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SHO PORTFOLIO

CONTENTS
1 The RITA Review Process and Personal Development Plan
- Guidance

- Forms and documentation

2 Up to date Curriculum Vitae
To include qualifications, GMC number, copy of GMC certificate, previous posts etc.

3 Copies of all Previous Reviews, Assessments, Personal Development Plans

4 Records of Achievements
Qualifications obtained, presentations, courses attended etc.

5 Audit and Research Projects, Publications

6 Any other relevant documentation
College based, memorable events, patients or trainers, 360 degree assessment.




SHO APPRAISAL AND ASSESSMENT

RITA REVIEW AND PERSONAL DEVELOPMENT PLAN

The Learning and Appraisal Cycle

p Induction Meeting

. A
Mid-Point Review

v
In-Training Assessment

v
RITA Review

v
Personal Development Plan

The Postgraduate Dean has agreed through Education and Training Contracts

with Trusts that all SHOs in the Deanery will be will be assessed and appraised.
This brings the assessment of SHOs into line with PRHOs and Specialist Registrars.

The collated records of Assessments throughout training will provide an essential
part of the evidence leading for Revalidation by the GMC.

The documentation can be held together in the HPSS Appraisal for Doctors in
Training documentation.

The crucial elements are: -

1) The SHO must receive regular educational reviews by his or her
consultant at appropriate intervals during each period of training. The




2)

3)

4)

5)

required reviews are: an induction meeting to set educational goals; a
mid point review and an exit assessment.

These reviews must be recorded in appropriate documentation. If
specialty (College) training review forms are available these should be
used. If not, the documentation in this Portfolio should be used for the
induction, mid-point discussion and final reviews, completing and signing
the various sections of the form as appropriate.

The documentation from these reviews must be retained by the SHO for
presentation to and assessment by the external assessor at the RITA review.

The documentation should be held in a logbook, portfolio or training
record. SHOs may use their College or Faculty logbook. Alternatively, the
following Portfolio may be used.

The minimum content of any Portfolio, Logbook or Training Record is a
Curriculum Vitae, a complete record of all previous appraisals and
assessments, and all Personal Development Plans.

In-training assessments for SHOs should be held towards the end of each
6-month period of training. However some specialities or Trusts with
existing well-developed rotational training schemes may hold their reviews
at different intervals to accommodate training posts of different lengths;
e.g. 4 months or 12 months. At the end of one year of training a review
should be held to consider all of the available evidence, documenting the
year’s progress as part of the HPSS Appraisal for doctors in Training,
producing the Personal Development Plan.

The final assessment can result in 3 outcomes;-
1 SATISFACTORY

This denotes satisfactory progress, indicating that the SHO has reliably
achieved a good standard of clinical care, has maintained good medical
practice, has demonstrated adequate communication skills and team

working, and has shown trust and probity and respect for patients.

After a satisfactory assessment the SHO and trainer will complete a Personal
Development Plan for the SHO, which will inform training goals in the next
post.

2 TARGETED TRAINING REQUIRED

This is appropriate when specific weaknesses in any of the above areas
have been identified which require attention during the next period of
training. It is to be expected that a proportion of SHOs in training will
require targeted training. The SHO or trainers should not see targeted

training as being a failure.




After the decision that targeted training is required, the SHO and trainer
should consult with the Director of Postgraduate Medical
Education/Postgraduate Clinical Tutor/Specialty Tutor/Scheme Organiser
to produce the Personal Development Plan for the SHO.

3 UNSATISFACTORY PERFORMANCE IN THE POST

This indicates that there are more substantial areas of concern that
require further exploration prior to the SHO starting the next post.

If performance in a post is unsatisfactory the SHO should be referred to
the Deanery.




Curriculum Vitae

Personal details, qualifications, present and previous appointments,
previous training agreements and copy of GMC registration

RECORD OF MAIN SERVICE EXPERIENCE




Name: GMC No:
Period . . . .
Location Main Service Experiences
From-To

LOCUM WORK




Name:

GMC No:

For short term and ad hoc locums (< 2 weeks in duration)

Date

Hospital/Trust

Specialty

Grade

Duration

RECORD OF TRAINING LOCATIONS AND EDUCATIONAL SUPERVISION




Name: GMC No:
. . . Educational Main Initial Mid point End point
th::.)fo E;g:;:gﬁ Specialty Supervisor Contact Meeting meeting meeting
(ES) if not ES with ES with ES with ES

RECORD OF FORMAL EDUCATIONAL ACTIVITY




Formal Educational activity may include; formal teaching sessions, lectures, courses and
conferences attended and work based projects

Name:

GMC No:

Dates

Title/Subject

Nature of
activity




RECORD OF FORMAL EDUCATIONAL ACTIVITY

Formal Educational activity may include; formal teaching sessions, lectures, courses and
conferences attended and work based projects

Name: GMC No:

Nature of

Dates Title/subject Activity




Forms and Documentation

Name: GMC No:
Post: Start Date:
Section 1 - Induction Meeting
Setting the Educational Contract (within 2 weeks of starting post)

2)

b)

<)

d)

e)

f)

Performance in awarded in the preceding post? 1. Satisfactory (please circle)
2. Targeted Training
3. Unsatisfactory - Refer to the Deanery

What are the main issues in the most recent Personal Development Plan? (specify)

What are the SHO’s current career intentions? Are these realistic? Is advice needed?

