not take as long with a trainee who you already know and who is making good progress.  

· If at all possible try to ensure quiet comfortable  place free from interruptions for the meeting

· It might be helpful to establish first whether there are any areas that the trainee would particularly wish to cover or have help with.

· Work through the trainees questionnaire clarifying questioning and providing feedback as appropriate 

· It is likely to be helpful to complete the report in real time with the trainee present as you go through the questionnaire

2. Reviewing Things With the E-portfolio

· Log into the e-portfolio 
· Click on “switch roles” and select educational supervisor

· Select the trainee; a summary page uploads 

· Check the right number of CBDs and COTs have been done (although it might be inaccurate on this page in which case you will need to click on “evidence” for a more accurate view)

· Make sure the declarations at the bottom have been signed by the trainee

· Look at the bottom of the summary page to see whether AKT and/or CSA have been undertaken and passed

· Also ensure they have been recording OOH experience and achieved a CPR certificate.

· Now select “finish review” on the left hand navigation pane

· Click “curriculum coverage” and just make sure the trainee is filling in the bits they are meant to.  This section is about them recording all their educational experiences and mapping them to the different parts of the defined curriculum so that you can see at a glance what bits they need to focus on (i.e. the blank bits)

· Now click “review of skills” and ensure they are logging in the mandatory DOPS (=skills).
· Finally, click on “professional competencies” and just make sure there is enough evidence against each one esp if the trainee is finishing the scheme.  If they have other posts still to do, then they need to concentrate on the blanks in their next post (=agreed learning plan/PDP)


· The trainee should have mapped out the complete list of competences for both CBD and COT (the maps) and highlighted which areas have been deemed competent and which are still outstanding. Those finishing the scheme should have competently covered all of them (check).  Those that will still be on the scheme will need to ensure the deficient areas are covered in future posts.

3. Fill in the Structured Report Form

1. Go through the educational supervision report with the trainee

2. Under each section 1-8 write down anything specific the trainee needs to do 
eg in section2, one might write “Needs to start recording more stuff into e-portfolio and map them to the curriculum (which he is planning to do).  Get DOPs signed up and logged in (plan in place)”

3. Formulate an agreed learning plan (=PDP) on the last page of the form; this should concentrate on educational areas that need developing eg through courses, read, etc
4. Log Stuff Onto the e-portfolio as the Supervisor 
· Log in as supervisor and select your trainee

· Click “finish review”

· For “When” add the DATE the trainee FINISHES the current post (ignore the fact it refers to the “next” review date)
· Select the corresponding “type of review” – depends on which stage they are at

· Under “Notes” transcribe the “at a glance summary” on the first page of the supervision document


· Then select the appropriate option for “recommendation of educational supervisor”
· Under “Comment” add anything you feel might help put anything into context eg lack of data input because the e-portfolio came out late!

· Under “Feedback on areas for further improvement” transcribe the “action plans” from sections 1-9 of the structured supervision report

· Under “Agreed learning plan” transcribe points from the “Agreed Learning Plan (=PDP) section on the last page of the supervision report; THESE SHOULD BE LEARNING OBJECTIVES 
· Electronically sign  the page

· Click Save

· You’ll now see the session logged in the summary page under “Review Dates”

PLEASE NOTE, TRAINEES CANNOT SEE THIS ENTRY FROM THEIR LOG IN – that’s why it’s important to upload the educational supervisor’s report as well.
5. Upload the Educational Supervisor’s Report

Uploading the report serves two purposes

1. It  provides a record for reference to remind trainees what their priorities should be and to ensure they are “on track” for completing training smoothly

2. It provides others like the ARCP panel members detailed information on which the “review statement” above was made

The trainee is the ONLY one who can upload the report using their own log in.
· Get the trainee to log in

· Click “learning log” in the left hand navigation pane

· Then, under the “learning log” bar next to the “enter a new....” select “professional conversations”

· Don’t select any heading

· Enter the date of the supervision meeting

· Under “what were the circumstances of the conversation” enter “EDUCATIONAL SUPERVISION ST3 POST1” for example (take note of the format)

· Click “save event”

· At the bottom click “browse” and locate the educational supervisor’s word file 
· Then click upload file – wait for it to upload

· Finally, at the top of the page, click “share record” so that others like the ACRP and educational supervisor can access it if they need to.  This bit is dead important.
You’re done.

