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Pre-populating an ARCP form in advance

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

Select the trainee being reviewed

This will take you to the trainee's summary dashboard

lvance Timeline ~ Documents Content ~ Reports ~ User management ~ + L ) .@ -

zisz/ad
|

First, select who you want to create this for: For Kaizen issues and help, please contact
ST Chorr [ somsreses |
‘\ /

Deletion of Events or Assessments =
My Connections -

Kaizen support will not delete or amend any assessments
) or events without the express confirmation from the

kaizen@rcr.ac.uk and visit our Kaizen pages for guides

Simon Tam (training account @ ( Jake Neale (training account only)

assessor or supervisor. Trainees will be advised to get
Only) @ Zoo Washburne (treining acceunt only) :;m‘na.n ::mnhrn;atljm from their supervisors before any
eletions can be done.

1-20f2

ARCP form completion and where to find form after

successful sign off/submission -

Current information Collapse
Loca
Eavesdown Radiology (training account only) When you are invited to complete and sign off ARCP

1Sep, 2018 - 31 Dec, 2030 ( form(s), you will receive a notification email with a
link to complete farm:

From the trainee's summary dashboard, click on "Create"

risz/advance Dashboard Timeline ~ Documents Content ~ Reports ~ User management ~ + )

Goals Documents

Trainee -

FRCR Exams

Create a new event =

We are pleased to announce the autumn schedules for clinical radiology and clinical
oncology examinations, which include details of the exam dates, eligibility and relevant
FAQs.

WPBA Count - Please note that this table has been adjusted to display from June
2021 to July 2022. To view the report for a different date range, please select
‘Reports’ at the top of the page and run the 'WPBA summary report’ with the date
range you require. o -

(0 Assessment type Date Praview

g
@

q

Jake Neale (training account only)

RCR Radiclogy Trainee, Tester Role

View profile
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Click on "Annual Review of Competency Progression (ARCP)"

Dashboard Timeline ~ Documents Content - Reports ~ User management - + ) .@ v

risr/advance

Documents

What would you like to create?

Select a form from the list and you will be
Appraisals redirected to fill it in. Forms displayed
here are grouped based on the created
Timeline categories.
Informal Meeting

ARCP

view of Competency Progression (ARCP

Location
Assign Clinical Supervisor and Radiclogy Training Post
Supervision

Assign Additional Radiology Clinical Superviser
Assign Radiology Educational Supervisor

The ARCP form will open

Dashboard Timeline ~ Documents Content ~ Reports ~ User management ~ + 1 3

Summary Goals Documents

New Annual Review of Competency Progression (ARCP) for

Jake Neale (tralnlng aCCOLII’Tt Only) You are now filling in a section of an event

® O VERSION3 All the fields you are being asked to
complete are displayed on this page.

AST SAVED: UNSAVED If you wish to return here and continue
later then you can save as a draft and pick
it up from your activity list. When you are
finished click the submit button.

Fields marked with % are required.

@ This event will be added onto Jake Neale (training account only)'s timeline as a SHARED event. Only users with permissions to view this
event on their timeline will be able to view this event.

Date occurred on End date *
13/2/2023 13/2/2023
Please indicate the date on which this event accurred. If this even spans multiple days, please indicate the date on which this

finishes.

Description (optional)

Ploase select the situation in which you are completing this form *
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Select "Pre-populating in advance of the ARCP" from the dropdown menu
labelled "Please select the situation in which you are completing this form"

;',-_s”ﬂﬂ'\.:,ncc Dashboard Timeline -

You are viewing Jake Neale (training account only) ‘s e-portfolio

Documents

Content

Summary

Timeline ~

Reports ~

Goals

User management ~

Documents

+

4

§
@

Please select the situation in which you are completing this form

Pre-populating in advance of the ARCP

Training programme and panel information

Deanery *

Plaase select your deaneryflocal office

List of all ARCP panel members

Is there an external adviser present for this review? *

Is there a lay adviser present for this review? %

Trainee details

GMC Number *
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Select your deanery from the dropdown menu

If your deanery is not listed, please select other and type your deanery in the text box that
appears. Please also contact kazien@rcr.ac.uk to let us know your deanery is missing from
the list.

