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Introduction

Version 10 of the ISCP, available from August 2016, is a re-design and rebuild of the
web-based training management system which supports the curriculum. We hope you
will find it easier to use, more intuitive and quicker.

Some of the improvements are:

» Multiple document upload in areas such as Other evidence

» Increased storage space of documents (up to 5MB each and in total 200MB).

» Simultaneous trainee-trainer sign off of tasks such as Learning Agreement meetings
» Optimisation for use on mobile devices

> Ability for a single login to cover both the surgical and dental user view

This guide focuses on the areas of the ISCP that you will use most frequently. From time
to time, as further releases provide new interactive tools and electronic processes, this

guide will be updated.
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General navigation

All mandatory fields are underlined in orange.

Not completing mandatory fields will result in an error message and required fields will
be shaded pink. The required items will be listed at the top of the page.

When you see this icon, o hovering on it will provide some help text.

Tabs for sending us your Feedback and finding more Help can be seen on the right-
hand side of each page. Help text is not yet available on all pages.

Text entry fields in the system can search as you type for a person or place e.g. when
sending a message to another person or adding an assessor.

Links across the site ook like this.

Areas of the site show a downward arrow __ for accessing more content on a page.
Click on the arrow to open further content and click on it again to close it.

Browsers; note that v10 does not support Internet Explorer version 7 or below.

The ISCP Helpdesk is available 9am-5pm Monday to Friday and can be contacted by
phoning 020 7869 6299 or emailing helpdesk@iscp.ac.uk
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Key terms

Commit: Enables the trainee to store a task s/he has completed in the portfolio
without any actions required by other users e.g. uploading information
about a course in Other Evidence.

Retract: Enables the trainee to retrieve an item s/he has committed to the portfolio
or submitted to another user who has validated it, in order to
amend/delete it.

Send: Refers mainly to messages that you give to another person to view.
Save as draft: Enables you to save content and finish later.

Sign off: Indicates that you agree to content e.g. details in a Learning Agreement
meeting.

Submit: Enables you to send a completed task to another user for the next step in
a process e.g. to a trainee for their comments in your AES Report.

Validate: Enables you to confirm content is correct e.g. a WBA by a rater.
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HOME-  DASHBOARD~- MY TRAINEES-

Dashboard
Alerts, Warnings and Notices @ g
Alertis)
You have 1 frainee placement(s) to validate
Warning(s)
Please tell us your training role
Hotice(s)

You have 1 unread

You have 6 trainees CP(s) have not yet been signed off

Action required! Read and agree to the latest site terms and conditions. 1Agree to the terms and conditions [X]
ISCP Terms and Conditions

1 General

11 Our website is aimed at those requiring information on andor assistance in relation to surgical training in the United Kingdom or Ireland, whether on one of the Specialist Surgical

Registers or ofherwise

12 Where in these terms and condtions surgical matters are referred to, inciuding surgical training, surgical trainees and the surgical sylabuses, this should be taken to comprise all
users of this system, inciuding but not imited to dental matters (e.g. dental training, the dental syllabus and dental trainees)

13 Please read these terms and conditions carefully as they govern our relationship with you in relation to this website. If you have any questions about them or do not wish to
accept them, please contact our helpdesk at helpdesk@iscp.ac.uk or on 020 7869 6299 before using this websie

14 We may change these terms and condttions at any time by updating this page, in which case we wil inform you through an alert when you log on. However you should also check
this page annually to review these terms and conditions to ensure you are happy with any changes. Using or accessing this website indicates your acceptance of these terms and

condtions. If you do not accept these terms and conditions, please do not continue to use this website.

15 “You must not misuse the website, including, without limitation, by hacking into it nor attempt o affect the website and/or its operation by any denial-of-service attack or similar or

comparable act or omission
2 Information about us
21 We are The Royal College of Surgeons of England , a body set up by Royal Charter and a registered charky, whose address is 35 - 43 Lincoln °s Inn Fields, London, WC2A 3PE

We manage this website on behalf of the Intercollegiate Surgical Curriculum Programme (1SCP'), a colaboration between us, The Royal College of Surgeans of Edinburgh, The

Royal College of Physicians and Surgeons of Glasgow and The Royal College of Surgeons in Ireland together with the ten Specialty Surgical Associations

The Speciaky Surgical Associations are: (1) The Associations of Surgeons of Great Britain and Northern Ireland, (2) The British Orthopagdic Association, (3) The British
Association of Oral and Maxilofacial Surgeons, (4) The British Association of Otolaryngologists - Head and Neck Surgeons, (5) The British Association of Plastic Reconstructive and
Aesthetic Surgeons, (6) The British Association of Paediatric Surgeons, (7) The Society of Briish Neurolagical Surgeons, (8) The British Association of Urological Surgeans, (8) The Society
of Cardiothoracic Surgery in Great Britain and Ireland and (10) The Vascular Society of Great Britain and Ireland (The Vascular Society)

You can contact us by email at helpdesk@iscp.ac.uk or by telephone on 020 7869 6299.

3 Your use of this website and our intellectual property rights
34 We have made this webste available to you for your own non-commercial use n relation to the specialist training of surgeons. Ve may modify, wihdraw or deny access to this
website at any fime, including varying charges for its use or other resiricted access. in relation to substantial changes, where this relates to areas for which you are currently dependent

upan this website, we wil try to give you as much reasonable notice of the proposed change(s) as pracicable.

This website and all the materials contained in it are protected by intellectual property rights, including copyright, and efther belong to us or are licensed to us to use (which may

Logging in takes you to your personalised Dashboard. Clicking
on Dashboard in the main menu takes you back
here from other areas.

The menu also shows you numbers of items against areas
awaiting attention such as new messages (1).

Your dashboard displays:

Alerts under the pink band for important tasks that require an
action. Typically these may be assessments for your validation.

Notices under the blue band for information and may also
require an action. Typically these may be new messages for
you to read.

Warnings under a yellow band for alerts reaching their due
time.

These do not disappear until you have taken the action.

The first time you login you will see a link to agree a new set of
Terms and Conditions of the v10 website, you can click the link
to read and accept (3).

Other menu items are:

» Personal details — shows you the account details with which
you registered.

* My Roles - lists your ISCP roles and any other key positions
of responsibility you occupy that you wish to add.




VALIDATE TRAINEE PLACEMENTS

One of your first alerts on your dashboard may be to validate
a trainee’s placement (1).

As Training Programme Director (TPD), you will have been
identified automatically by the trainee when s/he creates a
placement in a specialty, training level and region.

