A Year in the Life of an Educational Supervisor

Below is a brief guide/example of an ES schedule which hopefully will help you decide what works best for you.
	Starting the scheme (ST1) – month 1 


	Within the first month – meet with your trainee to 

· Get to know each other (make it relaxed as possible)

· Discuss what is expected of them in their e-portfolio (assessments, writing log entries etc.)

· Look at the educational contracts on the e-portfolio in preparation for signing.  

This is when the PDP needs starting and you can advise them to create a tailored one for their individual learning needs. Encourage regular inputs on the learning log and encourage them to stick to deadlines when approaching the time for the Educational Supervisor’s Report (ESR).



	At 3 months 


	By mutual agreement have a review either by email, phone or meeting in person as to how they feel they are progressing.


	At 5 months (mandatory)
	· Agree a date for a formal meeting to sign off their 6 months.  

· At this point you will need  to do their ESR i.e.  read and comment on their learning logs, link the entries to the competencies, assess their MSF/PSQ as appropriate and read all the evidence e.g. CBDs, COTs and so on.

· Give them feedback on what’s done well and what needs doing.  Give feedback on the MSF and/or PSQ if necessary.  You will both then be able to sign off the MSF and PSQ.  

· You then complete the review ESR form online (see below).  

· If there are no concerns at this stage there is no other action.  This is also a good time to discuss their ongoing PDP entries especially if there is a forthcoming change of post.



	At 9 months


	Again, arrange an informal discussion/meeting about how things are going and look at the content of their e-portfolio.



	At 10-11 months (mandatory)
	Depending on the timing of the ARCP panel, do their ESR again (following the same steps as in month 5).  Again, look at their ongoing PDP.


	The following ST years


	Just keep repeating the cycle.  However you might find the final ST3 ESR needs to be completed a lot earlier, usually up to 2 months before they finish their final post. The early completion date is to ensure that there is enough time for an ARCP outcome and then the application and receiving of the Certificate of Completion of Training (CCT).   
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