What are the educational objectives of this post and how will these be met? Specify
(time frame e.g. mid point, end of attachment).

Maintaining and Developing a good standard of clinical care - (knowledge and skills -
“Specialty Based”)

Maintaining and developing good medical practice. (history taking; examinations;

Investigation; interpretation; diagnosis; documentation; practical skills, obtaining consent

etc) - Generic Skills.

Communication Skills with colleagues and patients

Team working

Maintaining trust and probity and respect for patients

Relevant Health Issues




5) How will these be learned in this post?
a) During clinical duties - by whom, when?
b) Within the department - what in-service teaching programme will be attended?
c) Within the hospital - what teaching programme will be attended?
d) On a course
6) Will study leave be required? If so, what and when?
7) What examinations have been attempted? What examinations will be attempted during
this post?
Additional Comments:
Signed: Print: Date:
(Trainee)
Signed: Print: Date:

(Trainer)




Name: GMC No:

Post: Start Date:

Section 2 - Mid Point Discussion

1) Is the training programme progressing satisfactorily for trainer and trainee?

2) Are the educational targets from the induction meeting being met? - if not, why not?
3) Do new educational targets need to be set? - if so, specify.

4) Has attendance at educational events been satisfactory?

5) Has Protected Educational Time (4 hrs per week) been achieved?

6) Has agreed Study Leave been taken?

Additional Comments:

Signed: Print: Date:
(Trainee)
Signed: Print: Date:

(Trainer)




Name: GMC No:

Post:

Start Date:

Section 3 - Exit In-Training Assessment

Maintaining and developing a good standard of clinical care

Has the trainee achieved the standards of essential knowledge and skills expected of a
trainee of similar experience? What particular strengths or weaknesses has the trainee
shown?

Maintaining and developing good medical practice

Has the trainee consistently achieved a standard in these areas expected of a competent
trainee of similar experience? What particular strengths or weaknesses does the trainee
show?

Communication skills with colleagues and patients

Has the trainee consistently achieved a standard in these areas expected of a competent
trainee of similar experience? What particular strengths or weaknesses does the trainee
show?

Team working

Has the trainee achieved the standards of essential knowledge and skills expected of a
trainee of similar experience? What particular strengths or weaknesses has the trainee
shown?




5) Maintaining trust and probity and respect for patients

Has the trainee achieved the standards of essential knowledge and skills expected of a

trainee of similar experience? What particular strengths or weaknesses has the trainee
shown?

6) Health

Are there any issues to be considered?

Additional Comments:

Signed:
(Trainee) Print: Date:

Signed:
(Trainer) Print: Date:




Name of SHO: GMC Number:

Hospital: Specialty:

Start Date: Duration:
Supervising

Post Number: Consultant:

Summary of In Training Assessments Form

INFORMATION CONSIDERED

1 TRAINING PORTFOLIO YES / NO
2 INDUCTION MEETING YES / NO
MID-POINT REVIEW YES / NO
EXIT ASSESSMENT YES / NO
3 ANY OTHER (e.g. College Appraisal/Assessment Documents)
SPECIFY
OUTCOME: Satisfactory Targeted Training Unsatisfactory Performance
(Please circle) in this post

ACTION TO BE TAKEN: (specify)

1 SATISFACTORY Trainer and trainee to complete an agreed Personal
Development Plan

2 TARGETED Trainee and Trainer to complete an agreed Personal
TRAINING Development Plan

Review at request of SHO by Clinical Tutor/College
Tutor with advice of Clinical Tutor/Speciality Tutor/
Course Organiser

3 UNSATISFACTORY Refer to Postgraduate Dean
(Performance in this post)

Signed: Print: Date:
(Trainee)

Signed:

(Trainer) Print: Date:
Signed:

(External Assessor) Print: Date:

Copy to: Scheme Organiser, Postgraduate Clinical Tutor and Deanery Office




Personal Development Plan For The Next Post

On the basis of the final review and the stage of the SHO’s professional development,
indicate under the following headings what areas need to be addressed in the next training
period and how this might be done.

PROGRESS: Satisfactory Targeted Training Unsatisfactory Performance
(Please circle) in this post

1  Maintaining a good standard of clinical care (Extending specialty knowledge and skills)

2 Maintaining good medical practice (Developing core medical skills)

3 Communication skills with colleagues (Team working)

4 Respect for Patients

5 Maintaining Trust and Probity

6 Relevant personal Health issues

Signed: Print: Date:
(Trainee)
Signed: Print: Date:

(Trainer)




Records of Achievements
Qualifications
Presentations

Courses etc




Audit
Research Projects
Publications




Other relevant Information
College Documentation
Memorable Events
Patients
Trainers