 Click on the link from the dashboard or go to My Trainees
and then under Tools, Validate Trainee Placement(s) (2).

 Click one of two buttons to either say Yes, this is my trainee

OR

No, this is not my trainee (3).

Saying No will return the placement to the trainee with a
message to check their details.

Validating a placement enables you to view the trainee’s
portfolio and carry out other functions for that person.

Dashboard

Alerts, Warnings and Notices

Alert(s)

Warning(s)

Motice(s)

HOME-  DASHBOARD-

PRC
MY TRAINEES TOOLS 9 RATE OTHERS

Bl > vaidate Traines Placement(s 1]

Trainee placement validation

The following traineeis) have selected you as their Training Programme Director. Please choose an action for each trainee.

Bussey, Maria Demo Trainee (Dr) [GMC: 111111111]
General Surgery , Surgical StR

Deanery/LETB NHS Education for Scotland - East Region
Placement details Ninewels Hospital / 01 Jan 2016 - 31 Dec 2016 / General Surgery / ST3
Supervisors Bussay (Mrs) [GMC: 333333333]/ CS: AES, Bussey (Mrs) [GMC: 333333333}, Clinical Supervisor 1, Bussey (Mrs) [GMC:

Other details

No - This Is Not My Trainee 9




MY TRAINEES

My Trainees is the area that you will use most frequently as
TPD. From here you can access all your trainees and carry
out TPD functions.

The number in the menu next to your role indicates the
number of trainees you manage within that role (1).

Click on As Training Programme Director.

Three tabs divide your trainees by a time period and indicate
the number of trainees within that area (2).

Current includes trainees whose placements are in progress.

Historic includes trainees whose placements have expired
but by not more than 12 months after which you will no longer
be able to view them.

Future includes trainees you will be managing in the next 6
months.

Colour-coding (3) indicates the status of their portfolio for
last login (LOG), last workplace assessment recorded,
placement set up, Learning Agreement status and last ARCP
outcome. Red indicates that an area requires attention by the
trainee.

Your trainees are listed within each tab and you can filter them
by specialty and name.

Click on the area showing the trainee detalils.

This leads you to a trainee summary page. If the trainee has
uploaded a CV you can view it by clicking on the orange link

(4).

Click on the tabs at the top of the summary page to use
Global Objectives, view the Portfolio, manage ARCPs,
delegate access to this trainee to other TPDs and send this
trainee a message.

MY TRAINEES

ISCP =

> As Training Programme Directo

HOME~

DASHBOARD~ MY TRAINEES~

RATE OTHERS
n > Validate WBAs / M5Fs

My Trainees as Programme Director

Exex ©

Filter by Specialty

Sort by

Bussey, Maria Demo Trainee (Dr) [111111111]

All specialties v

Trainee Name v

ST3/ Meurosurgery / Aberdeen Royal Infirmary

EE3Ey

oo T ] o [ o

About this trainee

Trainee
GMC Number

Current Placement

Current Level

Parent Specialty
Trainee CV

Last logged into ISCP

Bussey, Maria Demo Trainee (Dr)

1111111

01 Jan 2016 - 31 Dec 2016
Ninewells Hospital

TPD: TPO, Demo (Mr)

AES: AES, Bussey (Mrs)

CS: AES, Bussey (Mrs) [GMC: 333333333] Clinical Supervisor 1, Bussey

General Surgery
example cv.doc (Last uploaded on: 21 Jul 2011)

22 Jul 2011 (1831 days ago)

No Photo added




GLOBAL OBJECTIVE g

As Training Programme Director, you can use the Global
Objective (GO) tool to set a global statement for a trainees by
stage of training.

Individual Global Objective

From the trainee summary page you can set a GO for this
trainee.

« Click the GO tab (1).
You will be able to set a GO for each training level.

* Click to either Create new or in the space of an existing one
to overwrite it (2).

* You can give it a title to differentiate it from others.

* You can type a statement and use a range of styling tools.
You can also paste text from elsewhere.

« Alternatively, choose a template you created earlier from the
drop down box to pre-populate this GO (see GO Template).

You can then also overwrite it to tailor it for this trainee.

About this trainee

Trainee
GMC Humber

Current Placement

Current Level
Parent Specialty
Trainee CV

Last logged into ISCP

ARCPS

Bussey, Maria Demo Trainee (Dr)
MM

01 Jan 2016 — 31 Dec 2016

Minewells Hospital

TPD: TPD, Demo (Mr}

AES: AES, Bussey (Mrs)

CS: AES, Bussey (Mrs) [GMC: 333333333],Clinical Supervisor 1, Bussey
(Mrs) [GMC: 444444444)

5T3

General Surgery

example cv.doc (Last upleaded on: 21 Jul 2011)

22 Jul 2011 (1831 days ago)

Ne Photo

(] untitled

cT2 untitled

5T 5T3 2015 template
5T2 Create new

ARCPS

Modified by Demo, PD (Mr} [GMC: 9991111)

9 Modified by TPD, Demo (Mr) [GMC: 123456]

Modified by TPD, Demo (Mr) [GMC: 123456]

Template
Title @

Supporting Statement

Save And Publish

© Global Objective o

Please select v 6

dpBiociesryiEERiccRRiASAI0iITS 0




VIEWING THE PORTFOLIO 1/4

Filtering views About this trainee
Evidence of the trainee’s learning appears in the trainee’s e e

GMC Number 1111

portfolio. Different areas of the portfolio can be viewed through e
a series of filters. e 17 e

AES: AES, Bussey (Mrs)

Go to the trainee’s summary page and choose the placement o st a :
tab by clicking; My Trainees / As Training Programme Director / S—— L

01 Feb 2011 - 22 Jul 2016 : At any time

Current tab / Click on the relevant trainee / Click on the e oo (st s en 21 201

Please select
Last logged into ISCP 22 Jul 2011 (1831 days ago) . Placement
P f I b 20 Jul 2016 — 31 Jul 2018 : Aberdeen Royal Infirmary
Ort O IO ta. . ) 01.Jan 2016 — 31 Dec 2016 : Ninewells Hospital
Evidence 05 Aug 2015 — 15 Dec 2015 : Northamptan General Hospital
CED 17 Sep 2012 - 31 Oct 2012 : Cumberland Infirmary

01 May 2011 - 31 Jul 2011 : Aberdeen Royal Infirmary

01 Feb 2011 — 30 Apr 2011 : Aberdeen Royal Infirmary
Level

01Jan 201631 Jul 2012 : 873

You will see a series of filters. nnnnn :

