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1 Introduction
The Royal Pharmaceutical Society (RPS) have developed an E-portfolio for General Practice
learners to record their learning and development

The E-portfolio has been designed to be flexible so that learners can work through the
elements independently, or as instructed by their training providers.

The RPS will continue to update and enhance the E-portfolio to ensure that it continues to be
user-friendly, intuitive and functional platform. Learning and development tools will also be
reviewed regularly to ensure that they reflect current pharmacy practice.

This is a technical user guide that outlines the main functions of the E-portfolio for Portfolio
Collaborators/Tutors to help you navigate the E-portfolio and be able to support your
learner’s progress and comment on their achievements.

The RPS are keen to have your feedback on the E-portfolio, if you have any comments or
suggestions for improvements, please contact the RPS directly. Contact details are provided
at the end of this user guide.



2 Using the E-Portfolio

This section contains general information on the technical functionality of the E-portfolio.

2.1 Help and Additional Information
We have included additional help information throughout the E-portfolio to explain what you
need to do.

You will see an option to “click to toggle”.

Select this to get more details on the section you are viewing, and you will see a hint or
additional information about what you should include and take into consideration. An
example of the “click to toggle” option is shown below.

Framework Summany

{

[click to toggle]

Framework Summary
[click 10 t00gl€]

Throughout the programme, the fallowing skills should be demonstrated during assessments on the below topics where appropriate

« Sel-Refiection
« Documentation in recoras

$ of personal clinical an
rlately
s to Include Consultation Skills and Telephone Skills

All competencies should have a variety sources including knowledge and self-direct leaming but MUST include experiential learing to demonstrate praclical application of knovdedge and skills in the GP Practice selting.

This Is @ summary of your kieaming and development records mapped to knowledge and capablity guide. This will enabie you to monitor and track your progress, heiping you to Identify your strengths and areas for development so you can focus your

leaming
Numbers within a grey circle are a count of your onifine records which are mapped to each competency.

In each grey circle, the number on the right Indicates records which have been started, and the number on the left Indicates records which have been compieted

2.2 Session Timer

You will notice a timer in the top right-hand corner of your screen. This is a countdown of
inactivity. If you are inactive for a period of 35 minutes, you will automatically be logged out
of your portfolio.

The timer resets to 35 minutes each time you interact with the portfolio, such as clicking a
button, or completing a form. Please note that simply moving your cursor around on the
page is not considered as an interaction.

E-portfolio

© session expires in 34:54




2.3 User Roles

The E-portfolio contains tools and templates to support professional development. The table
below outlines the different tools and who has access to each tool. You can find further
details about the different tools and roles in the glossary at the end of this document.

Tool | Learner Administrator
End of
Programme v v
Review
CPD Planned v (viewonly) | v (View only)
2
CPD
Unplanned v/ (Viewonly) | ¥ (View only)
Peer v | oy |
Discussion (View only) (View only)
Reflective
account v'(viewonly) | ¥ (View only)
Evidence of v Y
Learning
Framework v v
summary
Learning
Needs % ,
Analysis
(LNA)
Learner
Actions v'(viewonly) | ¥/ (View only)
w Clinical
= Examination v (View only) | v (view only)
o | Skills (CES)
[®))
% Telephone
o Consultations \/(View only) ‘/(View only)
Skills (TCS)




3 Accessing your Learner’s E-Portfolio

The E-portfolio can be accessed from the RPS website. If you are a member of the RPS,
you will be able to access the portfolio using your usual login details (membership number or
email address and password).

To access your learner’s E-portfolio, you will first need to be given access by being invited to
be their tutor. The HEIW GP Transition programme administrator will link you to your learner
and you will receive an email invitation.

TIP: Please check your junk mail folder as the automatic emails can get filtered out as spam.

Follow the link in the email to access the portfolio.

Subject: General Practice Transition Programme — Invitation to be a tutor for {

Hi,
Thank you for supporting learners undertaking the Health Education and Improvement Wales (HEIW) General Practice (GP) transition programme
You have been linked to a new learner:

Please access the E-portfolio and either create a new account or log in using your usual Royal Pharmaceutical Society (RPS) login in details and accept
the tutor invitation.

Manage Invitation

Further information about the HEIW GP transition programme can be found here [add hyperlink].

Best wishes, [Programme lead name and title]

This email has been sent from the Royall Pharmaceutical Society (RPS) E-portfolio.
If you are experiencing any technical issues, please email eportfolio@rpharms.com

You will be directed to the Royal Pharmaceutical Society website and be asked to log in.
If you are an RPS member you will be able to use your usual password. 6

Log in to make the
most of vour RPS
membership.

w

Email / Membership No.

Password

Forgotten your password?



https://www.rpharms.com/development/e-portfolio

If you are not an RPS member, you can register for an account. The registration section is at
the bottom of the screen.

