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2019 ANNUAL REVIEW OF COMPETENCY PROGRESSION (ARCP) CHECKLIST
Contact: SW London Anaesthetics Coordinator - Anaesthetics.Training@stgeorges.nhs.uk
You must ensure that the following evidence, which will be reviewed by the ARCP panel, is uploaded onto the LLLP.  Please note the panel will be unable to review your progress if you fail to show the documentation listed below which could result in you being prevented from progressing to the next / final stage of your training.
Please ensure you have your login details for the E-portfolio/LLLP with you on the day. 
1. Enhanced Form R:

You will need to complete both part A and part B. 
The most up to date form should be downloaded through Synapse.
Please bring a print out of the completed from with you, as there are no facilities for this at the ARCP. 

Part A is the Personal Details section of the form.
Part B consists of the declarations trainees are asked to make with regards to your entire scope of practice, health, time out of training and any complaints, serious incidents and compliments. 
Scope of Practice – please list your current training posts and add any activity outside of your training that uses your medical skills (e.g. charity activities, match first aider, private practice) and add any Locum work.
St George’s School of Anaesthesia endorses the national guidance that trainees who have worked additional shifts in their current Trust, only need to report the number of shifts they have worked since their last ARCP on the Form R and do not need to provide additional reflection. 

However, any work outside their current trust or specialty will need to be detailed separately and in full, together with reflection on the work carried outside of training. 
Time out of Training – you will need to put in how many days you have had out of training since your last ARCP, and in total during training. This is a GMC requirement, as the information is used to legitimately award further training time if this has had a significant impact on training and as such you have been unable to complete the required competencies. 
Please note that if your enhanced Form R is not submitted to the panel, your outcome will be withheld. If this ARCP meeting is scheduled as the final review ahead of your CCT/CESR date, failure to submit a completed enhanced Form R is likely to result in a delay to your CCT/CESR application.
If you have forgotten your Synapse login details or need to sign up to Synapse please email: websupport@nwl.hee.nhs.uk
2. An academic supervisor’s report, if applicable.
(Academic clinical fellow/Clinical Lectures only)

3. An out of programme update form if you have undertaken or are still on an OOP since your last ARCP.
(This can be uploaded into your ESSR, if applicable)

4. ESSR: 
A full detailed ESSR should be completed at the end of each review period and must contain:
· Up to date CV (please bring 2 paper copies with you on the day)

· Evidence of pass in relevant RCOA examinations where applicable

· Up to date RCOA approved logbook summary, for the period that is being reviewed. Please include summaries for each unit that has been completed (including ICM) for the training period being reviewed.

· Unit of Training Sign-off for EACH completed key unit AND sub-unit of Training.  

· All relevant WPBAs since your last review, as per the unit of training guidelines in the RCOA curriculum.


· MSF – at least 1 anaesthetic MSF is required every year. (ST4’s generally require an additional MSF for completion of their intermediate ICM UoT).
· Interim ESSR report – 1 to be completed at the end of every 6 months except at the end of the year, prior to your ARCP where a full ESSR should be done. (This can be an interim ESSR if you have migrated onto the LLLP in August 2018, or a final e-portfolio summary ESSR if you are a current ST4/ST6/ST7).
· Evidence of completion of essential intermediate non-clinical units of training as detailed in Annex G of the curriculum (end of ST4)

· Evidence of completion of essential higher non-clinical units of training as detailed in Annex G of the curriculum (end of ST7)

· Evidence of completion of essential Advanced Generic Domains (end of ST7)

· Detailed summary of all CPD activities over the ARCP period. This should include any external courses attended and a summary of all the regional training days that you have attended over the ARCP period. Please include reasons as to why any regional study days may have been missed, as at least 50% attendance is mandatory. Please upload any certificates to your ESSR.