In Viewing — Use the drop down box to select what you want

Viewing Topics and Progress ¥ [Other Forms

to view, areas include (1): lse Custom bate Range O

ARCPS ezsipeod 01Feb 2011 — 26 Jul 2016 - At any time
Global Objectives —
Learning Agreements B
Topics and Progress ) 9 =
Evidence (by WBA method)
Evidence / Other Evidence
eLogbook

Journals

PDPs

Rotas

01Feb 2011 -15Dec 2015: CT1
IARCP
01.Jan 2012 — 06 Mar 2013 : Annual ARCP: 20 Mar 2013

01 Feb 2011 - 31 0ct 2012 : Interim ARCP: 10 Jan 2013
01Feb2011-310ct 2012 : Annual ARCP: 12 Jan 2013
01 Feb 2011 - 31 Jul 2011 : Annual ARCP: 31 Aug 2012
01 Feb 201130 Apr 2011 : Interim ARCP: 03 Mar 2011
v Everything

01Feb 2011 - 22 Jul 2016 : At any time

Use the Custom Date Range — Click the checkbox and select
a custom from and to period (2) OR

Select a Time period — Click the drop down box to choose a
pre-established period by placement, level, ARCP or
Everything (default) (3).

Your selections will determine the evidence displayed in the
area below.




VIEWING THE PORTFOLIO 2/4

The tools you may frequently view are Topics and Progress,
Evidence and eLogbook:

Viewing Topics and Progress

» The syllabuses listed (1) are those with topics against which
the trainee has specifically linked evidence during the time
period selected. Click the down arrow to see the topics and
evidence.

+ In each syllabus the topics and evidence are displayed.
The number shows the number of items there. Click on
the number to see a list of the evidence in a new window
and again on the down arrow to open up each piece of
evidence (2).

» For each syllabus the default view is the topics against
which there is evidence. (3) The printed header shows the
number of topics with evidence against the total number of

topics. By ticking in the checkbox you can see all topics in that

syllabus whether with or without evidence against them (3).
* Only the AES can award outcomes in the left hand box (4).

Outcomes are (5):
Grey — not started,;
Yellow — in progress;
Green — Satisfactory;
Red - Unsatisfactory.

Syllabus and Stage Outcomes recorded by AES

Cardiothoracic Surgery (2015) » Professional/lLeadership Skills v
Core Surgical Training (2013) » Professionall Leadership Skills w
Core Surgical Training (2010) » Core Surgical Training Modules v

11 out of 25 topics within this stage either have evidence or an outcome recorded. e
D Click here to show all topics within this stage of training.

+ Hover over or click the outcome to view its history To edit outcomes, select a placement from the time period where you are recorded as the AES

Outcon Generic Module 1 = Basic sciences WBAs Evidence
Applied anatomy i} 1
Examinations 1 record(s) VQ
{38 Feb 3011 MACS Part & v
Date 28 Feb 2011
Title and section passed MRCS Part A
Awarding body Royal College of Surgeons of England
Topics Selected = Core Surgical Training (2010} » Core Surgical Training Modules

© Generic Medule 1 » Basic sciences
® Applied anatomy
= Imaging
= Microbiology
= Pathology
= Pharmacology
= Physiology

Set an outcome for this placement

Satisfactory
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Trainees are expected to take ownership of their training,
including ensuring enough assessments are carried out.
However, trainers also have a responsibility to engage with
trainees in completing their WBAs. If trainees are having
difficulty in getting their trainers to engage, they may need
support from their TPD.

Viewing Evidence

* Choose the evidence type from the Viewing list (1).
» Select a Custom or Specified time period.

The first area on the resulting page displays (2):
» The number of assessments done in the selected period.

* The number of assessments that were carried out and
validated by a Consultant rater.

» The average time taken for validation by all raters (ideally
this should be less than 28 days).

» Avisual of the global ratings of each assessment and you
can scroll along the timeline.

The second area on the page (3) displays a list of the
assessments showing their date, rater and global rating.

» Use the drop down arrows to open each assessment.

Note that the trainee can retract a piece of evidence if they
subsequently need to amend it. If it has already been validated,
you will receive a system message informing you that it has
been retracted (4).

ST

Viewing CED v

LEvidence
Use Custom Date Range O ADA

Time period 01 Feb 2011 — 22 Jul 2016 : At any ti _
CEX

CEX for Consent
DOPS
1 MSF
QoT
PBA

Other Evidence
_—

£

74 CBD(s) were recorded in this period 66 validated by a Consultant ~

Average time taken from the assessmen t date to the assessmen t being validated 83 day(s)

The following graph shows the performance levels achieved for azsessments within the selected time period in reverse date order (latest on the left).

20 Jul 2016 CBD Demo, Consultant (Dr) [GMC: 1111112] e Level 4 v

01 Feb 2014 CBD Bussey, Maria Demo AES (Mrs) [GMC: 141111412] Level 4 v
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Viewing the eLogbook
* Choose elLogbook from the Viewing list (1).
» Select a Custom or Specified time period (2).

The report displays the procedures recorded by the trainee
in each specialty with numbers at different supervision levels.

Those under E for emergency are coloured red. Use the
scroll button at the side to move up and down the page (3).

01Feb 2011 - 22 Jul 2016 : At any time
Please select

9 -
Placement
20 Jul 2016 — 31 Jul 2018 : Aberdeen Royal Infirmary
01Jan 2016 — 31 Dec 2016 : Ninewells Hospital
05 Aug 2015 — 15 Dec 2015 : Northampton General Hospital
17 Sep 2012 - 31 Oct 2012 : Cumberland Infirmary
01 May 2011 - 31 Jul 2011 : Aberdeen Royal Infirmary

Learning Agreements

Viewing Topics and Progress

Use Custom Date Range Leaming Agreements

Time period
Topics and Progress

Evidence
Aoh
CBD

Syllabus and Stage

Cl
Ex
Cardiothoracic Surgery (2015} » Professior,  CEX for Cansent
DOFS
Core Surgical Training (2013) » Professions  MSF
CoT

Core Surgical Training (2010} » Core Surgii FBA
Tther Evidence

Other Forms

j time

01 Feb 2011 - 30 Apr 2011 : Aberdeen Royal Infirmary
Level
01.Jan 2016 — 31 Jul 2018 : 5T3
01Feb 2011 -15Dec2015. CT1
ARCP
01.Jan 2012 - 06 Mar 2013 : Annual ARCP: 20 Mar 2013
01Feb 2011-310ct 2012 : Interim ARCP: 10 Jan 2013
01Feb 2011 -310ct 2012 : Annual ARCP: 12 Jan 2013
01 Feb 2011 - 31 Jul 2011 : Annual ARCP: 21 Aug 2012
01 Feb 201130 Apr 2011 : Interim ARCP: 03 Mar 2011
w|Everything
01Feb 2011 — 22 Jul 2016 : At any time

Outcomes recorded by AES

[ v
v
L v

Viewing elogbook
Use Custom Date Range I:‘
Time period
0
Total 0
General Surgery
Abscess - acute anorectal 1
Aprto-intestinal fistula repair 1
Wound - dehiscence - resuture 1
Total for General Surgery 3 a

Urology

Biopsy of testis 2

12
i1

°>

w
9
=
o
3

©
©

v
P T ecc PAT U £
@ © @ 0 o
9 :
1
1
o o o o o 2




ARCP / SET UP 1/2

The ARCP management tool follows the COPMeD Gold Guide .

