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Creating a multi-source feedback (MSF)
or multiple consultant report (MCR)
assessment
A guide for doctors gathering evidence for a Portfolio Pathway application
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Creating a multi-source feedback (MSF)

1 From your Dashboard, click "Create"
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2 In the create menu, click "Multisource Feedback"

3 Enter the start and end dates for the period under review.
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4 You will be asked to complete a self assessment of your capabilities. Enter the
date of your self assessment.

5 Use the drop down menu to rate yourself for each of the professional capabilities.
You can add comments to explain your rating.
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6 An MSF requires ratings from a minimum of 12 assessors. Enter your assessors
under "Who would you like to fill in the next section of this form?"

If your assessors have an e-portfolio account, their name will appear as you start
typing and you can select them from the dropdown list. To invite assessors who
do not have an e-portfolio account you can type their full email address.

You should enter all assessors on the same MSF form. You should not complete a
separate MSF for each assessor. The e-portfolio cannot merge individual forms
into a final report.

You can add additional assessors to your MSF form at a later date if necessary (see
below).
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7 Once you have added your assessors, click "Submit". You can also save the form as
a draft to return to at a later date.

Creating a multiple consultant report (MCR)

8 From your Dashboard, click "Create"
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9 In the create menu, click "Multiple consultant report"

10 Enter the start and end dates for the period under review.
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11 You do not need to complete a self- assessment for the MCR report.

12 An MCR requires ratings from a minimum of 4 consultant assessors. Enter your
assessors under "Who would you like to fill in the next section of this form?"

If your assessors have an e-portfolio account, their name will appear as you start
typing and you can select them from the dropdown list. To invite assessors who
do not have an e-portfolio account you can type their full email address.

You should enter all 4 assessors on the same MCR form. You should not create a
separate MCR for each assessor. The e-portfolio cannot merge individual forms
into a final report.

You can add additional assessors to your MCR form at a later date if necessary
(see below).
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13 Once you have added your assessors, click "Submit". You can also save the form as
a draft to return to at a later date.

Viewing the progress of MSF/MCR and adding additional
assessors

14 Click "Timeline" to open your timeline. You also can select "Assessment and
evidence" in the Timeline dropdown menu to view only your assessments and
evidence.
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15 You can use the search bar or the advanced search to find specific assessments.

16 MSFs and MCRs that are in progress will be shown with an orange banner next to
them.

You can see the progress of your assessment by looking at the three dots on the
right hand side. A green dot shows a stage is complete, and orange dot shows a
stage is in progress, and a white dot shows a stage has not yet been started.
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17 Click on the assessment to open it.

18 You can view a summary of assessors who have responded and assessors yet to
respond. The purple banner shows how many respondents are in each group.
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19 Click on the group you wish to view for more detail.

20 You can send a reminder to an assessor by clicking "Remind"

You can also retract a request to complete the MSF or MCR by clicking "Retract"
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21 You can invite additional assessors to complete the MSF or MCR by typing their
email address into the box.

If your assessors have an e-portfolio account, their name will appear as you start
typing and you can select them from the dropdown list. To invite assessors who
do not have an e-portfolio account you can type their full email address.

22 Click "Invite" to send the MSF or MCR to the additional assessor(s).
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Closing the MSF/MCR

23 Once you have met the minimum number of responses for the MSF or MCR, you
can close the assessment. This will send it to your educational supervisor for
review and release.

Your educational supervisor will need to review the responses and may remove
any inappropriate responses before releasing the assessment to your timeline for
you to view.
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24 Scroll to the bottom of the MSF or MCR. Enter the name of your educational
supervisor.

This may be completed for you if you have a single educational supervisor
assigned. You must have at least one educational supervisor assigned to complete
the assessment. Your supervisor must have an e-portfolio account.

25 Click "Close this section" to send the MSF or MCR to your educational supervisor
for review.

Closing the MSF or MCR will mean you can no longer invite any further responses.
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Viewing your MSF/MCR feedback

26 Locate the completed MSF or MCR in your timeline. Completed assessments will
be shown with an green banner next to them. The three dots on the right hand
side will all be green.

27 Click on the assessment to open it.
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28 You will see your average rating across each of the professional capabilities
measured. In an MSF you will also see your self assessment scores.

Under this, you will also be able to see anonymised feedback from your assessors.


