Educational Supervisor First Meeting Checklist

Role of ES
· Pastoral role, educator i.e. ES first port of call as per TINOS policy (level 1)
· Agree mode of communication - educators notes/email
· Agree if things go wrong how it would be best to give feedback to each other.

· Ask to be informed about any upcoming events that could affect portfolio/job/training...
· Educational agreement/contract and upload perhaps

Eportfolio

· Register for ePortfolio (Training number, from Deanery, but can register without this)

· Emphasise attendance at the two VTS ePortfolio sessions 

· Log entries
· Expectations of quantity
· If no log entries document why i.e. sick, A/L
· Reflective learning discussion

· Emphasise progression with quality expected
· WPBA, SCA and AKT are all components of MRCGP 

· Signposting capability at the beginning of log entry

· Negotiation regarding writing/reading/commenting

· Talk about (Kolb) learning “cycles”

· Assessments (will change in August 2020)
· CBD/COTS/DOPS - talk about how/when/number
· MSF 
· QIA
· PDP       
Smart + ESR action plans (3-5)

· ESR      
How to prepare and set a date for self-rating and meeting
                           
Open up next review at every ESR

· CS     
Ensure CS on portfolio and book placement planning meeting

                        
CSR - end of each placement and before ESR

· MANDATORY EVIDENCE   BLS/adult and child safeguarding every 12 months with evidence uploaded
Special accommodations – any you should be aware of - ask specifically about any neuro-diversity/ occupational health recommendations/ access to work requirements
Wellbeing    
Personal circumstances
         
Sleep/eating/physical health

          
Annual leave booked/taken

  
Carers leave/parental leave/LTFT
And also…
· SLE- contract/pay/ documenting leave and absence on ESR

· Secondary care - Work schedule/rota/exception reporting

· Mandatory training/induction
