The Essentials of the E-portfolio for Educationalists
A quick reference guide for trainers, educational and clinical supervisors and programme directors


	Aim

The aim of this guide is to “cut to the chase” and tell you (trainers, educational and clinical supervisors and programme directors) the bits of the e-portfolio you really need to know about and which buttons to press to enter the “important” things


If you need help on something not listed in these pages, then please log into the e-portfolio and click on the FAQ tab – you might find it there.   There are two other RCGP guides for the e-portfolio: one for the trainee and one for educationalists; in fact BOTH are useful for trainers, supervisors and programme directors.

AMMENDING YOUR DETAILS (including password)
· Log in

· Click on personal details

· Amend your password in the right hand section (to do this, you need to know your old password!)

Here, you can also change

· Your email address

· Your telephone number

To alter other settings like your role(s), only Deanery can do this.  So, contact them to get this sorted and send them the following instructions:
In Yorkshire, Nick Beal at the Deanery can change these things. Just contact him with the details to alter and he will do it.
ADDING COTs and CBDs

“Okay, I’m a novice and I know we have to do quite a few of these and they have to be logged on.  But I thought it was the registrar who uploaded and added everything, not me…”
You can both do it…. In fact it’s better if you sit down and do it together (this collaborative approach ensures both of you are agreeing to what is entered and gives the trainee an opportunity to clarify anything).

Log in

· If you are a programme director or educational supervisor, you may need to click “switch roles” on left hand navigation pane and select “trainer” as your settings.   This applies to people who have more than one role (eg you might be a trainer and/or an educational supervisor and/or programme director)

· Now click “select a trainee”

· You’ll be directed to a page which lists the trainee who is assigned to you (click on him/her)
· Click on the “evidence” button in the left hand navigation pane

· Click which ever evidence you want to enter from the navigation pane at the top of the page (in blue) eg COT, CbD etc

· Click the little hand with pencil icon to “fill one in”

· Follow instructions…. it’s pretty straight forward from there on.


CURRICULUM MAP/COVERAGE
“I’m and educational supervisor and want to know how to I check what bits of the GP curriculum the trainee has covered in his time on the training programme (scheme) thus far?”
All trainees should be recording most of their educational activities as they progress through training; examples include attendance at half day release, educational meetings, prescribing meetings, significant events, practice learning time events, difficult patient encounters that have been discussed, outcomes from random and problem case analyses  - just to name a few.

They should also write a brief thing about the key messages for them and relate what they have written to various bits of the curriculum.

To see an overall map of what’s been covered and what remains (hence, you can focus on the ‘gaps’) here’s how to do it:
FOR TRAINERS/EDUCATIONAL SUPERVISORS
Log in

· If you are a programme director or educational supervisor, you may need to click “switch roles” on left hand navigation pane and select “trainer” or “educational supervisor” as your setting.   This applies to people who have more than one role (eg you might be a trainer and/or an educational supervisor and/or programme director)

· Now click “select a trainee”

· You’ll be directed to a page which lists the trainees who are assigned to you (click on one)

· 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”

· In curriculum coverage is it worth mentioning here that items only pop up to populate the map if the trainee has agreed to “share” them

FOR PROGRAMME DIRECTORS

Log in

· If you are a trainer and/or educational supervisor, you may need to click “switch roles” on left hand navigation pane and select “local admin” as your settings.   This applies to people who have more than one role (eg you might be a trainer and/or an educational supervisor and/or programme director)

· Click on “trainees” in the left hand navigation panel

· You’ll be directed to a page which lists trainees (click on one)

· Click on the “RCGP Curriculum Statement Headings” button at the BOTTOM of the page (in blue)

· 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”

FOR TRAINEES (included so you can tell them)
· Log onto the e-portfolio

· Click ‘review preparation’ menu button on the left hand navigation pane

· There you have it… a table illustrating what’s been covered and what remains outstanding.


EDUCATIONAL SUPERVISION
“I’ve just done educational supervision with a trainee. We used a form written in Microsoft Word.  Can I upload this onto his/her e-portfolio and if so, where?  Or is it to be kept in a dusty filing cabinet somewhere?”
Yes, you can upload it onto the e-portfolio.

The national guidance says you must do AT LEAST one educational supervision meeting per post and this must be uploaded to the e-portfolio.  Some Deaneries like Yorkshire make it mandatory to do TWO educational supervision meetings per post.  I recommend uploading the outcome of BOTH of these meetings and not just the last one.

Here’s how to do it.
This section assumes you are using the Bradford Ed Supervision form which can be found at www.bradfordvts.co.uk – click on Ed Supervision – click on “content and forms” and download from there.
· 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.

1. 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..

“My trainee has been allocated the wrong educational supervisor…. How do I get this changed?”
Only Deanery administrators (ie at the Deanery, not the programme directors) can do this.   So contact your local Deanery and ask them to change it.  In Yorkshire, the person to contact is Nick Beal.

THE MSF AND PSQ
“As an educational supervisor what am I meant to do about this? And where do you log it in?”

· Give the trainee their results BEFORE the educational supervisors meeting.

· At the same time give them structure reflective forms to help them think about their results.  These can be found on the Bradford VTS website www.bradfordvts.co.uk 
· Have your supervision discussion (based on the headings in those forms)

· Then enter the discussion results in a structured way as dictated by the e-portfolio

· Where you do this I couldn’t quite fathom out.  I think it might appear when one is actually done and due for discussion.

· You might find it in the “evidence” section or failing that, you may need to get the trainee to upload it into their “personal library” section (=personal webspace)
OUT OF HOURS (OOH)
“OOH – how does the trainee record Out of Hours?”
· From Learning Log, click on Enter a new: and choose Out of Hours session. Then write in the boxes.

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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