It enables the TPD to set up and record an ARCP, drawing on
the trainee’s portfolio for a specified period. The ARCP can be
an annual or interim process.

From the menu, click My Trainees, then, under Tools, ARCP
Management (1). You can also navigate through each trainee’s
summary page (see My Trainees).

Setting up a new ARCP

The TPD can delegate this task to the Deanery/TPD
administrator who also has access rights.

* Click + Add a new ARCP link (2).

Complete the details on the form (3):

* Add the date by clicking in the space for the calendar tool.
» Type the venue.

+ Select the period to be covered by the ARCP by selecting
the from and to date in the calendar.

» Select the Deanery/LETB, from your personalised list.

» Choose panel members; type a nhame then click on the
name when it appears. Panel members must be registered
with the ISCP in order to appear in the list. Alternatively you
can choose from your recently selected users list.

 Assign their role and use the radio button to show the Chair
of the panel.

» Type the names of any lay members as they do not need
to be registered on the ISCP.

HOME-  DASHBOARD~

MY TRAINEES TOOLS

RATE OTHERS

ARCP Management

Completed

+ Add a new ARCP

11 Jul 2016 1ARCP

© ARCP Meeting

ARCP Details

Lay Representatives

Mgt registersd on ISCP

Add Lay Representativels) Professer D Brown|

Trainees who will be assessed at this ARCP

Specialty

Chair



http://copmed.s3.amazonaws.com/publications/gold-guide/Gold Guide 6th Edition February 2016.pdf?AWSAccessKeyId=AKIAIGEGZICS6K7TFJ5Q&Expires=1469710802&Signature=7KbsvxbwwlCWhcIQaf1DwIQiCCQ%3D
http://copmed.s3.amazonaws.com/publications/gold-guide/Gold Guide 6th Edition February 2016.pdf?AWSAccessKeyId=AKIAIGEGZICS6K7TFJ5Q&Expires=1469710802&Signature=7KbsvxbwwlCWhcIQaf1DwIQiCCQ%3D
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Setting up a new ARCP cont.
Under Trainees who will be assessed at this ARCP (1).

» Select trainees by period - Current / Future / Historic:

Current - trainees whose placements are in progress.

Historic - trainees whose placements have expired but by
not more than 12 months.

Future - trainees you will be managing in the next 6 months.
» Select the specialty from your personalised list.
» Select the level from your personalised list.

» The list below will show trainee names populated according
to your selection and you can then select either an annual or
interim review (each has a slightly different ARCP form) (2) .

» Save the ARCP meeting. You will be able to edit the details
at any time up to final sign off.

Your ARCP will appear in your In Progress tab (3). This area
shows required actions (4) and you can open the ARCP and
edit it until it is signed off.

© ARCP Meeting

ARCP Details

Date of ARCP 28 Jul 2016
‘.’E£ Office 1

Pericd Covered From 01 Jan 2018
Pericd Covered To 31 Dec 20186
Deanery/LETB Demo Deanery

Panel Members

Add a Panel Member

TFD, Deme, (Mr), [GMC: 123458] o

Lay Representatives

Mot registered on ISCP

Add Lay Representative(s) Professor D Brow

Role

Training Programme Director

Chair

E
ARCP Management
+ecp 11 Jul 2018 1 ARCP A4
04 Jul 2616 § ARGP(s) A
11.Jul 2016
05 Aug 2015 to 02 Aug 2016 Annual

05 Aug 2015 to 02 Aug 2016 Annual

Awaiting Deanery/LETB sign off a

Awaiting Deanery/LETB sign off




ARCP / VIEW

MNTERCOLLEGIATE

|SCP e HOME-  DASHBOARD- MY TRAINEES-~
PROGRAMME

Viewing an ARCP |

» Click on My Trainees from the main menu and ARCP
Management (1)

MY TRAINEES TOOLS RATE OTHERS

* ARCPs appear in the In Progress tab until they have been
signed off by all relevant parties after which they appear in the

Completed tab (2).

+eﬂRGP
11 Jul 2016 1 ARCP e v

ARCP Management

 Click on the down arrow to see the list (3).

» Click on an ARCP to open it, as you click the area will change

S T 4 ERCELE i.renuirsd acfionic) AL
COIOU r (4) . 05 Aug 2015 to 02 Aug 2016 Annusl Outcome not yet recorded
11 Jul 2018 1ARCP v
04 Jui' 3018 8 ARCP(s) ~

* The ARCP, When Opened1 Contalns 4 tabbed areaS (5)- 05 Aug 2015 to 02 Aug 2016 Annual Awaiting Deanery/LETB sign off

L 05 Aug 2015 to 02 Aug 2016 Annual Awaiting Deanery/LETB sign off a

Recommendation and Sign off Additional Comments (1)

Trainee NTN:

Specialty

Enrclment Status Expected Completion of Training date:
ARCP type

Meeting details Venue:
Period covered

Created by

Related documents JCST Certification Guidelines / Surgical and Dental N Code Forms
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From the menu, click My Trainees then ARCP Management (1)
Your list defaults to your In Progress ARCPs (2).

To edit the ARCP set up details click on the orange Edit ARCP
Meeting (3).

To record the ARCP event click on the area for the trainee which
then highlights in blue (4).

The ARCP contains four tabs; ARCP set up, Trainee progress,
Recommendations and sign off and Additional Comments (5)

ARCP Set up tab
The first part of the form shows summary information.

ARCP Information will be pre-populated with training information
already entered (6). Further information can be added including:

» Days out of training (numbers only field).
* GMC Training Programme Approval Number.
Under Relevant dates for this ARCP:

Trainee Placements are listed in the box on the left-hand side.
Those not covered by the ARCP are greyed out (7).

