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Purpose
All educational supervisors and named clinical supervisors are required to be recognised by the GMC. This document details the work instructions and responsibilities to fulfil this responsibility.
Responsibilities
	GMC
	
	Provider / Public Health
	
	Trainer
	
	NHSE – Quality team

	Recognises supervisors on the submission of new supervisors and renewals.
Completed three times a year.
	
	Identifies and releases educators for initial training.
Ensures there is appropriate time in job plans to meet educational responsibilities.
Maintains register of education supervisors and named clinical supervisors which is shared with the NHS England education quality team 3 times a year.
The role of supervisor is discussed at appraisal, including evidence of 10 hours relevant CPD over 5 years of recognition.
Allocates trainees to trainers.
	
	Provides / supervises training and education.
Discusses supervisor role at annual appraisal.
Completes 10 hours of relevant CPD over 5 years for ongoing recognition.
Trainer is aware of recognition renewal date, completes the renewal form in time and informs DME office.
Trust email address will be included in the database and will be used for any activities relating to recognition of trainers by either your organisation, NHS England WT&E or the GMC. 
	
	Ensures all trainees are supervised by an approved supervisor by ensuring the steps in this table are completed.
Sets initial training and renewal requirements to ensure consistency.
Facilitates initial training, unless completed elsewhere.
Submits new names and changes to the 3 a year.  January, May, September.



Becoming a supervisor
It is mandatory for all Educational Supervisors (ES) and Named Clinical (CS) or Public Health Project Supervisors (PS) to undergo training for their roles. This can be completed in several ways:
Option 1 - by completing the NHS England WT&E Wessex Induction for ES and NCS
Option 2 - by completing ES and NCS training provided by another NHSE local office
Option 3 - by completing equivalent training from one of the royal colleges

Option 1 - Completing the NHS England WT&E Wessex Induction for ES and NCS
The induction course is completed in two parts:
Step 1
e-learning – this provides the theory to new ES/CS and will take approximately eight hours for an educational supervisors and four hours for a named clinical supervisor. 
Group learning session – An opportunity to embed the theory into practice, through small group discussion with experienced ES/CS course facilitators.
To enrol in option 1 – the new supervisor should book on to an ‘Educator Development – Induction for ES and NCS’ event using the following link, please register as a user before booking. Accent Course Manager (ACM) system. For assistance contact england.pdu.wx@nhs.net. 
Step 2 – complete e-learning modules
Register with https://www.e-lfh.org.uk/ and refer to the e-learning modules document for further instructions on the modules that you need to complete. (Document will automatically download when you click on the link).
Delegates do not need to undertake all the courses within the e-Learning for Health folder – only those outlined for their role in the above document need to be completed.
Step 3 – activity report
On completion of the e-learning the potential new ES/CS/PS should send their course activity report to england.pdu.wx@nhs.net. 

Step 4 – Attend / engage in group learning session
The potential ES/CS/PS must attend and actively engage in all the group learning to be signed off by the facilitators.
Step 5 – Confirmation of completion
· The group-learning session facilitators will confirm active completion of the session to the PDU team.
· On a monthly basis the quality team will supply organisations with the details of supervisors who have completed training that month who can be added to your database.
· DME/PH office to add new supervisor to the database and confirm to the individual that they have been added to the database and that their GMC entry will be updated within the next four months. (This is completed 3 times a year by the quality team).
· Column A should be changed to a block colour of green (GMC number cell) on adding or updating an entry. This coding will be used by the quality team to inform the updates to the GMC. 
Option 2 – ES and NCS training provided by another local office
· Where training was completed at another NHS England WT&E local office the supervisor should send to the DME/PH office details of when and where training was completed and a copy of their certificate.
· Details should be added to the organisation database, start date should be the date on the certificate.
· GMC number should be shaded green, and details confirmed back to new supervisor.
Option 3 – Equivalent training from a royal college
If a potential new supervisor has attended a course run by a royal college, check whether it is listed here.  If yes, ask for a copy of the certificate and add the new supervisor to the database, as detailed above.  If it is not on the list, email  england.quality.wx@nhs.net and we will review and if appropriate add to the approved list.


