FOR SUPERVISORS: How to use Intrain — the College's Electronic Records and Forms System

Once you get your College login and starter password, all you really need is to read this handout and also go into the
Intrain system and explore it directly.

There are also videos about Intrain and a Webinar (although they won't be 100% accurate any more as there have
been several tweaks to the system since they were made in late 2018). To locate the videos & Webinar, on the college
website www.ranzcp.org go into the Learnit system and either look at the base of the Learnit front page, about 2™
from the end, or search that site on "Intrain". If you watched it before it'll say "review", if not it'll say "open" — click on
that. This gets you to options where you can choose the videos for supervisors, and within that, an initial brief
overview vid is loaded, as well as the ~50 minute Webinar. Unfortunately in the first 5 minutes of the Webinar, the
screenshots of Intrain shown are fairly unfocussed and not easily readable. But it gets better after the intro with
clearer screens as they demo various bits of Intrain in more detail. The brief video is however sharp and easy to see,
demonstrating the main interface you'll use, so best to start with them.

This handout uses screenshots from the main parts of the Webinar, with extra explanations by me.

— Felicity Plunkett, DoT, Auckland. Click here for the

"Help" sidebar with
FAQs, walk-throughs
of common forms &

processes, etc.
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This is supposed to be a typical screen for an
additional supervisor Dr Rivas who's not the
principal supervisor - she's just
doing a couple of WBAs with the trainee and for some
reason, 4 EPAs. Now she’s going to entrust an EPA.

ignore this bit
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To start it, they've clicked
on this task - it's highlighted
with a blue rim
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Workplace-based assessment

WEBA Type Ovserved Canical Actrvity
sutus Awarng Assessment
Traines name:
Rotatson
Post
Supervisor
n 1
Date of assessment 1

S433)00 Quration 1

Sossion 2
Date of 3ssessment 2

Session guraton 2

I B! Gescrption of case

| rescmack

Traires rame:

Rotation:

Post mesgancy Peychiairic Senvice (EPS

Supenvisor. ssane Rivas (T262)
Sessi0n 1
Date of a3sessment 1

Sassion duration 1|

Session 2
D3te of 335033MENt T

Sassion duration 2

l Briad description of case
| Feearack

I Assessmant cmena

| Acknewtecgement

Or Justine Rivas (Supervisor), on 1112018 coon

l Aug history

| sspporting socumentszion

Or Justine Rivas (Supervisor)
RANZCP 1D: 77
Accreditation: 01104

Zone: New Zeaand

Contact Mamber weltare

PIease 13 the EPA(S) SNt this WEBA Will CONtribute 10,

Trainee will have put into the system which EPA this WBA is
contributing to. But it's an OCA, so it might not be part of any EPA.
You get to check that the trainee got it right as to which EPA the WBA is
supporting. You can override what they put here, if you need to.

Trainee will have filled in the date or
dates. If OCA was all done in 1 session,
they may be able to fill in just the 15t date,
or they may put the same date and split
the time between both date fields.

Description — trainee does this. It should be
brief and memorable — point is to make the
case easy to recall so when you and/or trainee
look at the WBA months later you can recall
which case it was. e.g. 'manic woman age 55,
orange hair and purple hat.'

'Feedback’ is the strengths and weaknesses
narrative fields, also the brief action plan for
weaker areas.

'Assessment criteria' is the Likert grading scale.

'Acknowledgement’ is your signature —you're
logged in as you, so you just click to sign it.

Audit History and Supporting documentation
you don't need to bother with.
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Confirmation of entrustment

Status:
Traines:

EPA

Or Justine Revas (Supervisor)
RANZCP ID: 72

Accreditation: (
Zone: N

Contact: Member welfare

So now this supervisor's entrusting an EPA, for trainee "Dr Branch".
You need to put in the date that you're OK-ing this EPA — "date of
assessment".

There should already be min. 3 WBAs in inTrain that were done for

Area of Practice

Retatien:

Date of a53033ment

Type Supervisor Tite

Assessment criteria Ratng

Mandatory feecdack

1. What aspects we

this EPA. Here, a CbD, an OCA and a mini-CEX have come up. You
can read the details of each by clicking "view" on the right. You
might want to if a colleague had done one of the WBAs.

If you're happy the WBAs were completed and are the right ones
for this EPA, click the left-hand box by each.

assessment

2 MIWT firsd

Date of
assessment

If you hit "view" to check any of the WBA
details, this is what you'd see. Likert grades first,
then the narrative feedback and action plan.
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Entrusting superviser: Dr Jusine Rvas (7262)

In ey opanion. Or Arniav Beanch GIn e enirusied 10 PEON Ihe SCtvity GESOrbed WEh Oaly CISTING (IESCIVE ) SUPENISIon. | am confident O Armay Beanch Knows When 10 35X 101 30000NAI N aNd Wil Seek ASSISTANCE In Bmely manner

| ) in my opinke, Dr Amav Branch does not Satisty the requirements for the 3ty descrided

And this is your actual sign-off regarding entrusting the EPA, or not.