Previous ARCP dates and outcomes are listed in the box on the
right-hand side (8).

MY TRAINEES

HOME~  DASHBOARD-~

TOOLS RATE OTHERS

ARCP Management

Completed
+ AeRCP

i_28 Jul 2018 Office 1

1ARGP 1 required action(s)

Bussey, Maria Demo Trainee (Dr) [GMC: 111111

111] 01 Jan 2016 to 31 Dec 2016

Annual Outcome not yet recorded a

Trainee

Specialty
Enrolment Status
ARCP type
Meeting details
Period covered
Created by

Related documents

ARCP Information

Type of ARCP
Period covered from

Period covered to

Level being assessed

Days out of training since last review

20 Jul 2016 to 31 Jul 2018

01.Jan 2016 to 31 Dec 2016

GMC Training Programme Approval Humber

Relevant dates for this ARCP

a Hospital

Aberdeen Royal Infirmary

Minewells Hospital

Recommendation and Sign off

Additional Comments (0} e

Bussey, Maria Demo Trainge (Dr) [GMC: 1411111411] NTN:
Neurosurgery
Not Enrolled
Annual Iv3

Expected Completion of Training date:

28 Jul 2016
01Jan 2016 to 31 Dec 2016
TPD, Demo (Mr) [GMC: 123458

Venue: Office 1

Annual v
01 Jan 2016 6
31 Dec 2016

ST3 v

Previous ARCP periods covered g Outcome Type
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Trainee Progress tab
The first section shows summary information.

Trainee progress works in the same way as portfolio viewing
and allows systematic consideration of the trainee’s portfolio
evidence. You will see a series of filters.

* In Viewing — Use the drop down box to select the areas you
want to view; these include (1):

ARCPs

Global Objectives

Learning Agreements
Topics and Progress
Evidence (by WBA method)
Evidence / Other Evidence
eLogbook

Journals

PDPs

Rotas

» Use the Custom Date Range — Click the checkbox and

ARCP Setup

Trainee

Specialty
Enrolment Status
ARCP type
Meeting details
Period covered
Created by

Related documents

Trainee Progress

Viewing
Use Custom Date Range

Time period

Recommendation and Sign off Additional Comments (0)

Bussey, Maria Demao Trainee (Or) [GMC: 111111111]

Meurosurgery

Mot Enrolled

Annual v3

28 Jul 2016

01 Jan 2016 to 31 Dec 2016
TPD, Demao (Mr) [GMC: 123456]

JCST Certification Guidelines /

Topics and Progress

O

01 Jan 2016 — 31 Dec 2016 - Annual ARCP: 28 Jul 2016

Surgical

Cl
Cl

D
W
O

BD
EX

OPS
SF
oT

PBA

Please select
Progress
ARGF

Global Objectives
Leaming Agreements

Topics and Progress

Evidence

CEX for Consen it

Other Evidence
Other Forms
elogbogk

~

pletion of Training date:

v

Everything
v

01 Feb 2011 - 22 Jul 2016 : At any time

Please select
Placement
20 Jul 2016 — 31 Jul 2018 : Aberdeen Royal Infirmary
01Jan 2016 — 31 Dec 2016 : Ninewells Hospital
05 Aug 2015 - 15 Dec 2015 Morthampton General Hospital
17 Sep 2012 - 31 Oct 2012 : Cumberland Infirmary
01 May 2011 — 31 Jul 2011 : Aberdeen Royal Infirmary
01 Feb 2011 — 30 Apr 2011 : Aberdeen Royal Infirmary
Level
01Jan 2016 —31Jul 2018 : 8T3
01Feb 2011 —15Dec 2015: CT1
IARCP
01 Jan 2012 - 06 Mar 2013 : Annual ARCP: 20 Mar 2013
01 Feb 2011 —310ct 2012 : Interim ARCP: 10 Jan 2013
01 Feb2011-310ct2012 : Annual ARCP: 12 Jan 2013
01 Feb 2011 —31Jul 2071 : Annual ARCP: 31 Aug 2012
01 Feb 2011 —30 Apr 2011 . Interim ARCP: 03 Mar 2011

01Feb2011—-22 Jul 2016 : At any time

select a custom from and to period (2 / 3). OR

Select a Time period — Click the drop down box to choose a

pre-established period by placement, level, ARCP or
Everything (default) (4).

* Your selections determine the evidence that is displayed in
the area below. For example, you may wish to select to view
the eLogbook by the current ARCP period (5).

Note: If you have any queries during an ARCP the ISCP
Helpdesk would be happy to help. You can call us on 020
7869 6299.

Viewing Topics and Pro,

Use Custom Date Range %]

Period
Trainee Progress
Viewing eLeogbook v
Use Custom Date Range
Time period 01 Feb 2011 — 26 Jul 2018 : At any time -

A 5TS S§TU PPT P T PCC PAT u E

General Surgery

Abscess - acute anorectal

Aorto-intestinal fistula repair

Wound - dehiscence - resuture

Total for General Surgery
Urology

Biopsy of testis

o
™ e e © e e © o e e e e

1 1
1 1
3 o 2
2
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ARCP Setup Additional Comments (0}

Recom mendation and Slg n Off tab Trainee Bussey, Maria Demo Traines (Dr) [GMC: 111111111] NTN:

Specialty Neurosungeny
The first part of the form shows summary information. s e xpected Completion of Training cate
Meeting details Z8 Jul 2016 Venue: Office 1

Created by TFD, Demo (Mr) [GMC: 122458]

Approved Cllnical tralning gained during the perlod to be Related documents JC5T Certification Guidelines / Surgical and Dental N Code Forms
viewed:

Approved clinical training gained during the period to be reviewed

This area I|Sts the placements that OCCurred Wlthln The following placements occurred during the ARCF period
the ARCP period.

* You can amend the In/Out of Programme drop down box RS —

Placement/Post/Experience From To In/Cut of Programme FTIPT as percentage Survey status

. L. . Neurosurgery 20 Jul 2016 31 Jul 2018 In Frogramme v 100 % Survey not started
in each placement and alter the percentage training time. vt o
Sar_ar;I Surgery 01 Jan 2016 31 Dec 2018 In Programme v 100 o Survey not started
Previous ARCP(s):
. . . Previous ARCP(s)
This area shows previous ARCPs, outcome and sign off
Status . Meeting Date Type Outcome Start Date End Date Sign Off Status

5. Incomplete evidence presentsd — N
20 Mar 2013 Annual . N . 01 Jan 2012 06 Mar 2013 Completed
additional training time may be reguirsd

1. Achieving gress and stences st
12 Jan 2012 Annsl SVING IEgIEss AN compstence 01 Feb 2011 31 Oct 2012 Bwaiting Traines sign off
the expectad rate

1. Achizving gress and stences St
10 Jan 2013 Interim e ving progress and competence 01 Feb 2011 31 Oct 2012 Awaiting Trainee sign off
the expectsd rate

1. Achieving progress and compstences st » . )
31 Aug 2012 Annus| 01 Feb 2011 21 Jul 2011 FAwaiting Trainee sign of f
the expectad rate
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Recommendation and Sign off tab cont.
Under ARCP Recommendation:

 Click in the Outcome box to select from the outcomes list
(mandatory field) (1).

