Process to becoming an Educational Supervisor with Certificate (Dates/months can vary)
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MB4018





Register Students accepted on the ‘Educational Supervisors Course’ for the Certificate


March





GP Programme Director (GP TPD)/Associate Director (AD)


And Academy administrator


Contact details on website


�HYPERLINK "../Foundation CSES Recognition and Approval/www.nwpgmd.nhs.uk/general-practice/contact-information"��www.nwpgmd.nhs.uk/general-practice/contact-information�





Contact local GP Programme Director/Associate Director or GP Training inbox for advice and approval








Apply for the Educational Supervisors Course (old BTC) including video


November / December





Send out advert for Educational Supervisors Course to GP TPDs, ADs, & approved Clinical Supervisors with a trainee





Add resources, school handbook and set up assignment on Blackboard with lead AD from HENW


March/April





Accepted onto the ES Course. Register for the Certificate with UCLan


March





Distribute application videos to ADs


January





Finalise course participant list and send course participant details to UCLan for registration for the certificate


March











Enrol Students newly registered for the Certificate on 


Module 4018


May





Enrol with UCLan for Module 4018


May





Send out Course Programme Details via a Sharepoint link in advance of each module. Keep attendance registers.











Attend 1st Module of the course


May





Attend 3rd Module of the course


January





Submit 3rd Assignment


April





4018 Assignments (x3)*


Collect marks off Blackboard


and submit to board.


June / December / April





Submit 1st Assignment work


July











Attend 2nd Module of the course


September





4018 Assignment Resubmissions (x3)*


Collect marks off Blackboard


and submit to board.


resubmission dates





Submit 2nd Assignment


December





Send details of those successfully completing the whole course to the relevant Academy Administrators.


May








Send out Certificate of Course Completion to Prospective Trainers 


June





*Administer late submission/extenuating circumstances process for submissions/resubmissions





submission dates





GP Team sends out GP Trainer Accreditation Visit paperwork to Prospective Supervisor.


November - July





Complete GP Trainer Accreditation Visit Form


May - September





Accreditation Visit/Combined Interview


(by local GP Programme director/AD)


June - December





Key


GP Academy Administrators


GP Course Administrator (Claire Hopkins)


GP Executive Assistant (Alison Yates)


UCLan











Virtual New Trainer practice visit/interview to be arranged by AD








Coordinate placement of first trainee with local FPD


August/December/February/April


This may be a foundation trainee initially or GPST once appointed as a GPST Trainer at Interview (next stage)











Following successful interview, add newly approved GPST Trainer to database and GMC Connect.


Inform patch TPD and AD








MB4019





Start supervising first learner


December / April / August





Enrol Certificate Students on 


Module 4019 as per list submitted by GP School Course Administrator twice a year


February / October





GP Team to contact new ES’s in Feb/Sept to check trainee is in place and need to enrol on Module 4019 ‘year with a learner’





Collate list of all new trainers when they start with a learner.


Submit this list to UCLan for enrolment twice a year


February / October








Academy administrator sends out GP Trainer Reaccreditation Form to First Year GP Trainer and coordinates reaccreditation review arrangements with GP TPD, AD, Trainer





Towards the end of first year arrange to have a virtual First Year review having completed the reaccreditation documentation/reflective paperwork and a CBD recording with reflection.





Completed review paperwork and CBD mark sheet to Academy administrators who send CBD mark sheets to GP Training inbox. 





If when you complete Module 4019, you have completed either then you have completed your certificate.











Take the list of marks for students who have completed Module 4019 (sent by the GP School Administrator twice a year) to the board.


June / September





Enter CBD marks onto certificate spreadsheet/UCLAN sharepoint link and submit marks to UCLan twice a year to go the board.


February / October





Identify those students finishing Module 4019 who have completed the certificate and arrange acknowledgement





Ongoing development including attending Regional Trainers Conference and local Trainers Group


September / January / May





Course leader AD selects and provides work samples for the external examiner


July











Gather evidence for reapproval panel every 3 years











Key


GP Academy Administrator


GP Course Administrator (Claire Hopkins)


GP Executive Assistant (Alison Yates)


UCLan











Record attendance at Regional Trainers Course and Masterclasses on database


Ongoing








MB4020





Send out advert for Consultation Masterclass Course to GP TPDs, ADs, GP Trainers.


September





Enrol with UCLan for Module 4020


November





Accepted onto the Consultation skills Masterclass.


October








Apply for the Consultation Skills Masterclass


Advertised in September





Enrol Certificate Students on 


Module 4020 as per list submitted by GP School Course Administrator once a year


November





Add resources, school handbook and set up assignment on Blackboard with lead AD from HENW


November





Attend 1st Module of the masterclass


November





Attend 2nd Module of the masterclass


January





Submit Assignment


April





Finalise course participant list and send course participant details for those who are registered for the certificate to UCLan for enrolment on Module 4020


November











Send out Course Programme Details via a Sharepoint link in advance of each module.


Keep attendance registers.











Course leader AD selects and provides work samples for the external examiner


July











4020 Assignment*


Collect marks off Blackboard


and submit to board.


submission date





4020 Assignment Resubmissions*


Collect marks off Blackboard


and submit to board.


resubmission date





*Administer late submission/extenuating circumstances process for submissions/resubmissions





submission dates





Identify those students finishing Module 4020 who have completed the certificate and arrange acknowledgement





This masterclass is 20 credits towards the PG Diploma.











PW4017





Send out Course Programme Details in advance of each module.


Keep attendance registers.











Course leader AD selects and provides work samples for the external examiner


July








Add resources, school handbook and set up assignment on Blackboard with lead AD from HENW


November





Identify those students finishing Module 4017 who have completed the certificate and arrange acknowledgement





4017 Assignment*


Collect marks off Blackboard


and submit to board.


July





4017 Assignment Resubmissions*


Collect marks off Blackboard


and submit to board.


resubmission dates





*Administer late submission/extenuating circumstances process for submissions/resubmissions





submission dates





Attend 1st Module of the masterclass


February





Attend 2nd Module of the masterclass


April





Submit Assignment


June





If when you complete Module 4017, you have also completed Module 4019 (Year with a Learner) then you have completed your certificate.


If not then complete Module 4019.








Enrol with UCLan for Module 4017


February





Accepted onto the Teaching and Supervison Masterclass.


February








Apply for the Teaching and Supervision Masterclass


Advertised in November





Send out advert for Teaching and Supervision Masterclass Course to GP TPDs, ADs, GP Trainers.


September?





Finalise course participant list and send course participant details for those who are registered for the certificate to UCLan for enrolment on Module 4017


November











Enrol Certificate Students on 


Module 4017 as per list submitted by GP School Course Administrator once a year


December








