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Completing an ARCP form that you have
saved as a draft

A guide for ARCP panel members and administrators
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Log into your e-portfolio account

There are two ways to access a saved ARCP form draft:

Through your timeline - see steps 3-4
Through your to do list - see steps 5-6

From your dashboard click on "Timeline" and select either "Timeline"
or "ARCP from the drop down menu

e RCR) ;'is',_'.;,“'d'\.‘_..,_,_\ Dashboard Timeline - Documents Content ~ Reports - User management ~ + | L] @ i
Timeline .

Assessment .
First, select who you want to create this for: For Kaizen issues and help, please contact

Appraisals kaizen@rcrac.uk and visit our Kaizen pages for guides

ST |
y ARCP
J Deletion of Events or Assessments -
'

Reflective Practice
Kaizen support will not delete or amend any assessments

Simon Tam (tl’aining ac  Location D Jake Neale (training account only) or events without t.he express conﬁrmation.from the
assessor or supervisor. Trainees will be advised to get
Only) Supervision I__N) Zoe Washburne (training account only) written confirmation from their supervisors before any
deletions can be done.
Librar
frrary 1-20f2
View profile Logbook ARCP form c_ornplet\cn ar_)d _where to find form after
successful sign off/submission -
Current information SuppoRRT - CR
Locations
Eavesdown Radiology (training account only) T When you are invited to complete and sign off ARCP
1Sep, 2018 - 31 Dec, 2030 (View) form(s), you will receive a notification email with a
link to complete form;
RCR Training Programme Director Radiology N .
please login to your Kaizen account to complete
Rasic: Informatinn form which will be on vour timeline awaiting vour
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Find the saved draft in your list and click on it to view, or click "fill in" to
complete the remaining sections

:.isr;,'a'ﬂmncr_. Dashboard Documents Content - Reports ~ User management ~ + I 3 0@ -
Timeline A~ Bookmarkad scarchas

Found 3 items Advanced search
Ordered by date created -~

Event type
Events created in February 2023
o S —
Annual Review of Competency Progression (ARCP) for Jake Neale ® O CREATED ON: 13 FEB, 2023 State
(training account only) %
Date after
 Fillin & Delete = Preview
Section of Annual Review of Competency Progression (ARCP) for ® O CREATED OM: 13 FEB, 2023

e Date befare
Jake Neale (training account only)

D Show audit log = Preview
Curriculum Items

i SREATED ON: 1 FEB, 2023 Start typing to select..
Location Permissions ® CREATED ON: 1FEB, 20 ¥ping

D Show audit log = Preview Apply
You have reached the end of the list.
~ Information

The Timeline is where all of your events

Alternatively click the bell symbol at the top right of your screen

;‘is',_'.'ln;.i'\._,_“m Timeline - Documents Content ~ Reports ~ User management ~
e

First, select who you want to create this for: For Kaizen issues and help, please contact

kaizen@rcr.ac.uk and visit our Kaizen pages for guides
ST
|
Deletion of Events or Assessments =
My Connections

Kaizen support will not delete or amend any assessments

! o@-‘

Simon Tam (training account @ Jake Neale (training account only) ar events without the express confirmation from the
assessor or supervisor, Trainees will be advised to get
Only) @ Zoe Washburne (training account only) written confirmation from their supervisors before any
deletions can be done

1-20f2

ARCP form completion and where to find form after

successful sign off/submission -

Current infermation Collapse
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Click on the ARCP form in your saved drafts list to view the form

:"i'st'“:j'mmc Dashboard Timeline ~ Documents Content ~ Reports ~ User management ~ + I\ @87 ) -

&= You have no unread announcements in your Inbox. Go to my inbox
To Do = Saved drafts

Annual Review of Competency Progression

(ARCP) for Jake Neale (training account only) %

® O CREATED OM.13 F

1of1

Click on "Fill in"

sdsr/advance Dashboard Timeline ~ Documents Content ~ Reports - User management -

Annual Review of Competency
Progression (ARCP) for Jake Neale / Beisis: € Back

You are viewing all of the details on the

(training account only) cumen event

The status, description and tags are
shown at the top followed by the
completed section(s) beneath.

