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	1.  Purpose



	1.1 Aims 

The aim of the service is to provide management/administrative support for a balanced training programme that will enable the GPStR’s to achieve their CCT within the expected 3 years, and provide the necessary support for the educationalists responsible for these programmes.
1.2 General Overview

This Service Specification relates to the provision of administrative support for GP Training.

The service is to be commissioned by Health Education East of England (HEEoE). 

Providers should have local standard operating procedures and processes in place to ensure that the service delivered is appropriate to support the required outcomes. 
This Service Specification will be regularly reviewed and updated as necessary in order to maintain and improve the quality of the service. HEEoE will review all available evidence regarding the service provision and reserve the right to revise the Service Specification in light of any emerging local and/or national changes. Six months’ notice of any revisions will be provided. 

1.3 Objectives

To provide high quality and consistent administrative support to deliver the following services in a timely and cost effective manner:

Programmes: Liaising with TPDs, medical staffing and other stakeholders to plan programmes
Liaising with recruitment managers to place and induct trainees to the Programme

Data: 

Co-ordinating, checking and administering programme placements

Entering data on Intrepid’s programme manager and entering/checking the RCGP ePortfolio 

Checking and administering clinical and educational supervisor information 

Checking and amending dates of programmes and CCT dates 
HR:
           Supporting claims, e.g. study leave for those in secondary care posts. 
Recording absence at the HDR course/supporting absence reporting for Southend 
Assisting with HR functions for trainees, e.g. collating employment information

Supporting TPDs in managing doctors in difficulty

General:
Maintaining HDR records including finances

Supporting the HDR course educational programme with all administrative actions

Being first point of contact for primary care education.

Liaison with PGEC manager, Trust and HEEoE

Supporting the production of an Annual HEEoE Programme report 

1.4 Expected Outcomes

· Compliance with HEEoE’s Policies and Procedures
· Ensuring recording and transparency of Programme costs 

· Delivery of information to trainees and hospital GPs in line with Code of Practice

· Good support to local educators to provide seamless links to HEEoE
· Greater cohesive partnership working across medical education



	2. Scope



	2.1 Service Description

To provide administrative support to training programmes to ensure that the training and educational needs of doctors training to be GPs are met, according to national requirements.

Access to the service

· Medical Educators
· Doctors who are training to be GPs.
· The administrative facilities/offices will provided between Monday to Friday, excluding public holidays. 
Confidentiality

The Service Provider will be expected to demonstrate that the collection, storage and transfer of information to other services, including that in electronic format is secure and complies with any data protection requirements. 

Equality and Diversity

The Service Provider shall ensure that the service offered is respectful and does not discriminate on grounds of age, sexual orientation, disability, gender, transgender, race and ethnicity, religion or belief. Services should be sensitive to the needs of clients whose first language is not English, and those with hearing, visual or other disability.   
The Provider has a duty to undertake Equality Impact Assessments as a requirement of equality legislation.  The Provider will cooperate with the Commissioner’s Equality Impact Assessments process.
Trainee Experience

The Service Provider should put in place effective processes and procedures, in line with HEEoE processes, to monitor the incidence and outcome of all complaints and investigations regarding the service. 
As part of an annual Programme Report, an aggregated complaints report should be provided to the Commissioners on a thrice-yearly basis to show number and nature of complaints.
2.2 Geographic Coverage / Boundaries

The service will be provided to the GP programme linked to the acute Trust in which the Education Centre is based.
2.3 Interdependencies

Key individuals and organisations that the provider will be expected to develop effective links which include: 
· GP Dean

· Deputy GP Deans
· Associate Postgraduate Deans
· HEEoE Administrative Teams

· GP Programme Directors

· Training Programme Directors and Heads of Schools in secondary care
· GP Programme Managers

· Medical Education Managers 
· NHS Shared Business Services (SBS) – Finance

· GP Trainers

· GP Registrars
· Professional organisations representing key groups such as the RCGP 

· NHS Trusts

· BMA

· GMC

2.4 Relevant Networks
The provider shall be aware of and involved in the following networks and programmes as appropriate:

· Trainers’ Conference (up to 2 per year)

· Programme Director Conference

2.5 Service and Staffing Variations
The Service Provider will keep HEEoE informed immediately of any service or staff variations.


	3.  Service Delivery




	Requirements are as follows: 
KEY RESPONSIBILITIES

ARCP & Assessment Process

· Liaising with Training Programme Directors to identify the local trainees who need to be reviewed.

· Notifying the GP School of any trainees who need to reviewed centrally, under the direction of the Training Programme Directors.

· Organising dates, venues and relevant IT for local ARCP panels.

· Checking trainee ePortfolio for Educational and Clinical Supervisor Reports, Work Placed Based Assessment entries and Revalidation documentation (Form R) under the guidance and directive of the Training Programme Directors, and in liaison with any other local parties involved.

· Working with the Training Programme Directors to provide feedback to the trainees who have been reviewed, and to the Educational Supervisors involved.