AFTER THE MEETING

If you have any concerns about the trainee please discuss ASAP with your programme director EARLY.  
If you have any feedback about the post – negative  or positive please email Moira who will forward it to the PDs.
NOTE: FOR SUPERVISORS or ARCP PANEL MEMBERS WHO WANT TO SEE THIS REPORT:

To see the Supervisor’s Summary Entry:

· Log in; select the trainee

· Click “reviews” in the left hand navigation pain

· Then click on one of the dates in blue under the “Review Dates” heading on the main part of the page

To see the detailed uploaded report:

· Log in; select the trainee
· Click “shared log” on the left hand menu

· In the EMPTY box next to the “Event” box type in “educational” and then click “Find”

· You’ll now see a list of educational supervisor’s reports done

· To view the attachment, click on the little floppy disk icon on the right of the corresponding report

· And then click the link in blue at the bottom of the page under the “Title” bar.

· Click open and the document will open in Microsoft Word in a new window

Voila!
Recommendation of educational supervisor

A summary of the grading of the GPStR.

	(
	RED
	“I have serious concerns about this doctor, which I have detailed below”

Unsatisfactory progress – this GPStR will be referred to the panel. Ensure that your reasons for your decision are clear and are based on evidence (or lack of it) in the eportfolio.

	(
	AMBER
	“I have some concerns about this doctor, which I have detailed below”

Panel opinion requested – you are not sure. Ensure that you state what doubts you have, and base these on evidence (or lack of it) in the eportfolio.



	(
	GREEN
	“I have no concerns about this doctor”
 Satisfactory progress – you are comfortable with the progress of this GPStR and have concluded that there is enough evidence for your decision.


A Reminder of the Objectives of Educational Supervision:

To:

· Provide support and guidance with educational planning (PDP) and career planning

· Provide support and guidance re study leave and approve requests

· Provide support with forms and eportfolio

· Assess and provide feedback on progress with WPBA and ARCP

· Ensure that the structured report for the ARCP panel is produced and submitted 

· Where there are concerns about performance and/or educational progress to discuss with a programme director

To review progress with completing the required number of WPBAs (CbD miniCEX COTs  DOPS MSF PSQ and CSR)  click on the “evidence” button in the left hand navigation pane and you will see a summary of the trainee’s progress with the numbers of WPBAs completed. If you want to review the forms themselves you can look under the individual post then choose the type of form e.g. CbD click on the” magnifying glass”  icon this will show you a list of dates the forms were completed if you click on the date it will show you the form


To review  which DOPS have been  completed click on the “skills log” button in the left hand navigation if you want to view the completed form click on the number in the DOPS scores column (the score is meaningless this is a known bug in the eportfolio)


To review which subject areas of the curriculum have been covered click on the “curriculum coverage” button in the left hand navigation pane. You’ll be presented with a table of curriculum items for which there is a recorded item and for which there isn’t: allowing you to focus on the “gaps”


If you want to review  which of the 12 competencies have been covered in CbD miniCEX COTs and CSR click on “professional competencies” button in the left hand navigation pane so you can identify which competencies have been assessed most and least allowing to focus on the “gaps”. If you click on the individual competency you can see which “forms” have contributed to that competence and if you wish click on the “form” i.e. CbD COT mini_CEX  or CSR and see the completed assessment form.


View the MSF/PSQ results





Example


Objectives from the last post N/A 


Is the trainee on track for nMRCGP? GREEN 


Clinical Care of Patients (CSR & OOH) AMBER 


Relationship with Patients (PSQ) AMBER 


Relationship with Colleagues (MSF) AMBER 


NOE: significant events & audit GREEN 


The Post GREEN 


The Person (Personal Probs/Probity) GREEN 


Overall AMBER
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