L LR  Show | tags You can add a comment, document or tag

at the bottom of this form

® O DRAFT PRIVATE WERSION 3

Date occurred on 13 Feb, 2023 End date 13 Feb, 2023

Please select the situation in which you are completing this form Pre-populating in advance of the ARCP
Training programme and panel information

Deanery South West
GMC training programme approval number SWP868 - South West Peninsula Radiology
Is there an external adviser present for this review? Yes
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You will be able to view and edit the information entered in part 1 of the form

oo .
risr/advance Dashboard ~ Timeline - Documents Content ~ Goals ~ Reports ~ User management - + 40 .‘.\_I.LJ' -

Please select the situation in which you are completing this form *

Pre-populating in advance of the ARCP v

Training programme and panel information
Deanery *
South West v

Piease select your deanery/iocal office

GMC training programme approval number %

SWPB69 - South West Peninsula Radiclogy v

List of all ARCP panel members

panel member 1 - TPD (Chair)
panel member 2 - postgraduate dean
panel member 3 - trainer

Is there an external adviser present for this review? *

Yes v

External adviser name *

External adviser A

Is there a lay adviser present for this review? *

Yes v

Lay adviser name -

At the bottom of section 1, under "Fill in on the same device" move the slider
to "Yes"

Section 2 will then appear

The next section of this form can be filled in by users with these roles: ARCP Panel Member Oncology,
ARCP Panel Member Radiology, RCR Head of School Radiology, RCR Training Programme Director
Oncology, RCR Training Programme Director Radiology, RCR Head of School Oncology, RCR
Administrator Oncology, RCR Administrator Radiology, RCR College Controller

Who would you like to fill in the next section of this form? *

You can only invite users with a Kaizen account to fill in the next section. After typing at least 3 characters, we will suggest
matches from known users in Kaizen. You may enter a user’s name or email address

Fillin on the same device

No . Yes
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In section 2 you will need to select the specialty to display some relevant
sections of the ARCP form

o, p

' as 4 imeline - - o) = At - 5 S - 0| anagement « [ -
risc/advance Dashboard Timeline Documents Content Reports User management + ' L \S'D
UHGUIURY, KGR AU ISTEior GHEOIoEY, FRGR AUrimistE o REiuogy, KGR GUTEEe Gonromners

Who would you like to fill in the next section of this form? #*

You can only in

users with a Kaizen account to fill in the next section. After typing at least 3 characters, we will suggest matches from known users in Kaizen. You may enter a
user's name or email address

Fillin on the same device

No . Yes

Specialty being assessed *

Please note that far dual training or main specialty and sub-specialty training, the GMC requires a separate outcome
per specialty and sub-specialty (see Gold Guide 9th edition 4.90-4.91). Please ensure that you have selected the
correct option under ‘specialty being assessed’ above to ensure that you are able to enter ARCP outcomes for each
specialty/subspecialty.

Documentation taken into acceunt and known to the trainee

Documentation taken into account and known to the trainee

Recommended outcomes from the ARCP panel

gression (if i )

Training grade at next rotation

Will the trainee progress to the next training grade following the outcome of this ARCP? *

Complete all sections of the ARCP form to record the ARCP outcome and
supporting information
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Please note that for subspecialty training a separate outcome is required for
both the parent specialty and the subspecialty. For dual training, separate
outcomes are required for each specialty

p
Dashboard Timeline = Documents Content = Reports ~ User management ~ + 4 o8

risx/advance

Please note that for dual training or main specialty and sub-specialty training, the GMC requires a separate outcome
per specialty and sub-specialty (see Gold Guide 9th edition 4.90-4.91). Please ensure that you have selected the
correct option under 'specialty being assessed’ above to ensure that you are able to enter ARCP outcomes for each
specialty/subspecialty.

Documentation taken inta account and known to the trainee

Documentation taken into account and known to the trainee

Recommended outcomes from the ARCP panel
Recommended outcome from ARCP panel - Clinical radiclogy *

1. Achieving progress and competences at the expected rate v

Supplemantary C codes should be used in addition te documenting an me 0.1 or 102

Recommended outcomes from ARCP panel - Interventional radiology *
2. Development of specific competences required - additional training time not required v

Supplementary C codes should be used in addition to documenting an Outcome 10 or 102

demi grossion (if )

v
Training grade at next rotation
Will the trainee progress to the next training grade following the outcome of this ARCP? #

v

86's grace at the next rotati

Training grade at next rotation: -
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Please indicate whether the trainee will progress to the next training grade
at the start of their next rotation

Please note that less than full time trainees may receive a progression outcome, but remain
in the same training grade. It is important that training grade information is recorded
accurately. There is an option to indicate whether the trainee will CCT following an
outcome 6.

PSR risr/advance Dashboard Timeline « Documents Content ~ Reports - User management - + » gy -

Recommended outcomes from the ARCP panel
Recommended outceme from ARCP panel - Clinical radiology *
1. Achieving progress and competences at the expected rate v

Supplementary C cades should be used in addition to documenting an Outcome 101 or 102

Recommaended outcomes from ARCP panel - Interventional radiology *

2. Development of specific competences required - additional training time not required v
Supplementary C cades should be used in addition to documenting an Outcome 101 or 10.2
Academic Progression (if applicable)
v
Training grade at next rotation
Will the trainee progress to the next training grade following the outcome of this ARCP? *
v

Piaase ote that loss than full time trainees may remain at the same training grade despite a progression outcome. Please ensure that the trainee’s grade at the naxt rotation is

entered accurately.