· Evidence of any audits that have been completed over the ARCP period
· Evidence of any QI projects that have been completed over the ARCP period
· Evidence of presentations that have been given during the ARCP period
· Evidence of research participation over the ARCP period
· Evidence of any publications over the ARCP period
· Evidence of Simulation Training – completed since last review

· Letters of thanks / commendations – anonymised so no patient identifiable information is evident
· Evidence of formal complaints and the resolution of investigations. These continue to be required until the year after the investigation is closed.
· Evidence relating to grievances and the resolution of investigations
· List of sick, carer, paternal or maternity leave taken over the ARCP period, plus cumulative total taken during training to date
· Documentation of the discussion you have had with your ES, about the potential outcome you will be given at your ARCP. This should be recorded in the final comments section of the ESSR.
Please ensure the following is on your LLLP, it may need to be reviewed by the panel, external assessor or lay observer:
(
National Training Number or Core Training Reference Number 

· Initial Assessment of Competence Certificate

· Initial Assessment of Competence of Obstetric Anaesthesia Certificate
· Core Level Training Certificate (end of CT2)
· Intermediate Level Training Certificate if you have completed all your intermediate units of training and if you have the FRCA or an Intermediate Level Progress report if you have completed all your intermediate units of training but don’t have the FRCA
(
Confirmation letter from the RCOA with your expected date of CCT 
(
All correspondence from the Deanery and the Royal College of Anaesthetists (RCoA)
· Evidence of Specialist Training registration with the RCoA
· Copy of Educational Supervisors’ reports reviewed at previous ARCP and the ARCP outcome form issued 
· Copy of your final summary e-portfolio ESSR if applicable

· All previous ARCP Recommendation and Outcome forms 
· All documentation related to any SI’s that you are or have been involved in.
· The CUT forms for your non-clinical units of training, if previously completed using the paper documentation from the School Booklet.
It is ESSENTIAL that you provide all documentation and evidence as described in this checklist.  Failure to present this at your review may result in the panel being unable to review your training. 

If you have any queries with regards the documentation on this checklist you should contact the Anaesthetics Team at the London Deanery, or your Specialty School Anaesthetics Training Coordinator, prior to the review date. 

Please also bring any Notification of Completion of Training forms and Intermediate Level Training Certificates/ Intermediate Level Progress Reports with you on the day for final sign off if possible/applicable. 

July 2019 ARCP Process
1. Face to face review of the trainee’s documentation by the panel.
2. The panel will discuss the outcome with the trainee waiting outside of the room. 
	Recommended Outcomes from Review Panel 

	Satisfactory Progress

1.
Achieving progress and competences at the expected rate

	Unsatisfactory progress.

2. Development of specific competences required – additional training time not required

3. Inadequate progress by the trainee – additional training time required


4. Released from training programme with or without specified competences


	Insufficient evidence 
5.
Incomplete evidence presented – additional training time may be required 

	Recommendation for completion of the training programme (core or higher)

6.
Gained all required competences for the programme

	Outcomes for trainees out of programme or not in run‐through training

7.1 Satisfactory progress in or completion of the LAT / FTSTA placement.

7.2 Development of Specific Competences Required – additional training time not required (PROVIDE REASONS OVERLEAF)

7.3 Inadequate progress by the trainee – additional training time (PROVIDE REASONS OVERLEAF)

7.4 Incomplete Evidence Presented ‐ LAT / FTSTA placement.

	8. Out of programme:
OOPE (Experience): 
OOPR (Research): 
OOPC (Career break): 

Note: OOPT must have outcome 1‐ 5; not outcome 8.
	Months counted towards training:

	9.
Top‐up training


3. Trainee will be informed of the outcome by the panel.
4. The top table will have a face-to-face review of 10% of trainees that have received an outcome 1 and all trainees that have received any other outcome on the day of the ARCPs. They will either support or change the panel recommendation, clearly explaining their decision to the trainee together with what the next steps will be. 
If you are given an outcome 5, you will be required to upload the missing documentation within a given time frame. Please note that an outcome 5 is not considered a final ARCP outcome, but an interim one and does not adversely affect progression. It may be unavoidable at certain points in your training.  
If you are given an outcome 2 you will have another ARCP in 6 months time to review your progress. 
5. Trainees can appeal the outcome they have been given and information regarding this process will be provided on the day.
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