The outcome selected determine other fields which appear
further down. For example selecting an outcome 8 (OOPR)
enables you to add information about extra months counted
towards training.

« Qutcomes 2, 3,4,5,7.2,7.3,7.4,8 (OOPC) and 9 require
supporting information. Please fill in these areas as fully as
possible (2).

ARCP Recommendation

Outcome Please select v

Please select
Satisfactory Progress

Unsatisfactory Progress
2 . Development of specific competences required — additional training time not required
3 . Inadequate progress by the trainee — additional training time required
4  Released from fraining programme with or without specified competences
Insufficient Evidence
5 . Incomplete evidence presented — additional training time may be required
Recommendation for completion of the training programme (core or higher)
6 . Gained all required competences for the programme
Outcomes for trainees out of programme or not in run-through training
7.1 . Satisfactory progress in or completion of the LAT / FTSTA placement.
7.2 . Development of Specific Competences Required — additional training time not required LAT / FTSTA placement
7.3 . Inadequate progress by the trainee — additional training time LAT / FTSTA placement
7.4 Incomplete Evidence Presented - LAT / FTSTA placement
Out of Programme not contributing to completion of the training programme
8 . OOPE (Experience)
8 . O0OPR (Research)
8 . OOPC (Career Break)
Top-up training
9 . Top-up training

Supporting Information

Detailed reasons for
recommended outcome

For trainees given an unsatisfactory review outcome

Mitigating circumstances

u1 l:l Record Keeping and Evidence
Traines failed to i torily maintain their Royal College/Faculty E-Portfolio including completing the recommended number of Work
Placed Based Re =

= ; structs cation Supervisors report; in accordance with recommendations for that
particular Year of Training in line with the Royal College/Faculty curiculum requirements.

Competencies which need to be

developed
pe vz [[] Insdequste Experience
Training ) ss2d in order to progress. As = result the
traines was unsble 1o satisfy the Royal College/Faculty curiculum requirsmants for the year of training
Recommended actions us l:‘ Mo Engagement with Supervi

Traines failed with the =
requirements for that particular year.

us [T Trainer Absence

Mominated Educational Supervisor or Trainer ropriate training and support to the Trainee because of their absence

did not provide the a
Recommended additional a

training time (if required)

training.

us l:‘ Single Exam Failure
Traines failed to =atisfy the respective Royal College/Faculty examination requirements to progress to the next year of training.

_— ue l:‘ Continual Exam Failure

Traines failed

aculty examination within the allowable number of examination attempts following a

spective Royal C

numbsr of re- herefore unable to prog ny further in this Specialty.

ur ires Deanery Support

with thesir

sional personal skills for example: - behaviour / conduct / atfituds / confidence / time keping /
suppart of the Deanery Parformance Team.

us [[] Other reason [please specify)

=d Educational Suparvisor or the training curriculum in sccordance with the Royal Collega/Faculty
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Recommendation and Sign off tab cont.

Under ARCP Recommendation:

Enter the recommended date for completion of training.
Enter the next training level.
Select whether the trainee has an academic component.

State whether the trainee was present or absent from the
ARCP (mandatory field).

Enter the date of the next review if one is set.

ARCP Recommendation

Outcome

Recommended Completion of
Training date

Grade/Level at next rotation
Academic progression
Trainee Attendance

Date of next review

Please select

Please select

Please select

Please select

v | Please select

Please select
Mot applicable

Continue academic component

Do not continue academic component
Academic component completed
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Revalidation
Recommendation and Slgn Off tab Cont. :;"f-';a;-:“_ o ) r's Exit Report (and the Exception Exit Repart when there is 3 concern) and in the
Revalidation - details can be updated. Documentation considered Exit Report
Exception Report
Unresolved causes of concern? Record any that occurred (1). Form R Part &
Supervisor Reports
A Yes answer enables you to add a comment. o
Confirm ARCP Panel: Attendance of panel members can be Unresoived causes of nsem? | plegoe select | Vot onnes of sen
confirmed by ticking those who attended from the list. Date of previous revaldation (i st s ot e
applicable)
NB: Other people who attended who were not originally listed ST
can only be added in the summary page and adding them there
will add their names to all trainees with this ARCP schedule. Confirm ARCP pane

Please confirm all pansl members who were in attendance for this traines’s ARCP.

Confirm ARCP lay members: confirm any differences by
overwriting in the text box.

Panel Member Role Chair
v TPD, Demo (Mr) [123456]

Sign off and Complete: the TPD and trainee must sign off the
ARCP. Deanery/LETB Administrator sign off is optional once

the TPD has Signed off Confirm ARCP lay members

Please confirm all lay members whe were in attendance for this trainee’s ARCP.

The trainee’s sign off indicates that they understand the L2y Member= Professor D Brown
recommendations arising from the review. It does not imply
they accept or agree with them and they can have the

recommendation reviewed as well as the right of appeal as
delineated in the Gold Guide. e

Sign off comments

Additional Comments tab

This area enables anyone who has access to the ARCP to
make comments at any time, including after signing off and the
comments are visible to all. The




BATCH DELEGATE TRAINEES

As Training Programme Director, you can use the batch
delegate tool to assign a selection of trainees to other TPDs to
manage.

« From the menu, click My Trainees then Batch Delegate
Trainees (1).

» Type the name of the Delegated Programme Director or their
GMC number (2).

« Or select them from your recently selected users list.
Your trainees are listed.

« If you have a long list of trainees you can filter them by level
and hospital (3).

 Click in the area where the trainee appears.

» The area changes colour to indicate that the trainee has been
delegated and your action is automatically saved.

» To un-delegate, click the area again.

* You can also delegate trainees from an individual trainee’s
summary page, by clicking the Access tab (4).