Ongoing recognition 
Recognition lasts for a period of 5-years, by which point a supervisor should have completed the process for renewal.
DME/PH office reviews the database monthly and sends reminders to supervisors due to expire
Timings and number of reminders up to DME/PH office.


Supervisor completes the renewal form confirming that:
Their supervisor role is discussed and reflected on annually at appraisal
They have completed 10 hours of relevant CPD over 5-years – this can include trust refresher (links to web page
Confirms that they still have appropriate time in their job plans
Returns form to DME/PH office


DME/PH office updates supervisor database and confirms back to supervisor that recognition has been renewed for a further 5 years
GMC number is shaded green to denote a change.


The quality team will take amendments and inform the GMC 3 times a year


Expired recognition
All ES/NCS/PS with responsibility for the supervision of a doctor in training must have GMC recognition as a supervisor.
· DME/PH office to review the database monthly and contact any supervisor who has expired and ascertain whether they wish to continue in the role.
· Supervisor to complete form and updates should be made to the register if applicable, as described above.
· If the supervisor is currently supervising a doctor in training, DME/PH office to decide whether supervision can continue pending reapproval, or if an alternative recognised supervisor will need to take over the role, if this is the case, the TPD should be informed.
· Anyone not wishing to continue as a supervisor should be added to the archive page their GMC number shaded green and an update recorded in the Notes column. The quality team will then remove from the GMC database.
Database requirements and maintenance
Each DME/PH office is required to maintain the supervisor database in the format given by the quality team.

The database to be shared with england.quality.wx@nhs.net 3 times a year as follows:
· Early January (this will pick up the updates in time for the GMC survey)
· May
· September

The database has three tabs:
· Current trainers – for trainers whose recognition is in date
· Archived trainers – for trainers who have expired or no longer wish to supervise.
· DiT – To be used where doctors in trainee have completed their training. Note: Not all organisations will have information on this tab yet. We will follow up with further information on this.


Database updates
Each trust will maintain their own master database, which is shared with the quality team three times per year, who will then make a consolidated master. This master will be shared back with organisations for information only, in order that organisations can use the master for looking up supervisors at other sites.
1. The quality team will send to each trust a copy of their database, by email and preferably to a generic inbox as well as keeping a master copy of all organisations.
2. Each organisation to create a new version each month to help with audit trail.
3. All new supervisors must be entered onto the database once training has been completed or evidence of previous training is provided; the quality team will email each organisation monthly, details of those who have completed training. All fields to be completed, email address should be a trust email.
4. Database to be reviewed monthly, to follow up on renewals and expired supervisors. (see details above)
5. All cells must be completed as this data is required for the GMC.
6. ODS codes can be found via this site.  If unsure change the block colour of the cell to red and the quality team will review.
7. Quality of data is key; details should be entered as they appear on the GMC medical register. https://www.gmc-uk.org/registration-and-licensing/the-medical-register 
8. When adding someone new, add the date you added them and the original dates to the comment’s column.
9. Details of all amendments should also be added to the notes column to maintain an audit trail.
10. For every addition or change of data, column A should be changed to a block colour of green.
11. When someone no longer wishes to be a supervisor their entry should be moved to the archive tab and again, column A should be changed to a block colour of green. 
12. Database is to be sent at the beginning of each of the following months January, May and September to england.quality.wx@nhs.net. 
13. Once sent the colours can be reverted to standard white.
14. The quality team will upload all entries that have been colour coded green to the GMC in order that supervisor entries on the GMC Medical Register are updated. They will also remove those who have been moved to the archive tab.
15. On completion the quality team will share the master with each organisation for information.