Become a registered user*

Even if you're not a member of the Society, you can
still register on our website and:

* Record your CPD in MyCPD Portfolio

e Save your favourite pages and access them from
anywhere

s Access your Post-registration foundation
pharmacist portfolio and Consultant pharmacist

portfolio
¢ Give feedback on our content.

*If you think you have had an account befare then try resetting your
password rather than creating a new account.

You will need to agree to the T&Cs before being able to proceed.

Terms and Conditions

Please read the terms and conditions carefully.

Portfolio User Terms

Portfolio User Terms & Conditions [click to toggle view]

[ Agreement to these Terms & Conditions are required *

Select on “Collaborator View” to view a list of linked learners.

ROYAL
PHARMACEUTICAL
SOCIETY

& Programmes
2 My Details
W Messaging @

2 Collaborator View

© Help




You can access your learner’s portfolio by clicking on “Go to programme”.

Collaborator View

Below you will find a list of members who you are acting as a collaborator for

G - - D

Programme: General Practice Transition Programme
Status: Started

Date Started: 15/06/2022
Portfolio Collaborator Type: Tutor
& Go to Programme

3.1 Viewing and editing records

There are two ways of accessing records and sections of the E-portfolio. Here is an example

of a learner’s dashboard — showing a summary of their E-portfolio content. You can simply
click on any of the tools or forms in each boxed section to view and/or edit the details.

E-portfolio

© ses:

sion expres in 34 57
General Practice Transition Programme

Welcome!

Welcome 10 the new GP transtion programme E-portiolio. If have any question about the platiorm

please Contact our fechincal enquines 13 31 eROMTONO@IPhAMMS.com

e e
] E J

Alternatively, you can access tools and forms from the navigation Menu. The menu should
be open when you first access your learner’s E-portfolio, but if it's not displayed, simply click
on “Toggle Menu” to open up the full menu sidebar.

= Toggle menu

'™ General Practice Transition” CoageilinlasGutor)
Programme

2 My Details General Practice Transition Programme

Then click on the relevant programme, in this case “General Practice Transition
Programme” to expand the contents:



You will then be able to select a tool or form from the list to edit, view or review.

You can hide the menu by using the “Toggle Menu” option at any point. This might be helpful
on smaller screens.



4 Identifying and Reviewing your Learner’s

Development Needs

We have incorporated several tools to enable learners to identify their strengths and areas
for development. Use these tools to help your learner(s) plan their learning.

4.1 Learning Needs Analysis

The learning needs analysis enables a learner to assess their practice against the HEIW
General Practice Pharmacist Knowledge and Capability Guide. You will be able to view their
ratings and make suggestions on how they can address any gaps. Learners are
recommended to complete a learning needs analysis every 6-12 months or when their
practice changes significantly, such as a change in rotation, role, or responsibilities. If your
learner is undertaking a formal training programme, check the requirements of the training
provider.

To view your learners’ learning needs analysis, select the “Learning Needs Analysis
(LNA)” option from the sidebar menu or the “Learning Tools and Records” area on the
learner’s main home page.

@ General Practice Transiton” S
Programme

Dashboard General Practice Transition Programme

Framework Summary

Evidence of Learning Welcome!

Leamer Actions Welcome to the new GP transition programme E-portfolio. If have any question about the platform please contact our techincal enquiries team at

[:] e
CPD Planned Leamning Events Evidence of Leamning

Clinical Examination Skills (CES) ED Evidence of Learning 1

Learming Tools and Records
End of Programme [ Learning Needs Analysis (LNA) | )

Useful Resources End of Programme Review Not Started CPD Planned n

CPD Unplanned

Peer Discussion
Telephone Consultation Skills (TCS)

Learning Events

End of Programme Review CPD Unplanned

< Back to Programmes Peer Discussion [ 1]

You will be able to view a list of records that are in progress or completed. Select a record
from the list to view the contents.

Claire L Taylor's General Practice Transition Programme

Title Date Created Actions

LNA2 18/07/2022
LNA1 12/07/2022

You will be able to see your learner’s ratings.

10



Learning Needs Analysis

[click to toggle]

Leaming Needs Analysis Details

Leaming Needs Analysis Details
Title *

LNA1
Date *

18/07/2022

Knowledge and Capability Guide
GP Practice Structure Structure of a General practice, to include size, patient demographics, staff profile, administration
processes and appointment systems

Repeat Prescribing Processes Repeat prescribing process in a General Practice

Acute Medication Prescribing Process Acute prescribing process in a General Practice

GP Computer System Ability to use the GP computer sysiem, to check Patient Medication Records, relevant clinical

information, drug monitoring, add consultations, add / update medication

Current al

Low

Priority

High

High

&
H

Full details of all icons can be found under ‘Click to Toggle’.