Training grade at next rotation:

Interventional radiclogy training grade *

Expected CCT date *

Piease adjust expected CCT date as necessary based on the ARCP outcome

Supplementary information required for GMC Annual ARCP Report
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Please enter the expected CCT date, making any adjustments necessary to
reflect the outcome of the ARCP

risr/advance Dashboard Timeline - Documents Content ~ Reports - User management ~ + |
2. Development of specific competences required - additional training time not required v
Supplementary C eodes should be used in addition to documenting an O 101 or 0.2
Acad g (if
v
Training grade at next rotation
Will the trainge progress to the next training grade following the outcome of this ARCP? *
Yes v

at the same tra

ime trainees may rem ee’s grade at the next rotat

g gracie despite a progression outcome. Please ensure that the

Training grade at next rotation:

Interventional radiology training grade *

STS v

COT date %

Please adjust expected CCI date as necessary based on the ARCP outcome

Date of next review

Please enter the expected date of the next review

This should be no more than 15 months to comply with revalidation requirements

: - - - - ( -
E:;ﬁ]_ﬁ risr/ad Dashboard Timeline Documents Content Reports User management + 3 o (&)
2. Development of specific competences required - additional training time not required v
Supplementary C codes should be used in addition to documenting an Qutceme 101 or 102

Academic Progression (if applicable)

v
Training grade at next rotation

Will the trainee progress to the next training grade following the outcome of this ARCP? *

Yes v

Please note that fe:
entered accurately.

an fuil time trainees may remain at the same train e o progression outcome. Please ensure that the trainee's grade at the next rotation is

Training grade at next rotation:

Interventional radiology training grade *

ST5 v

Expected CCT date *

Please adjust expected CCT date as

cessary based on the ARCP outcome

Date of next review

Supplementary information required for GMC Annual ARCP Report
Supplementary information is only required for outcomes 2, 3, 4,101 and 10.2 or where a review has not taken place.

U Code - Interventional radiology %

9 of 13

The Royal College of Radiologists



Please enter the relevant coding to indicate the reasons for any outcomes
other than an outcome 1or 6, or for a review not taking place

You may need to enter separate coding for each specialty/subspecialty for trainees on
subspecialty or dual CCT pathways

a
risr/advance Dashboard Timeline - Documents Content - Reports ~ User management ~ + L 3 ‘Y-
815 v
Expected CCT date *
se adjust expected CCT date as necessary based on the ARCP cutcome

Date of next review

Supplementary information required for GMC Annual ARCP Report

Supplementary information is only required for cutcomes 2, 3, 4, 10 and 10.2 or where a review has not taken place.

U Code - Interventional radiology *

U Code - Interventional radiclogy

lect a U code to indicate th

son for awarding an outcome 2 3 or 4.

Comments from the ARCP panel
Please complete this section if the trainee has been awarded an outcome 2, 3, 4, 5,72, 73,101, or 10.2

Detailed reasons for recommended outcome

Mitigating circumstances
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If a trainee has been given any outcome other than an outcome 1 or 6, you
should record feedback from the ARCP panel related to this decision

s RCR] Dashboard Timeline ~ Documents Content ~ Reports - User management - + ) m\sr/ -

risr/s

Comments from the ARCP panel

Detailed reasons for recommended outcome

Mitigating circumstances

Competences which need to be developed

Recommended actions

Please indicate whether there are any unresolved causes of concern
If "Yes" is selected, you will be asked to provide further details

. . (o)
risr/adv Dashboard Timeline ~ Documents Content - Reports ~ User management ~ + 4 .‘AK_SL- B

Additional comments from the panel

Revalidation

Are there any current knewn unresolved causes of concerns *

Yes v

If concerns are noted above, please provide a brief summary *

& Attach files
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You can attach any relevant files to the ARCP

Files must be saved on your device for uploads to be possible

E[:Id:] rigz/advanc Dashboard Timeline - Documents Content ~ Reports - User management ~

Revalidation

Revalidation documentation considered *

Are there any eurrent known unreselved causes of concerns *

Yes v

If eoncerns are noted above, please provide a brief summary *

[ & Attach files ]

—
& e(s)-

Click on "Submit" to send the form to the nominated person to sign off

You should have nominated who will provide sign off for the form in part 1. The nominated
person will receive an email asking them to confirm the details of the form. The ARCP form

will be published to the trainee's timeline following this approval.

It concerns are noted above, please provide a brief summary *

& Attach files

=
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