· Liaising with the Training Programme Directors in relation to the collation and circulation of any other relevant documentation, i.e. Panel Member feedback.

· Assisting with the process of ensuring trainees have completed a Form R before each ARCP and also that trainees complete the GMC survey annually

ePortfolio

· Updating and maintaining trainee Post details in programme manager and the ePortfolio.

· Updating and maintaining Educational and Clinical Supervisor details.

· Reminding Educational Supervisors and trainees about responsibilities, expectations and Work Place Based Assessment requirements, under the guidance of the Training Programme Directors.

· Ensuring that the Work Place Based Assessment requirements have been completed satisfactorily, under the guidance of the Training Programme Directors.

General

· Assisting the Training Programme Directors with any GP related administrative tasks, i.e. minute taking at local performance meetings, etc. 

· Providing the GP School with any necessary information on receipt of ad hoc requests, i.e. for Quality Management visits, etc., under the guidance of the Training Programme Directors.

· Providing general support and guidance, and being the first point of local contact for current and prospective GP trainees, trainers and educators, employers (Trusts & GP Practices), and Performers List Agencies within the Training Programme.

· Assisting the Training Programme Directors with the management of sensitive issues, such as supporting doctors in difficulty in line with HEEoE policies and trainees with performance or personal concerns, and referring similar issues to both the Training Programme Directors (if not already aware) and GP School where appropriate.

· Updating and maintaining key local reference information, i.e. contact lists.

· Liaising with Southend as Lead employer and any other employers with all relevant information

· Being the first point of contact for GP education in the acute Trust in which the Education Centre is based
General Practice Recruitment

· Liaising with Training Programme Directors in relation to vacancies and the construction of appropriate rotations for the Recruitment process using programme manager

· Notifying the Recruitment Team of finalised rotations, under the directive of the Training Programme Directors.

· Assisting the Training Programme Directors with the review of the new starter allocation and overall Programme rota.

· Communicating with newly appointed trainees, under the guidance of the Training Programme Directors.

· Circulating relevant HR and employment documentation (References, Application Forms) to local Trusts and GP Practices.

· Providing administrative assistance at the Stage 3 Selection Centre if availability and local commitments allow.

· Liaising with and supporting the local GP practices, educators and administrator involved in local Foundation Programme provision
GP Trainer and Educator

· Assisting the Training Programme Directors with local Educator appraisals and evaluations, i.e. GP Trainer peer review.

· Updating and maintaining local GP Trainer and Educator records if applicable, under the directive of the Training Programme Directors.
· Providing the GP School with any relevant information for GP Trainer Pathway and Re-approval processes, in liaison with the Training Programme Directors.

· Assisting TPDs with local Faculty groups where relevant

Local Education Delivery

Training Programme Administrators would be expected to liaise with the Training Programme Directors in relation to the organisation of the following local events:
1. Weekly half day release 

2. Modular courses

3. Educational Supervision courses/meetings

4. Mock CSA course

5. GP Trainers workshops

6. Other training programme meetings
Duties would include:

· Organising appropriate venues.

· Liaising with the Training Programme Directors to prepare timetables.

· Organising external representation, i.e. speakers, facilitators, simulated patients, etc, under the directive of the Training Programme Directors.

· Organising food and refreshments, if applicable.

· Circulation and collation of relevant information and documentation, under the directive of the Training Programme Directors.

· Organising IT, stationery and other materials, if applicable.

· Producing attendance registers.

· Providing administrative support on the day, if requested by the Training Programme Directors.

· Monitoring trainee and educator (GP Trainer, Educational Supervisor, etc) attendance, under the directive of the Training Programme Directors.

· Issuing educational feedback requests in accordance with the various local mechanisms, and subsequently chasing responses and collating final reports in liaison with the Training Programme Directors.

Out of Hours (OOH)

· Liaising with OOH providers as required to deal with any relevant issues, including the provision of trainee contact details, under the direction of the Training Programme Directors.

Managing programmes and Data

· Updating and maintaining the Training Programme rota, including trainee placements, Hospital placements and General Practice placements in placement manager and the e portfolio
· Amending programme manager and where relevant the ePortfolio with details of changes to rotations, trainee maternity or sick leave, etc, and making sure where necessary these are communicated to Southend and HEEoE 
· Notifying the GP School of any other relevant data related changes, i.e. to trainee name or contact details, etc.

· Liaising with trainees, Trust Departments, Clinical Supervisors/Consultants and HR, GP Trainers and Practice Managers in relation to rotations, changes to rotations, maternity leave, sick leave and any other relevant issues, under the guidance of the Training Programme Directors.

· Recording, updating and maintaining local leave records for trainees, including sick leave, compassionate leave and all other types of leave.

Trainee Study Leave and Finance

· Processing study leave documentation (leave only). This is for Trust record only, Southend do not need this confirmation. It is the Trainee’s responsibility to claim the reimbursement from Southend using their claim forms. 
· Recording expenditure and future financial commitment in accordance with the devolved Local Educational Budget, under the guidance of the Training Programme Directors.