Learning Needs Analysis

[dlick 1o toggle]

Atool to enable you to assess your knowledge and skill in accordance with the GP transition programme knowledge and capability guide

Work through the competencies in the leaming needs analysis and rate your ability in demonstrating the competencies and how important it is to your practice at this time.

Once you have completed your ability and priority scoring, you ¢an create actions to address your leaming needs. This tool sUpports prioritising your learning needs.

Explanation of rating and icons

Current Ability

I have evidence to show | have the knowledge, skill, behaviour or needed to

| don't have the knowledge, skill, behaviour or experience to demonstrate this outcome yet.

m | have this knowledge, sKill, behaviour or experience but have not had the opportunity to fully demonstrate this outcome at the required level

Priority:

This is high priority for my practice at this time.

W This is medium priority for my practice at this time.

This is low priority for my practice at this time.

this outcome at the required level

You can also view comments and add your own in the comments field (if you select the edit

option).

Learner Comments

Comments

Educational Supervisor Comments / Designated Prescribing Practitioner

Save Changes

11



4.2 Learner Actions

Throughout the e-portfolio, your learner will be able to create actions/tasks that will collate
into the “Learner Actions” area. You will be able to view the table of actions but not any
specific details. You can do this by selecting “Learner Actions” from the side navigation

menu.

'™ General Practice Transition”
Programme

Dashboard

Framework Summary

Evidence of Learning

CPD Planned

CPD Unplanned

Peer Discussion

Reflective Account

Leaming Events

My Actions
This is  list of all of actions created within other forms and records (e.g., from leaming events, evidence of leaming, learning needs analysis and CPD records),
show| 10 ~|entries search:
Date Evidence Title Evidence Type Action Completed Completed Date

18/11/2022 NA Learning Needs Analysis (LNA) Action 3 Mark as Complete

07/10/2022 NA Learning Needs Analysis (LNA) Action 2 ©

01/09/2022 NA Learning Needs Analysis (LNA) Action 1 ® 2710712022
showing 110 3 of 3 entries Previous E Next

12



5 Using Learning Events to Support Development

Learning events tools support the development of specific knowledge, skills or attributes.
Examples are:

e Clinical Examination Skills (CES)
e Telephone Consultations Skills (TCS)

These tools will be used by your learner to document their attendance at relevant workshops
and map to the competency framework.

As a tutor, you are not required to confirm attendance or to sign these off.

5.1 Clinical Examination Skills (CES)
Select the “Clinical Examination Skills” option under the “Learning Events” area of the
home dashboard page or by selecting “Learning Events” from the side navigation menu.

CPD Planned !
ann Learning Events

CPD Unplanned

Clinical Examination Skills (CES) n

Peer Discussion
Telephone Consultation Skills (TCS)

Reflective Account

Leamning Events End of Programme

Useful Resources End of Programme Review Not Started

The records created by your learner will appear in a table. You can review these by clicking
the “View” button.

Clinical Examination Skills (CES)

Title Date Date Created Actions
CES 1 22/07/2022 22/07/2022 View
CES 2 22/07/2022 22/07/2022 View
CES 3 22/07/2022 22/07/2022 View

This will display the record for you to view. Please note you will not be able to edit this
record.

13



Clinical Examination Skills (CES)

€ Back

Details
Title * CES 2
Date * 22/07/2022

| confirm that | have attended a clinical examination skills workshop

Confirm

Attachments

Linked Attachments (0)

Framework Mapping”

Consider what learning outcome(s) this record provides evidence for and map to all that apply Expand the sections to select mapped learning
outcomes.

Knowledge and Capability Guide
Knowledge and Capability Guide
GP Practice Structure

Structure of a General practice, to include size, patient demographics, staff profile, administration processes and appointment systems
Repeat Prescribing Processes

Repeat prescribing process in a General Practice
Acute Medication Prescribing Process

Acute prescribing process in a General Practice

GP Computer System

5.2 Telephone Consultation Skills (TCS)
Select the “Telephone Consultation Skills” option under the “Learning Events” area of

the home dashboard page or by selecting “Learning Events” from the side navigation
menu.

CPD Planned !
ann Learning Events

CPD Unplanned

Clinical Examination Skills (CES) B

Peer Discussion
Telephone Consultation Skills (TCS) B

Reflective Account

Learning Events End of Programme

Useful Resources End of Programme Review Not Started ‘

The records created by your learner will appear in a table. You can review these by clicking
the “View” button.

14



Telephone Consultation Skills (TCS)

Title Date Date Created Actions
TCS 1 29/07/2022 29/07/2022 View
TCS 2 29/07/2022 29/07/2022 View

This will display the record for you to view. Please note you will not be able to edit this
record.

Telephone Consultation Skills (TCS)

<€ Back
Details
Title * TCS 1
Date * 29/07/2022 &=

| confirm that | have attended a telephone consultation skills workshop

Confirm

Attachments

Linked Attachments (0)

Framework Mapping“

Consider what learning outcome(s) this record provides evidence for and map to all that apply Expand the sections to select mapped learning
outcomes.

