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Service Delivery Standards 
The Management and Administration of Postgraduate Medical Education 
	Service
	Monitoring Teaching Attendance

	Author
	HEEoE/ Medical Education Department 

	Provider
	Trust / HEEoE

	Period
	1 August 2014 – 1 August 2015 


	1.  Aims and Expected Outcomes


	Aim

To collate teaching attendance for all levels of trainees where protected teaching programmes are provided by the Trust/host provider.  This data should be used to inform Specialty Tutors/Programme Directors, Educational Supervisors and Trainees for the purpose of ARCP meetings and study leave requests and to monitor and investigate the reasons for poor attendance.  
Expected Outcomes 

· Compliance with School and College guidelines for minimum attendance at protected teaching sessions. 
· Delivery of up-to-date and accurate attendance statistics to trainees and supervisors on individual attendance rates in line with Code of Practice.
· Through close monitoring and follow up, identify poor attendees and intervene / negotiate with departments to support them to be freed from clinical duties to attend teaching.
· Trainees will be expected to have attended local teaching in order to be eligible to apply for external study leave.


	2.  Service Delivery 


	Requirements are as follows: 

Attendance Registers

· Attendance registers provided for each scheduled teaching session.  
· Attendance registers to include a column to record reason for absence.
· Absences followed up by issuing a formal attendance form to the trainee requesting the reason for absence and advising the trainee to follow up the missed session via e-learning. 

· Trainees to report all intended or retrospective absences. 

Attendance Database   
In Compliance with the Trusts Information Governance Policy, ensure the accurate recording of trainee attendance for each scheduled teaching programmes on an appropriately designed database with the facility to record the reason for absence and to calculate attendance statistics.  
School / College guidelines on attendance.

Use the requirements of the relevant school / college in relation to teaching attendance as the factor to monitor the trainees’ percentage of attendance.

Support for trainees to be released to attend teaching
Monitor attendance against the recommended standard and follow up trainees who fall below the standard, reporting any operational barriers or probity issues to the local programme director.
Study Leave approval in relation to  attendance 
Trainees will be expected to have attended local teaching in order to be eligible to apply for external study leave and applications may be rejected where the uptake for locally provided teaching courses is poor. 


	3.  Quality and Performance Standards 


	Key Performance Indicator (KPI)
Timely update of attendance database for information for ad-hoc and quarterly reports.  

100% of trainees attendance recorded and reported with reasons for absence highlighted.

100% GMC Training Survey Response Rate



	

	4.  Activity 

	Performance Management Requirements

Providers to ensure that relevant systems are in place to enable data to be provided to HEEoE on a regular basis, as outlined below:
Annual QM reports & School/QIPF Monitoring Visits - teaching attendance statistics


	5.  Reviews



	Review Type
	Frequency 

	LDA 
	Annual Review

	Quality Monitoring Visits 
	Trust and School Visits (Various)
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