GMC bulk uploads 
The upload of supervisors to the GMC will be completed 3 times a year by the quality team. 
· Quality team will take all the entries highlighted green as per step 11 in database requirements and upload to the GMC ‘Trainer DVT’ file and run validation. 
· Any data errors to be corrected, may need trust input. 
· Inform GMC of upload to GMC Connect, changes should be processed in 5-days. 


Appendix 1 – Example emails
These are only a guide, amend as needed to reflect your trust style.
One year reminder

Dear Dr (insert name) 

Invitation to renew your trainer recognition - 1 year reminder

I am writing to inform you that your five-year GMC recognition period as an Educational and/or Clinical Supervisor expires on (insert date). After this time, you will be unable to act as an Educational and/or Clinical Supervisor.

[bookmark: _Hlk74833564]If you wish to continue as an Educational and/or Clinical Supervisor, please follow the link to download and complete the renewal form at https://wessex.hee.nhs.uk/supervisors-and-educators/sup-ed/wx-es/secondary-care-pathway/ongoing-recognition/ / use the attached form and obtain your appraiser signoff.  Signoffs can take place electronically.


Guidance on the requirements of ongoing supervision can also be found on the above link.  Ten hours of appropriate CPD is required, with reflections, over 5 years.  This can include trust run refresher courses.

Your completed and signed form should be sent to xxxxxxxxx before your xxxxxxxx.

[bookmark: _Hlk35419315]If you do not wish to continue as a trainer after your expiry date, please inform xxxxxxxx, to enable us to amend our records accordingly.

It is your responsibility to ensure you are recognised as a trainer, if you are concerned you will not meet the requirements, as detailed, and wish to continue as a trainer, please contact us as soon as possible at xxxxxxx.  



Expired email
Dear Dr  
 Your trainer recognition has expired.  
I am writing to inform you that your five-year GMC recognition period as a trainer Educational and/or Clinical Supervisor expired on xxxxxx.  Meaning you will no longer be able to act as an Educational and/or Clinical supervisor.  
If you wish to continue as an Educational and/or Clinical Supervisor, please complete the renewal form available in this web link
https://wessex.hee.nhs.uk/supervisors-and-educators/sup-ed/wx-es/secondary-care-pathway/ongoing-recognition/ / use the attached form and obtain your appraiser signoff. Signoffs can take place electronically.

If you are unable to fulfil the renewal criteria at this time and still wish to continue, please let us know at your earliest opportunity so that we can make temporary arrangements whilst you complete the required activity.

Guidance on the requirements of ongoing supervision can also be found on the above link.  Ten hours of appropriate CPD is required, with reflections, over 5 years.  This can include trust run refresher courses.

Your completed and signed form should be sent to xxxxxxxxx as soon as possible. 

If you do not wish to continue as a trainer, please inform us, to enable us to amend our records accordingly. 

It is your responsibility to ensure you are recognised as a trainer, if you are concerned you will not meet the requirements, as detailed, and wish to continue as a trainer, please contact us as soon as possible at xxxxxxxx.   



Appendix 2 – Organisation contacts

	Organisation
	Email address

	AWP
	Awp.medicaleducation@nhs.net

	Dorset County
	Tracy.Rose@DCHFT.nhs.uk 
Victoria.clarke@DCHFT.nhs.uk 
Anne.Roberts@DCHFT.nhs.uk 

	Dorset Healthcare
	dhc.medical.education@nhs.net

	Hampshire Hospitals
	karen.mccarthy2@hhft.nhs.uk 
angena.gurung@hhft.nhs.uk 

	Isle of Wight
	joanne.helliwell3@nhs.net
kate.hyde3@nhs.net 

	Jersey
	o.leeming@health.gov.je

	Portsmouth
	post.grad@porthosp.nhs.uk

	Salisbury
	sft.medicaleducationadmin@nhs.net 
Mark for attention of MEM. 

	Solent
	

	Southern Health
	postgraduate.centre@southernhealth.nhs.uk

	UHD
	medicaleducationsupervision@uhd.nhs.uk

	UHS
	MEDED@uhs.nhs.uk
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