Knowledge and Capability Guide
Knowledge and Capability Guide
GP Practice Structure
Structure of a General practice, to include size, patient demographics, staff profile, administration processes and appointment systems
Repeat Prescribing Processes
Repeat prescribing process in a General Practice
Acute Medication Prescribing Process
Acute prescribing process in a General Practice

GP Computer System




6 Evidence of Learning

This tool allows the learner to record their evidence of learning for the General Practice
Transition programme.

To review your learner’s submissions, select either the “Evidence of Learning” option from
the side navigation menu, or “Evidence of Learning” from the dashboard.

Evidence of Leaming Welcome!

Leamer Actions Welcome to the new GP transition programme E-portfolio. If have any question about the platform please contact our techincal enquiries team at
eportfolio@rpharms.com

Leamning Needs Analysis (LNA)

CPD Planned Learning Events Evidence of Leamning

CPD Unplanned ; .
¥ Clinical Examination Skills (CES) ] | Evidence of Leaming | 2

This will take you to the page below. The ‘view’ option will allow you to see a read-only
version of the evidence. When a piece of evidence has been signed off, this will be the only
option available. The ‘edit’ option will allow you to make changes, leave comments and sign
off the evidence.

Evidence of Learning
[click to toggle]

Title Date Date Created Completed Actions
Evidence of learning 2 29/07/2022 29/07/2022
Evidence of learning 1 22/07/2022 27/07/2022 Claire ES Taylor on 27/07/2022 View

The record will appear as shown below.

Evidence of Learning

[click to toggle]

€ Back
Details
Title * Evidence of learning 2
Date * 29/07/2022 =

Summary of evidence *

Summary

You will be able to view comments from your learner and also add your own comments by
clicking “Add Comment”. You can also add attachments if required.

16



Comments

There are no comments Yet, please use the button below if you wish to add one.

Add Comment

Attachments
Linked Attachments (0) New Attachment

Choose file

Choose files | No file chosen

File description:

The box below will pop up when you click ‘Add Comment’.

Add Comment

You will then be able to add/amend the competencies ticked in the ‘Framework Mapping’
section.

Framework Mapping"

Consider what competencies this record provides evidence for and map to all that apply

Knowledge and Capability Guide
Knowledge and Capability Guide
GP Practice Structure

[ Structure of a General practice, to include size, patient staff profile 1 processes and systems
Repeat Prescribing Processes
[0 Repeat prescribing process in a General Practice
Acute Medication Prescribing Process
Acute prescribing process in a General Practice
GP Computer System
[ Ability to use the GP computer system, to check Patient Medication Records, relevant linical information, drug monitoring, add consultations, add / update medication
[ Ability to use GP computer system for searches and audits
IT Systems
() Ability to access information on the Trust Intranet e.g. clinical guidelines, Formuiary, Trust policies
Drug Formularies
[0 Use of alocal formulary and an ability to appropriately manage requests for non-formulary medicines
Adverse Drug Reactions
[0 Yellow Card Scheme for reporting adverse drug reactions, clear knowledge of reporting requirements
() Submission of at least one yellow card report

[ Types of adverse drug reactions .g. Type A, Type B. idiosyncratic efc ; the mechanism and clinical significance of adverse drug reactions: the factors to consider when assessing the likely cause of an adverse reaction: an abiliy to advise
on the management and/or avoidance of side effects and adverse drug reactions
Allergies
[ Pathophysiology of, and risk factors for the development of allergies; primary and secondary prevention of allergies; and the mechanism of action, pharmacology, pharmacokinetic characteristics and clinical use of treatments for allergies

Clinical Governance

Update and Gomplete Record
Update Record

You then have two options. You can either click ‘Update Record’ to save the changes you
have made. Please note this will not sign off the evidence as complete.

17



Or you can click ‘Update and Complete Record’ which will save the changes and sign off
the evidence. The record will then change to view only for both learner and tutor.

-7 Continuing Professional Development (CPD)

This section allows you to view records of any planned or unplanned learning. The forms
have been aligned to the forms used by the General Pharmaceutical Council (GPhC) for
revalidation. You will not be able to edit these sections but can view the information
completed by your learner. Use this information to structure your conversations about
learning and development.

7.1 Planned CPD

To view your learners CPD select either the “CPD Planned” option from the side navigation
menu, or “CPD Planned” under the “Learning Tools and Records” section of the
dashboard.

Evidence of Larning Welcome!