HOME~  DASHBOARD~ MY TRAINEES~

MY TRAINEES TOOLS RATE OTHERS
> As Training Programme Director n > Validate Trainee Placement(s n > Validate WBAs / MSFs
=

Batch Delegate Trainees

Step 1. Choose a Training Programme Director to delegate trainees to

Delegated PD 288777 g E

Demao, Dental PD, (Miss), [GDC: 888777 7] B
) ’ Browse all available

Step 2. Choose which trainees you would like to delegate to the above Programme Director

Select from your list of trainees below which trainees you wish to  delegate to another Programme Director

Filter by Select level ¥ and Select hospital e v

Bussey, Maria Demo Trainee (Dr) [GMC: 111111111] [u] ST3 Neurosurgery Aberdeen Royal Infirmary (ABERDEEN)
Current DPD=: Miss Dental PD Demo

Delegated Programme Director(s) Start typing to add your DPD

Add these DPDs to this trainee

Person Role / Duration What can this person do?
AES, Bussey (Mrs) [GMC: 333333333] Assigned Educational Supervisor 0 View my Portfolio
01 Jan 2016 - 31 Dec 2016 Create Learning Agreements

Create AES Reports
Set outcomes for Topics

AES, Bussey (Mrs) [GMC: 333333333] Clinical Supervisor o View my Portfolio
01 Jan 2016 - 31 Dec 2016 Record Placement Reports
Clinical Supervisor 1, Bussey (Mrs) [GMC: 444444444] Clinical Supervisor 0 View my Portfolio

01 Jan 2016 - 31 Dec 2016 Record Placement Reports




GLOBAL OBJECTIVE TEMPLATE

As Training Programme Director, you can use the Global
Objective (GO) tool to set a global statement for trainees by
their stage of training.

You can also set a global objective template which can be
used for a number of trainees.

From the main menu go My Trainees / Global Objective
Templates (1).

All your templates are listed here(2) and you can have as many
as you like.

 Click the green button to Add A New Global Objective
Template.

* You can give it a title.

* You can type statement and use a range of styling tools.
You can also paste text here from elsewhere.

* In the drop down box Publish to website? Either leave as
draft by selecting No

OR

* Choose Yes — this will be available to allocate to trainees.

MY TRAINEES TOOLS

HOME~  DASHBOARD~ MY TRAINEES~

RATE OTHERS

Global Objective Templates

Allocate template to trainees

20 Jul 2016 TPD, Demo (Mr) [GMC: 123456] 5T3 2015 template Published

Add A New Global Objective Template

© Global Objective o

Title 0

Supporting Statement AdpBioeips ) EFAIC-REIRSAINIF s

Publish to website? € No v

‘Yes - this will be available to allocate to trainees




MY TRAINEES / VIEW PLACEMENTS

You can view a trainee’s placements from the trainee summary About this trainee
pag e . Trainee Bussey, Maria Demo Trainee (Dr)

GMC Number 1111111

Current Placement
. 01 Jan 2016 — 31 Dec 2016
Ninewells Hospital
* Click the Placements tab (1).
AES: AES, Bussay (Mrs) Mo Photo added
CS: AES, Bussey (Mrs) [GMC: 333333333] Clinical Supervisor 1, Bussey
(Mrs) [GMC: 444444444]

» All the trainee’s placements are listed with the latest at
the top, showing date range, hospital, training level,

specialty, supervisors and whether TPD-validated. .

 Click on the area showing these details to open the

20 Jul 2016 - 31 Jul 2018 Aberdeen Royal Infirmary AES: Consultant, Demo (Mr) [GMC: Validated
placement to see the full content, the area changes e e
CO I 0 u r (2) TPD: TPD, Demo (Mr) [GMC: 123456]
01 Jan 2016 — 31 Dec 2016 Ninewells Hosptal AES: AES, Bussey (Nrs) [GMC: 333333333] Submitted
ST3 General Surgery TPD: TPD, Demo (Mr) [GMC: 123455]

: Demo, Consuftant (Dr) [GMC: 1111112] Walidated
: Demo, PD (Mr) [GMC: 9891111]

 Click the back arrow key next to Placement to go back a © Placement 6
step (3).

Your key training details

Please ensure the following details ars comect before All fizlds are like this
Trainee Bussay, Maria Dema Trainee (Dr) [GMC: 11111118

Appointment type Surgical StR

Parent Specialty Neurosurgery

Academic trainee? ACF(Academic Clinical Fellow)

Wilitary trainee? No

Deanery/LETB NHS Education for Scotland - East Region

wo @ TPD, Demo (Mr) [GMG: 123456]

Placement details

Hospital Aperdzen Raysl Infirnary (ABERDEEN)
Start date 20 Jul 2016

End date 31 Jul 2018

Full fime trainee? es

Specialty of placement Newosurgery

Level € sT3

Supervisors for this placement

259 Consultant, Demo (M) [GH

cs @ Diemo-Consultant | Northar (M

20 Jul 2018 by Bussey, Maria
Jul 2018 by TPD, Demo (M
n 20 Jul 2016 by TFD, Demo |




iscrERy

HOME- DASHBOARD -

Case Based Discussion (CBD)

About the assessment

Trainee e GMC: BaE555E

Assessment dats 17 May 2013

== AES, Bussey [Mrs) [GMC: 333333333] [u]

Is this a reflective CBD? Ne

e Ryhope General Hospital (SUNDERLAND) 0

Trainee feedback

Trainee reflections

Trainee commen its

Trainee reflections on Please selec

this activity

What did | learn from this
experience?

What did | do well?

What do | need to improve or
change? How will | achieve it?

This relates to a
reflective journal entry

RATE OTHERS

>

WORKPLACE ASSESSMENT (WBA) 1/2

CBD details

Clinical setting
Emergency/Elective

Performed in a simulated setting
CBD performed while on a course
Summary of the problem

Critical condition

Complexity of the case

Focus of clinical encounter

Community L 9

Please Select ¥
4. Appropriate for Certification
Medical record keeping

D Clinical assessment
D Management
D Professionalism

0 Topics selected

INo topics have been selscted

Saving and validating this assessment
Submit this CBD No - Save as draft

Trainees are expected to take ownership of their training,
including ensuring enough assessments are carried out.
However, trainers also have a responsibility to engage with
trainees in completing their WBAs.

The trainee is responsible for creating the WBA after the event
and the rater is responsible for validating it; ideally this should
be done within 28 days of the event.

As a rater, you will be alerted to WBAs submitted to you for
validation by an alert in your dashboard.

You can also find them from the menu. Click My Trainees then,
under Rate Others, click Validate WBAs / MSFs.

The trainee may have already populated many of the fields.
The trainee should complete the following fields:

» Date of the assessment, rater’s name and the hospital in
which the assessment was done (1).