2RO

ZatiLAN .:is-i{.\:d-', — Dashboard Timeline ~ Documents Content ~ Reports ~ User management ~ +

You are viewing Jake Neale (training account only) ‘s e-portfolio Summary  Timeline ~  Goals  Documents

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 *

Please select your deanery/local office

List of all ARCP panel members

Is there an external adviser present for this review?

Is there a lay adviser present for this review?

Trainee details

GMC Number *
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Select your GMC training programme approval number from the dropdown
menu

Dashboard ~ Timeline -  Documents  Content -  Reports -  User management = + & of§)-

Timeline -  Goals  Docu

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

Please select your deanery/local office

GMC training programme approval number *

List of all ARCP panel members

Is there an external adviser present for this review? *

Is there a lay adviser present for this review? *

Type a list of panel members and their roles in the text box

Y =
risr/advance Dashboard Timeline - Documents Content ~ Reports ~ User management - + l'\_STJ‘ -

You are viewing Jake Neale (training account only) 's e-portfolio Timeline ~  Goals  Documents

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

Please s your deant al office

GMC training programme approval number

SWP869 - South West Peninsula Radiclogy v

List of all ARCP panel members

Is there an external adviser present for this review? *

Is there a lay adviser present for this review? *
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Use the dropdown menu to indicate whether an external adviser was present
for this review

2 kaize:
@1 risr/advance Dashboard Timeline ~ Documents Content ~ Reports ~ User management ~

L s @

SWIE6Y = South West Feninsula Kadiology v

List of all ARCP panel members

Is there an external adviser present for this review? *

Is there a lay adviser present for this review? *

v
Trainee details
GMG Number *
National Training Number *
Specialty being assessed *
v

Training Pattern %

If you select "Yes" a text box will appear where you can record the external
adviser's name

& cicrjacvance Dashboard ~ Timeline ~  Documents  Content -  Reports ~  User management ~
s b @
SWHBbY - South West Peninsula Radioiogy v

List of all ARCP panel members

Is there an external adviser present for this review? *

Yes v

External adviser name * J

Is there a lay adviser present for this review? *

Trainee details

GMC Number *

National Training Number #*

Specialty being assessed *
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Use the dropdown menu to indicate whether a lay adviser was present for
this review

9 risr/advance Dashboard Timeline ~ Documents Content ~ Reports ~ User management ~
LA @
SWPB6Y - S0Uth West Peninsula Kadiology v

List of all ARCP panel members

Is there an external adviser present for this review? *

Yes v

External adviser name *

name

Is there a lay adviser present for this review? *

Trainee details

GMC Number *

National Training Number #*

Specialty being assessed *

If you select "Yes" a text box will appear where you can record the lay
adviser's name

& cicrjacvance Dashboard ~ Timeline ~  Documents  Content -  Reports ~  User management ~
s b @
SWHBbY - South West Peninsula Radioiogy v

List of all ARCP panel members

Is there an external adviser present for this review? *

Yes v

External adviser name *

name

Is there a lay adviser present for this review? *

Yes v

Lay adviser name *

Trainee details

GMC Number *

National Training Number %
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Complete the remaining trainee details

Y —
¥ risr/advance Dashboard Timeline - Documents Content ~ Reports - User management - +  § oSy -

You are viewing Jake Neale (training account only) ‘s e-portfolio Summary  Timeline ~  Goals Documents

Is there a lay adviser prosent for this roview? *

No v

Trainee details

GMC Number *

National Training Number *

Specialty being assessed *

Training Pattern *

Additional grade assessed infermation

Period covered by this review

Date from *

Date to *

Ensure that you select the correct specialty from the "specialty being
assessed” dropdown menu