Leamer Actions Welcome to the new GP transition programme E-portfolio. If have any question about the platform please contact our techincal enquiries team at

eportfolio@rpharms.com

Leaming Needs Analysis (LNA)

Leaming Events Evidence of Leaming

CPD Unplanned
a Clinical Examination Skills (CES) 1]

m

vidence of Learning 2

Peer Discussion

Telephone Consultation Skills (TCS) n
Reflective Account Leaming Tools and Records
Leaming Events End of Programme Leaming Needs Analysis (LNA) 0

Usehd Rescurces End of Programme Review Not Started [ cPO Piar BR
End of Programme Review CPD Unplanned
< Back to Programmes n
L My Details &

This will take you to the page below. Select ‘view’ to view the record.

CPD Planned

Title Start date Date Created Actions

CPD 20/07/2022 22/07/2022
CPD 2 22/07/2022 22/07/2022

You will then see the below screen where you can read the details of the CPD record. (You
will not be able to edit these records).

18



CPD Planned

£ Back
Details
Title * CPD
Start date * 20/07/2022 &=

What are you planning to learn? *

Tell us what learning you are planning to carry out. What you need to learn may be new knowledge, sKills, or a new attitude or approach — anything that you think will make you better
able to do your job as a pharmacy professional or prepare you for a new service or role. You should be as specific as possible.

You should explain why this learning s relevant to you in your role as a pharmacy professional and how it will affect the people using your services. If you don't think it is relevant or will
have a significant beneficial impact on anyone, you might want to consider why you are planning to carry out and record this learning.

Please take care not to disclose any confidential information about patients without their consent.

How are you planning to learn it? *

It is important for you to consider a range of options for achieving your learning across the breadth of your CPD entries. Focus your planned CPD on those activities that are relevant to,
or likely to have the biggest impact on. the people using your services.

X

Give an example of how this learning has benefitted the people using your services? *

Putting learning into practice is a good way to prove that you have actually learnt what you intended. Tell us what specific skills, attitudes and/or behaviours you have gained as a resulf
of your learning.

Include a real example of how the people using your services have benefited from your learning. If you were able to introduce a new service successfully, the benefits will be clear. If you
are more confident in your ability to respand to a particular query, or have some new knowledge that you can use in your practice, that is also a beneficial outcome.

Do include any feedback about your practice that you have had from other people.

X

Framework Mapping

Consider what learning outcome(s) this record provides evidence for and map to all that apply Expand the sections to select mapped learning
outcomes.

Knowledge and Capability Guide

Knowledge and Capability Guide
GP Practice Structure
Structure of a General practice, to include size, patient demographics, staff profile, administration processes and appointment systems
Repeat Prescribing Processes
Repeat prescribing process in a General Practice
Acute Medication Prescribing Process
@ Acute prescribing process in a General Practice
GP Computer System

Ability to use the GP computer system, to check Patient Medication Records, relevant clinical information, drug menitering, add
consultations, add / update medication
© Ability to use GP computer system for searches and audits

19



7.2 Unplanned CPD

To view your learners CPD select either the “CPD Unplanned” option from the side
navigation menu, or “CPD Unplanned” under the “Learning Tools and Records” section of
the dashboard.

Welcome!

Welcome to the new GP transition programme E-portfolio. If have any question about the platform please contact our techincal enquiries team at
eportfolio@rpharms.com.

Leamning Events Evidence of Leamning

Clinical Examination Skills (CES B Evidence of Learning 2

Leamning Tools and Records
End of Programme Learning Needs Analysis (LNA a
d of Programme Review

Not Started CPD Planned 1

Analysis (LNA)

Telephone Consultation Skills (TCS) n

Leamning Events

Useful Resources
End of Programme Review CPD Unplanned

< Back to Programmes Peer Discussion |

A My Details Reflective Account B

The process for unplanned CPD records is similar to planned CPD records. The main
differences are the fields the learner must complete. The forms have been aligned to the
forms used by the General Pharmaceutical Council (GPhC) for revalidation.

You will see a table of all the Unplanned CPD records and can look at these by clicking
‘view’.

8 Peer Discussion Form

This section allows you to view any peer discussions your learner has recorded. The forms
have been aligned to the forms used by the General Pharmaceutical Council (GPhC) for
revalidation. You will not be able to edit these sections but can view the information
completed by your learner. Use this information to structure your conversations about
learning and development.

To view your learners peer discussion, select either the “Peer Discussion” option from the
side navigation menu, or “Peer Discussion” under the “Learning Tools and Records”
section of the dashboard.

Evidencs of Leaming Welcome!
Leamer Actions Welcome to the new GP transition programme E-portfolio. If have any question about the platform please contact our techincal enquiries team at
eportfolio@rpharms.com
Leaming Noeds Analysis (LNA)
CPD Planned " - -
i Leaming Events Evidence of Leaming
CPD Unplanned
et Clinical Examination Skills (CES) B Evidence of Leamning 2
Telephone Consultation Skills (TCS) [ 1]

Leamning Tools and Records
End of Programme Leaming Needs Analysis (LNA) B

End of Programme Review Not Started CPD Planned B

End of Programme Review CPD Unplanned
< Back to Programmes Peer Discussion @
2 My Details Reflective Account 1)

20



This will take you to the page below. Select ‘view’ to view the record.

