THAMES FOUNDATION SCHOOLS 
F1 SIGN OFF PROCESS 2009
Guidance for F1 Doctors
1. Assessments must be completed and portfolios ready for review by the Educational Supervisor (ES)/ Foundation Training Programme Director (FTPD) at the end of May.  If there are reasons why you cannot do this please discuss them immediately with your ES/FTPD.
2. Your ES/FTPD will review your portfolio and complete the Checklist of Evidence Required to Complete the Attainment of F1 Competence Form (See Appendix A – attached).
3. For administrative purposes, F1 sign-off is completed before the end of F1. 
It is, however, subject to satisfactory completion of the entire F1 programme.

Guidance for Trusts
4. Postgraduate Centre Managers will co-ordinate the completion and collection of Attainment of F1 Competence Forms.
5. Every F1 Doctor should meet their ES/FTPD to review his/her Portfolio.  Trusts to determine local arrangements/timeline which comply with FS deadline for receipt by Friday 19 June.
6. ES/FTPD will review the portfolio using the checklist (App A) and sign the checklist prior to completion of the 5.1 Attainment of F1 Competence Form (see p 65 of the portfolio which can also be downloaded from following link: http://www.foundationprogramme.nhs.uk/pages/home/key-documents).  Please note that checklist completion is a mandatory requirement.
7. The ES/FTPD will return the completed 5.1 Attainment of F1 Competence Form  and Checklist (App A) to the Postgraduate Centre who will send the originals to the relevant FS Manager by Friday 19 June using recorded/registered delivery/courier, and give a copy to the F1 doctor for insertion in his/her portfolio.

8. The 5.1 Attainment of F1 Competence Forms will be reviewed and signed by the relevant Foundation School Director/Postgraduate Dean, and returned to the Trust by Friday 24 July for them to pass on to the F1 doctor.

General
All F1 Doctors should read the GMC guidance regarding Full Registration http://www.gmc-uk.org/doctors/registration_applications/join_the_register.asp 
UK Graduates, if they have not been contacted by the end of May, should ask their Medical School for advice on completion and deadline for submission of their GMC Certificate of Experience.  Your FSM will send your 5.1 Attainment of F1 Competence form to the UK Medical School of graduation with an explanation if, for any reason, your 5.1 Attainment of F1 Competence form has not been signed.

EEA Graduates should note that the Foundation School will process GMC Full Registration so the Certificate of Experience must be sent to their Foundation School.
Non-EEA Graduates should read the GMC guidance regarding Full Registration arrangements.
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Appendix A – Checklist of Evidence Required prior to completion of the Attainment of F1 competence form (5.1)  - see guidance notes overleaf
	Item
	Trainee Name                                                                                      Trust


	· Or  X

	1
	12 months F1  experience1
	Expected to be completed
	

	2
	Record of non-statutory Leave2
(inc sick/maternity leave etc but excluding study leave)
	Meets GMC requirements
	

	3
	Attendance at ILS  
	Meets GMC rules
	

	4
	Attendance at formal educational programme
	Meets requirements in Foundation Programme Curriculum 
	

	5
	End of placement (1) final review form (2.7)
	Completed
	

	
	
	Satisfactory1
	

	6
	End of placement (2) final review form (2.7)
	Completed
	

	
	
	Satisfactory1
	

	7
	End of placement (3) final review form (2.7)
	Completed
	

	
	
	Satisfactory1
	

	8
	End of placement (4) final review form (2.7)  (if applicable)
	Completed
	

	
	
	Satisfactory1
	

	9
	Has the trainee completed the assessments required by this Foundation School/Deanery?
	Mini CEX (6)
	

	
	
	       Satisfactory results
	

	10
	
	DOPS (6)
	

	
	
	       Satisfactory results
	

	11
	
	CbD (6)
	

	
	
	       Satisfactory results
	

	12
	
	Mini-PAT (2)
	

	
	
	       Satisfactory results
	

	13
	Is the Portfolio up-to-date?
	
	

	14
	Summary of evidence presented (4.3)
	Completed
	

	
	
	Satisfactory evidence of competences
	

	15
	Statement of Health and Probity (4.4)
	Completed
	


Has the F1 Doctor presented sufficient documented evidence for sign off?

YES / NO (please delete)

If YES, please complete the 5.1 Attainment of F1 Competence Form and attach this completed checklist.

If there are items which have not been ticked:
a) return portfolio to the F1, set a date for completion and arrange a further meeting with the F1 Doctor to reconsider portfolio.
b) If the competencies have not been met AND/OR there are other failed items relating to the GMC requirements refer the portfolio to relevant Foundation School Director for a final decision with explanation below (compulsory):

	

	Signed ES/FTPD (please delete as applicable)



	Print Name of ES/FTPD


	Date



	Stamp or Signature of FSD or representative


	Date
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Appendix A – Checklist of Evidence Required prior to completion of the Attainment of F1 competence form (5.1)  
Guidance Notes
1.
Evidence for this includes documentation within the Portfolio (see section 6: Additional Evidence of Achievement, p.68) that in addition to the DOPS, Mini CEXs and CBDs, Clinical Practice has been observed and audited throughout all clinical placements and is deemed satisfactory for this level of training, where “satisfactory” means that the trainee is safe to work with patients.

2.
Record of non-statutory Leave (inc sick/maternity leave etc noting that the maximum permitted non-statutory leave during the F1 year is 4 weeks).

Sign Off
In order for supervisors and panels to assess whether the F1 has met the necessary outcomes, the F1 Doctor is required to present sufficient documented evidence in order for reasonable and accurate assessments to be made by the supervisor/panel.  
The signatory (usually either the trainee’s Educational Supervisor or Foundation Training Programme Director) certifies that they have reviewed the trainee’s Learning Portfolio and seen all of the necessary evidence/documentation required for sign-off.
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