« Trainee feedback and trainee reflections — optional (2).

» Detalils of the event (3).

« Topics - syllabus topics against which the assessment
provides evidence (4).

» Trainee sign off (5).



HOME-

DASHBOARD -

MY TRAINEES-

M
Case Based Discussion (CBD)

About the assessment

Trainee

Demo2, LA (Mr) [GMC: 6885555] [u]
Assessment date @ 17 ey 2013
Rater AES, Bussey (Mrs) [GMC: 232323233 [u
Is this 3 reflective CBD? Mo
Hospital €

Ryhope Genersl Hospital {SUNDERLAND) o

Rater feedback @

is a mandatory component of this assessment. Please use this space to record areas of strength and suggestions

RATE OTHERS

WORKPLACE ASSESSMENT (WBA) 2/2

Strengths -
Ratings @
Your rafings shoukd be judged against the standard laid out in the syllsbus for the traines's stage of training.
1. Medical record keeping stand unn o
e 2. Clinical assessment tstand nnn o
3. Diagnostic skills and underlying knowledge base Satisfactory nn 5 n
4. Management and follow-up planning Satisfactory un s n
Recommended actions
5. Clinical judgement and decision making ment requires u D En
6. Communication and team working skills et requires n D En
= 7. Leadership skills n D Hn
8. Reflective practicelwriting un s n
Pt e unnn

Global summar oy

g or early spedialty kmining

Saving and validating this assessment @

Validate this CBD a “fes — | will validste this WBA now ¥
Mo — | will validate this WBA later

*Yes — | will validate this WBA now

You should complete the following fields:

Rater feedback (1) — your written comments are the most
important component and are, therefore, mandatory in at least
one text box.

Ratings (2) — the trainee is normally assessed against the stage
of training (except in PBAS). Click the relevant square for: N =
Not assessed/observed / D = Development required / S =
Satisfactory / O = Outstanding.

Global summary (3)- the overall rating is selected from four
levels that map to the trainee’s stage of training. Early in the
training stage the trainee may be at or below the level for the
stage, towards the middle and end they may be at their level or
above. For example, a core trainee may achieve level 2 in most
areas by the middle or end of CT2.

Sign off (4) Note that you can sign off here or at the same time
as the trainee. The trainee can retract a WBA to amend it. If it's
been validated you will be notified of a retraction via your
dashboard.



RATE OTHERS / MULTISOURCE FEEDBACK (MSF)

The MSF is created by the trainee who conducts a self-
assessment and chooses raters from a range of grades, one of
whom must be her/his current AES:

Requirements for nominating rater:
 AES

2 Consultants

2 Senior nurses

2 Other doctors

2 Other healthcare professionals

If you are chosen as a rater, you will see an alert/link on your
dashboard. Alternatively click My Trainees from the main menu
then under Rate Others, select Validate WBAs / MSFs (1).
The form includes links to guidance notes (2).
 Click the boxes to complete your ratings:

N = Not assessed/observed / D = Development required

| S = Satisfactory / O = Outstanding (3).

* Provide written comments; for the trainee this is the most
helpful component of formative assessment (4).

* You can save as draft to come back to later.

* Sign off.

ISCP E

HOME- DASHBOARD -

About the MSF
Tramss

sart Dade.

Levst

FEEDBACK

Ratings &

Please providhe a7 less? one rating

Clinical Care

1. Hilsdory aiing and sxaminafion skills

2 Fedrvant knowisdge and disgnostio sillls

1. Ablity fo formulade approprisde management plans

4. Progedural isohmioal) siils

£. Reoord kesping (imely 2oourads, legible)

Maintaining good medical practice

. Ay do mmanags Bms Snd WOk URdsr pressurs

7. Dalslon maiing and implementation sidlls

& Awarsness of own Imiiaions (¥Iling o a5k for hedp)

£, Infitadrve and laadership sils

10. Foous on patient safedy (olinkoal Qovernance)

Learning and teaching

11. Wilingne s s fo ask for feedbeok and fo leam from §

12 Teaohing (snthusiasm and affecfhvaness)

Relationships with patients and colleagues

13. Communioadion wiin patisnts and tnedr relaihves

14. Communicadion with collsagues

16, Agihve Imvohrament wilh your isam

18 Acoes sibilily and redlabliiy

@ Multi-Source Feedback (MSF)

Other Information

Plsase give spsoifio sxamples

Flsass give spsoific sxamples

Do you have any soncsms sboud s

dosiors probily or healin?

Emronment sbrarved

nnnnnnn

"0 - 30 3 0rE

=

RATE OTHERS

> \ahidats WEAs / MSFs




DASHBOARD / MESSAGES

HOME~  DASHBOARD~ MY TRAINEES~

wrormarion | Messages From your dashboard you can send, receive, save drafts,
9 create folders and view conversations with a person.
Compose new message
—'—‘—* .
O s  Click the orange button (1)
o| *  In the To box, the system will search for people as you type or
you can choose from your recently selected users.
Folders: Allows you to file different messages under different
headings.
» Name the folder and click Create Folder (2). The new folder
9 name will appear below and show the number of messages
filed. You can also delete folders here (and messages filed
I I I I inside).
Create amaw folder g - To file a message, go to the inbox, select the message(s)
to file by clicking the tick box, select the folder name in the
_— drop down box and click the green Move To Folder button
‘ (3). Note that you can also delete messages in this way.
. Moved messages no longer appear in the inbox.
[ wessage rweacs | ovars | sem | rotrs | » To see the messages in a folder, click the Folder drop down
Messages moved to folders can be viewed by selecting the relevant folder belowr. box in your Inbox.

tlacy Inbox (3)

* Message threads (4) Enables you to filter a conversation
O s with someone. Choose the person from the drop down box.
You can also continue the email conversation from here.

e - [

(4 06 Jul 2016 14:10 Reminder to rate my MiniPatiMSF m m Sent Folders

== Sender/Recipient v

Consultant, Demo (Mr)
Demo, Consultant (Dr)
TPD, Demo (Mr)




INTERCOLLEGIATE
SURGICAL
CURRICULLM

PROGRAMME

Other menu items
TOOLS

Survey Report — enables you to generate the survey results from trainee placements in your area.

Reports

Reports for trainers — Coming soon. Please us the site to make any suggestions.

TRAINER AREA

Portfolio for trainers — Coming soon. This area of the ISCP is intended to allow the collection of evidence
by trainers to help them demonstrate to the GMC that they are eligible to be recognised as trainers. The
code is under construction and further announcements will follow.