Peer Discussion

Title Date Date Created Actions
Peer discussion 1 22/07/2022 22/07/2022
Peer discussion 2 22/07/2022 22/07/2022

You will then see the below screen where you can read the details of the Peer Discussion.

(You will not be able to edit these records).

Peer Discussion

€ Back
Details
Title * Peer discussion 1
Date * 22/07/2022 &=

Please give the name, contact details and the role of your peer on this occasion

Name of Peer x
Role * x
Organisation * x
Telephone * x
Email © x

Describe how this peer discussion changed your practice for the benefit of people using your services *
Tell us why you chose ihis peer.

Tel us how this peer discussion has helped you (0 reflect on and make mprovements (0 your practice

Give a real exampie of any beneficial outcomes for the people using your Services as a result of making Changes to your practice.
Do inciude any feedback about your practice that you have had from other people.

You do not have fo include information on ihe subjec(s) discussed f you fesl fhe confents are confidential

X

Attachments

Linked Attachments (0)

21



Framework Mapping‘

Consider what learning outcome(s) this record provides evidence for and map to all that apply Expand the sections to select mapped learning
outcomes.

Knowledge and Capability Guide

Knowledge and Capability Guide
GP Practice Structure
Structure of a General practice, to include size, patient demographics, staff profile, administration processes and appointment systems
Repeat Prescribing Processes
Repeat prescribing process in a General Practice
Acute Medication Prescribing Process
© Acute prescribing process in a General Practice
GP Computer System

Ability to use the GP computer system, to check Patient Medication Records, relevant clinical information, drug menitering, add
consultations, add / update medication
© Ability to use GP computer system for searches and audits

9
Th
for
for

Reflective Account
is section allows you to view any reflective accounts your learner has recorded. The
ms have been aligned to the forms used by the General Pharmaceutical Council (GPhC)
revalidation. You will not be able to edit these sections but can view the information

completed by your learner. Use this information to structure your conversations about
learning and development.

To

view your learners reflective account, select either the “Reflective Account” option from

the side navigation menu, or “Reflective Account” under the “Learning Tools and
Records” section of the dashboard.

Evid

C

sarming Welcome!
Leamer Actions Welcome to the new GP transition programme E-portfolio. If have any question about the platform please contact our techincal enquiries team at
eportfolio@rpharms.com.
Learning N
5D Planne: " ; ;
PD Planned Leaming Events Evidence of Leaming
Clinical Examination Skills (CES) n Evidence of Learning 2

L

earming Events

Telephone Consultation Skills (TCS) n
Learning Tools and Records
End of Programme Leaming Needs Analysis (LNA) B

Useful Resources End of Programme Review Not Started CPD Planned n

E

nd of Programme Review CPD Unplanned

< Back to Programmes Peer Discussion n

L My Details Reflective Account B

This will take you to the page below. Select ‘view’ to view the record.
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Reflective Account

Title Date Date Created Actions
Reflective account 1 22/07/2022 22/07/2022 View
Reflective account 2 22/07/2022 22/07/2022 View

You will then see the below screen where you can read the details of the Reflective Account.
(You will not be able to edit these records).

Reflective Account

€ Back
Details
Title * Reflective account 1
Date * 22/07/2022 =

Provide a reflective account of how you met one (or more) of the GPhC’s standards for pharmacy professionals. The GPhC will tell you which
standard(s) to choose from each year. *

Tell us briefly about your area of work (the setfing of your practice and your main roles).
Tell us briefly who the typical users of your service(s) are.
Tell us how you meet the standards for pharmacy professionals we have selected.

Give & real example(s) taken from your practice to illustrate how you meet the standards we have selected.

Attachments

Linked Attachments (0)

Framework Mapping”

Consider what learning outcome(s) this record provides evidence for and map to all that apply Expand the sections to select mapped learning
outcomes.

Knowledge and Capability Guide

Knowledge and Capability Guide
GP Practice Structure

Structure of a General practice, to include size, patient demographics, staff profile, administration processes and appointment systems




10 Useful Resources

This section contains a list of useful documents and templates to support your learners with
their development. Completed forms and templates can be uploaded into the “Evidence of
Learning” section.

To view these, select “Useful Resources” from the side navigation menu.

'™ General Practice Transition™
Programme

Dashboard
Framework Summary
Evidence of Learning

Leamer Actions

CPD Planned
CPD Unplanned
Peer Discussion
Reflective Account
Learning Events

End of Programme Review

Useful Resources
A list of useful documents and templates to support your learning and development

Completed forms and templates can be uploaded to the 'Evidence of Learning' section

Useful Resources Please select a Useful Resources to view from the "Useful Resources" menu to the left
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11 Reviewing Progress

You can review your learner’s progress at any point by using the learner dashboard and

framework summary.