· Assisting the Training Programme Directors with budgeting, projecting and financial reporting, where applicable.

Website

· Assisting with the updating and maintenance of the local Training Programme website, under the direction of the Training Programme Directors.

This document is evolutionary in concept and can be amended and added to in the future, in accordance with changes to both local and national policy, changes to the overall structure of GP training brought about by the Royal College of General Practitioners (RCGP), and changes to medical educational sanctioned by the General Medical Council (GMC).


	4.  Quality and Performance Standards



	Key Performance Indicator (KPI)
100% of provision of information as indicated in the Code of Practice provided to GPStRs 
At least 95% of provision of information as indicated in the Code of Practice provided to Employers 
85% of GPStRs complete BOS survey

Any trends or issues raised in BOS survey acted on within 6 weeks of receiving the information from HEEoE
100% tier 2 visa trainees with accurately recorded information

95% of trainees with sick leave recorded and reported from Trusts and GP practices

Information on trainees requiring ARCP received by HEEoE at least 8 weeks before required panel date 

100% attendance at HEEoE meetings. EG; training events, development meetings, Induction Days


	

	5.  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:
Monthly – Programme information
Annually – information for GP School Reports
Monthly – ARCP information 



	6.  Reviews

	Review Type
	Date
	Time
	Venue

	Business Programme Managers meetings 
	After first month of becoming operational and then quarterly if all is satisfactory
	
	

	Meetings with Trust representatives 
	6 monthly 
	
	


Formal review of the service will be on-going and will inform the end of year service review process which will be used to determine if the service is to be extended or de-commissioned.

Following the review the commissioner will decide whether the service has been effective.  If not, the commissioner will discuss with the provider any formal escalation or recovery plan.

Appropriate notice periods and termination procedures are specified in the Learning Development Agreement 
Appendix 1

Useful Abbreviations 
AD – Associate Dean 

AKT – Applied Knowledge Test (Exam taken around ST2 time)

ARCP – Annual Review Competency Progression 

AT – Associate Trainer (please note this could also stand for Area Team)

BMA – British Medical Association 

CCT – Certificate of Completion of Training 

COT – Consultation Observation Tool 

CS – Clinical Supervisor; A clinician who is competent in their own area of professional practice and is capable of assessing the learner’s performance. 

CSA – Clinical Skills Assessment (Exam taken in ST3)

DBS – Disclosure & Barring Service (previously CRB)

ES – Educational Supervisor; appropriately trained individual who holds the educational overview and monitors the progress of the learner towards independent practice. 

EWTR – European Working Time Regulations

FY1 – Foundation Year 1

FY2 – Foundation Year 2

GPSTR – GP Specialty Training Registrar (also known as GP Trainee) 

GMC – General Medical Council

HDR – Half Day Release 

HEEoE – Health Education East of England

IDT – Inter Deanery Transfer

IPT – Intra Programme Transfer

LETB – Local Education Training Board (formally the Deanery)

LTFT – Less than Full Time training 

MDDUS - Medical and Dental Defence Union of Scotland

MEC – Medical Education Centre (previously called Post Graduate Centre)
MSF – Multiple Source Feedback 

NTN – National Training Number

OOH – Out of Hours

OOP – Out of Programme 

PGC – Post Graduate Centre

PSQ – Patient Satisfaction Questionnaire

RCGP – Royal College of General Practitioners

SAC – Selection Assessment Centre
SBS – Shared Business Services 

SLA – Service Level Agreement 

TeP – Trainee ePortfolio 

TPD – Training Programme Director

WpBA – Workplace Based Assessment 

Appendix 2

Overall Responsibilities 

What is Southend University Hospital Trust responsible for?

· Pre-employment checks

· Main contract of employment for the GP Registrar 

· Payroll

· Management of attendance

· Car mileage and travel claims 

· Reimbursement of Study leave 

· HR Policies and employee relations

· Entitlements and staff benefits

What do Southend need the Trust to do?

· Ensure Southend are aware of banding for each post, and any changes or updates to banding as soon as is feasible

· Approve leave for study days (not reimbursement) 
· Monthly absence reporting to Southend Hospital Trust

· Informing Southend about any concerns in relation to fulfilment of employment responsibilities

· Refer your Trainee to www.networks.nhs.uk or ask they send an e-mail to gp.trainees@southend.nhs.uk for any employment related questions / issues. 
What is Health Education East of England responsible for?

· The school is responsible for the recruitment, training, quality assurance and continued professional development of all trainees.

· Process and authorise honorary contracts for trainees employed via Southend (GP practice placements only)
· Payment of trainers grants (whilst in general practice placement) for those trainees employed with Southend

· Processing GP Trainee Appointment forms legacy cases  

· Processing study leave for legacy cases 

· Processing educational supervision and CPD claims for trainers 

· Overall responsibility for the ARCP process 

· Ensure our trainers and practices are quality monitored 
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