This will determine the options available in later dropdown menus

Trainee details

GMC Number *

National Training Number +*

§| Clinical oncology
Clinical radiology

Clinical radiology with interventional radiology subspecialty
Nuclear medicine with CESR in clinical radiology
Nuclear medicine with dual CCT in clinical radiology

| DMF Radiology

i Nithar
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Once a specialty has been selected, a dropdown menu will appear to record
the trainee's grade

You should record the trainee's training grade for the period under review (normally their
current training grade)

Only training grade options relevant to the specialty/combination of

E@J J:isl‘/i.d‘. ance Dashboard Timeline ~ Documents

Trainee details

GMC Number *

National Training Number *

Specialty being assessed *

Clinical radiology with interventional radiology subspecialty

Training Pattern *

100%

User management ~

Interventional radiology training grade *

Please note, this is the trainee's current training grade that is being assessed at this ARCP

Additional grade assessed information

Period covered by this review

Date from *

Dateto *

specialties selected will appear.

100%

ST5
Pl ST6
LAT
SAS

The Royal College of Radiologists

Training Pattern *

Specialty being assessed *

Clinical radiclogy with interventional radiology subspecialty

Interventional radiology training grade
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Enter the date range under review

You can type the dates or use the date picker that appears when you click in the date box

Dashboard Timeline - Documents Content = Reports = User management « + 1} 0'@1'/ v

risr/advance

You are viewing Jake Neale (training account only) 's e-portfolio Summary Timeline - Goals Documents

Interventional radiology training grade *

8T4 v

Please note, this is the trainee’s current training gracie that is being assessed at this ARCP

Additional grade assessed information

Period covered by this review

Date from *

Date to *

Mumber of days of time out of training since last review [ commencing programme *

Months counted towards training *

Approved clinical training gained during the period to be reviewed

All Training Post Collection
Review period from %

e/2007

To create a summary of the trainee's clinical attachments, select the
required date range and click on "Generate report”

Dashboard Timeline ~ Documents Content ~ Reports ~ User management ~ + ) & -

k-
You are viewing Jake Neale (training account only) ‘s e-portfolio Summary  Timeline ~ Goals Documents @

Dateto *

Mumber of days of time out of training since last review [ commencing programme *

Months counted towards training

Approved clinical training gained during the period to be reviewed

All Training Post Collection
Review period from *

13/2/2022

Review period te *

13/2/2023

Reset to default values
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You can attach any relevant documents to the form by clicking on "Attach
files"

Files must be saved on your device in order to be uploaded

You have chosen to pre-populate this form ahead of the ARCP panel . You will now need to nominate the person who will
complete the next section of this form during the panel itself. Please search for the relevant person using the box below and
submit.

[ & Attach files

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

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

with a Kaizen account to fil

the next section. After ty, t least 3 characters, we will

tches from known users in Kaizen. You may enter a

user’s name or email address

Fillin on the same device

If someone else will complete the form during the ARCP, you should type
their name in the search box

The e-portfolio will automatically search for them. Only users with an e-portfolio account
and the required permissions will be able to complete the next section of the ARCP form

9 ;:‘isr/id‘ ance Dashboard Timeline ~ Documents Content ~ Reports ~ User management ~

+ 1 o@v

Ll »

Change report inputs

You have chosen to pre-populate this form ahead of the ARCP panel . You will now need to
nominate the person who will complete the next section of this form during the panel
itself. Please search for the relevant person using the box below and submit.

& Attach files

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| J VYes
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Click submit to send the form to the person who will complete it during the

ARCP

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 Radioclogy, RCR College Controller

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

th a Kaizen account to fill in s from known users in Kaizen. You may enter a

user's nar address

Fillin on the same device

No ‘ Yes

If you will be completing the form during the ARCP, you can skip steps 21 and

22 and click "Save as draft" instead

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 Radiclogy, 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

The Royal College of Radiologists

15 of 14



14 of 14