11.1 Learner’s dashboard

The learner’s dashboard provides an overview of their progress. It provides a snapshot of
the number of tools and records completed.

Learning Events

Clinical Examination Skills (CES)

Telephone Consultation Skills (TCS)

End of Programme

End of Programme Review

Not Started

Evidence of Learning
Evidence of Learning

2
e
Learning Needs Analysis (LNA) n
CPD Planned B8
CPD Unplanned oo
Peer Discussion B
Reflective Account B

Clicking on any of the counts or status notes will take you to a list of all records for the
relevant section. You will then be able to click on the title of each record to view further

detail.

11.2 Framework Summary

We have aligned the tools within our E-portfolio to the HEIW General Practice Transition
Programme knowledge and capability guide. For each tool learners will be asked to map
their learning and development to the learning outcomes in the curriculum. This provides
structure for their on-going development.

The framework summary provides you with an overview of each tool and/or record mapped
to the General Practice Transition Programme knowledge & capability guide.

Select “Framework Summary” from the navigation menu to view the details.

ROYAL

PHARMACEUTICAL

SOCIETY

A Home = Toggle menu

@ General Practice Transition ™
Programme

Dashboard General Practice Transition Programme

=

Evidence of Learning Framework Summary
Leamer Actions [click to toggle}
Leaming Needs Analysis (LNA)

CPD Unplanned

Peer Discussion

Sign
off *

Leaming Events Topic Knowledge Item Date

E-portfolio

Search:

Evidence
of CPD CPD Peer Reflective
CES TCsS Learning Planned ! Di i A
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As you scroll down the page you will see the types of tools and records that have been
mapped to each learning outcome. Darker shaded circles are counts of records associated
with the outcome. If the tool or record has not been mapped to the outcome the circle will be
displayed in a lighter shade of grey. The first number displayed is the number of completed
records and the second number is the total records created.

Sign Evidence
off * of CPD CPD Peer Reflective
Topic Knowledge Item Date CES TCS Learning Planned Unplanned Discussion Account Complete
Structure of a General
practice, to include
size, patient
GP Practice Structure demographics, staff 3m
profile, administration
processes and
appointment systems
Repeat Prescribing Repeal prescribing
Processes process in a General m
Practice
— Acute prescribing
Acute Medication process in a General 3m ap ap ap

Prescribing Process

GP Computer System

Practice

Ability to use the GP
computer system, to
check Patient
Medication Records,
relevant clinical 3m
information, drug

add

You can view a list of record associated with each outcome by clinking on the count next to

each outcome.

Sign Evidence
off * of CPD CPD Peer
Topic Knowledge Item Date CES TCS Learning Planned Unp d Di
Structure of a General
practice, to include
size, patient
GP Practice Structure demographics, staff 3m
profile, administration
processes and
appointment systems
R t bi
Repeat Prescribing SPOALPIISENINg -
process in a General 3m
Processes
Practice
Acute Medication Acile prgscnbmg i
process in a General 3m 0/1 1/2 0/1

Prescribing Process

Practice

A pop-up box will appear with a list of the records. Click on the view icon ® (o view the full

record.

Evidence of Learning Linked Records

Evidence of learning 1 (Created on 22/07/2022)

Close

The record will be displayed in read-only format. If files have been attached to the record you
will also be able to click on the link and view the file.
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Evidence of Learning

[click to toggle]
€ Back

Details
Title * Evidence of learning 1

Date * 22/07/2022

Summary of evidence *

The Framework Summary displays the competencies in order of sign off date.

3 months — am
6 months — 6m
12 months - @®
You can rearrange the order by clicking on the headings of each column.

11.2.1 Signing off Knowledge Items
To sign off a learner as competent for each knowledge item, you can click on the pen icon

Y
»

in the ‘complete’ column. (You may need to scroll the page right to see this column).

Complete

4

The below box will pop up to add any comments and to confirm you wish to sign it off.

Award Learning Outcome Complete

Ability to use the GP computer system, to check Patient Medication Records,
relevant clinical information, drug monitoring, add consultations, add / update
medication

Comment

Mark as Complete

27



The ‘Complete’ column will then show a green tick ¥ and the date this knowledge item was
signed off. The learning outcome will then appear in a lighter shade of grey.

Me tion Record
GP Computer ' aD v
relevant clinical

am 0/1
System 29/07/2022

11.2.2 Marking the Framework as complete

When your learner has submitted all the required evidence and you are ready to sign the
framework off as complete, there is a button to click on the “Framework Summary” page — as
shown below.

Framework Summary
[click to toggle]

Mark Framework as complete

A message will pop up to confirm that you want to mark the framework as complete and this
will also remind you how many knowledge items have been signed off.

Sign Off Framework

Please confirm that you want to mark the framework as complete.
1 out of 72 knowledge items have been signed off.

71 knowledge items have not been signed off.

Once you marked the framework as complete you will not be able
to return and edit items.

Mark Framework as complete Cancel

11.2.3 End of Programme Review

When the framework has been signed off, you will then be able to access the “End of
Programme Review”. This must be done in the correct order, starting with the learner.
Learner > Tutor > Programme Lead.

This is a declaration to confirm that the learner has completed all the necessary records and
requirements for the GP transition programme.

When the learner has confirmed this, as the tutor you will also need to confirm this.
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Start by selecting either the “End of Programme Review” option from the side navigation
menu, or “End of Programme Review” under the “End of Programme” section of the
dashboard.

CPD Planned Learning Events Evidence of Leaming

CPD Unplanned
e Clinical Examination Skills (CES) B Evidence of Learning E

Peer Discussion _ _
elephone Consultation Skills (TCS B

Reflective Account Leaming Tools and Records
Learning Events End of Programme Learning Needs Analysis (LNA) n

Useful Resources End of Programme Review x CPD Planned B

End of Programme 3 CPD Unplanned
< Back to Programmes Peer Discussion n

L My Details Reflective Account B

You will see the screen below where you can tick the box under ‘Tutor Declaration’. Then
select the ‘Submit to Educational Programme Lead’ button.

Evidence of Learning
End of Programme Review

[click to toggle]

Leamner Actions

Learning Needs Analysis (LNA)

CPD Planned

Learner declaration
CPD Unplanned

i | confirm that | have completed all the necessary records and requirements for the GP transition programme
Peer Discussion

Tutor declaration
Learning Events

Useful Resources I confirm that has completed all the necessary records and requirements for the GP transition programme

< Back to Programmes

Another declaration for the Programme Lead will appear and when this has been confirmed,
a certificate will appear on your learners e-portfolio.

CPD Planned
Learner declaration

CPD Unplanned

| confirm that | have all the ry records and req for the GP pr
Peer Discussion
Reflective Account

Tutor declaration
Leaming Events

Useful Resources | confirm that has completed all the necessary records and req for the GP prog

< Back to Programmes Programme lead declaration

L My Details

| confirm that has completed all the necessary records and req for the GP prog

You can keep track of this by viewing your learner’'s dashboard.

End of Programme

End of Proagramme Review x
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12 Printing Records
If you need to print any records you can print the page by right clicking on your mouse to
bring up the options dialogue window, then select “Print”.

Wales (HEIW) GP training programme.

Back Alt+Left arrow
Forward Alt+Right Arrow
Reload Ctrl+R
Framework Summary
Save as... Ctrl+S
[click to toggle] Print... Ctrl+P
Cast...
Search images with Google Lens Search:
[::] Create QR code for this page
Sign
Off + Translate to English Peer
Topic Knowledge Item Date CES TC Discussion
View page source Ctrl+U
Structure of a Inspect
General practice, to
include size, patient
demographics, staff
GP Practice 1ographies,
profile, 3m
Structure o .
administration
processes and
appointment
systems
This will generate a print friendly pdf document.
ZHOT/2022, 1631 E-partfolio - Collaborator View
Framework Summary
[click to toggle]
Completed by:
On: 28/07/2022
Search:
Sign Evidence
Off of CPD
Topic Knowledge Item Date CES TCS Learning Planned
Structure of a
General practice, to
include size, patient
demographics, staff
GP Practice profile, Im ° o o o
Structure . -
administration
processes and
appointment
systems
Repeat Repeat prescribing
Prescribing process in a General 3m o ] o 0
Processes Practice
Acute Acute prescribing
Medication process in a General
- 3m [} o i 112
Prescribing Practice
Process
Ability to use the GP
computer system, to
check Patient
GP Computer Meuucatuon. Records,
redevant clinical m 0/ ] 0 0

System

information, drug
monitoring, add
consultations, add /
update medication




13 Contact Details

Visit www.rpharms.com/ for further information about the e-portfolio.

If you experience any technical issues or have any feedback on the platform, please contact
our technical team on eportfolio@rpharms.com

If you have any queries about the General Practice Transition Programme, please contact
HEIW.
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13 Glossary

Term Description

Learner An individual who is using the E-portfolio for their learning and
development.

Tutor An individual who supports a pharmacist with their learning and
development, who may or may not be based in the same
workplace.

Employer Individual or organisation employing a pharmacist.

Administrator/Programme
Lead

HEIW — approving requests, final sign off when complete to
generate certificate

Registered user

A user registered on RPS website who does not have an RPS
membership account.

Learning Event (LE)

A learning and development tool that supports the development of
specific knowledge, skills, or attributes.
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