— I

You can part-do it then hit this save Once you've done it hit the green
button to finish it later "submit" button
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| Acknowledgement recorded

Remember this supervisor isn't the principal one — they've
helped out, maybe across a period of leave or similar, and
have done some WBAs and entrusted an EPA.

The text's a bit hard to read. It says:

Your acknowledgement (= sign-off) has been recorded and
the trainee and principle supervisor
(if different to yourself) has been notified.

Hopefully the mis-spelling of principal will be fixed at some
point!

Unfortunately, | think this pop-up may appear every time
even if you are the Principal supervisor. If so, just dismiss it
and move on.




The trainee has asked you to entrust this
EPA, but they've sent it to you really early
in the rotn as there are no WBAs in the

Confirmation of entrustment

i  Requested |

_— R system yet for it— there have to be at least
, . 3 to entrust it, plus all your observation of

:” o I their competencies across the rotn.

Retatien 11 Jun 2018 - 09 Dec 2018 If you were to complete this now, you'd

have to mark it as a "not entrusted" EPA,
as this supervisor's done. But check with
the trainee, as they might just have loaded
it up too soon —in which case leave it in
your queue until it's ready to be signed off
near the end of the rotn.

| Feecnack checrise -

BUT! the trainee sending through their
EPAs early in the rotn can be a feature not
a bug. You can use it to check how many

WBAs are building up for the EPA, to A
check progress towards completion. But
remember: it’s NOT just about collecting 3
WBAs, and EPAs should usually only be
entrusted at the END of a rotn after 6
months of working with the trainee.

Date of 3ssessment

Type Supervisor Date of assessment

No WBAS have been submitied to suppodt the entrustment of this EPA

J encrusiment

Entrusting supervisor stne Rvas (7262)
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Now for a Principal Supervisor:
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Probably only one trainee visible when you
start using inTrain. Usually you'll see 2
trainees if you click on 'Trainees' at left —
current trainee and most recent past trainee.
You'll only see 3 or 4 trainees if you have job-
sharers or if you're the principal supervisor
for 2 rotns.

Rotation plan

Or Jess Jensen (Supervisor)
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Select rotation

M O srzaverns
~ ST2.AP-EPAT

] ST2-EXP-EPAT

Clicking on
options to see data about them — comes up on the right of the

screen. The

1 Jun 2016 - 09 Dec 2018
Chid and Acciescent Psychiatry
Short name

Anorexs3 nervosa 2

[

Eplepsy and mental iness 2

Exctroconmutshe therapy (ECT)

one of the trainees listed at left gets you more

leftmost button is "Rotation Plan". This lists the

EPAs they plan to complete this rotn — well, it will if they've
filled it in — you may need to chivvy them but ideally, do it
together in supervision, early in the rotn. The green tick means

you already entrusted that EPA.

EE AP D

Rotn Plan Assessmts Progressn Posts

Newd belp?
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InTrain 3

Or Jess Jensen (Supervisor)
RANZCP 1D: %
Accreditation: 01
Zone: New 2

You can filter this long WBA EPA & ITA
list here. e.g. This is just showing ITAs.
Filtering will be more and more
essential, as Intrain continues and
trainees accrue many assessments here
— plus they collect a lot of dud forms as
well. If you copy-paste in the date range
for the current rotn, you'll reduce the list

Trainee: Dr Robbie Bautista

I Rotation based assessments

This is what you see when you click on "Assessments" for a trainee.
First, a scrolling list of all their WBAs, EPAs, & ITAs.
Then their main college assessments (Exams, Case, Scholarly Project)

to a manageable length of current stuff.

e.g. 09 Dec 2019 - 07 Jun 2020

v -

Assessment * Type Rotation Last updated
1A £na Rowson 06 Dec 14 - 07 Jua 1 030172018
TA E€nd Rotaton 08 Jun 15 - 04 Dec 15

ITA £nd Rotsson 05 Dec 16 - 04 Jun 17 030172018
TA E£na Retaon 06 Jon 16 - 05 0ex 16 030172018
1A £na Reastion 07 Dec 15 - 05 Jun 16 030172018
TA Ena Rotton 1 Jun 18- 09 Oec 18 1172018
1A Mg Retation 11.Jun 16 - 09 Oec 18 03112018

of 7 entrns (thered trom 4 "3
l College Jdministered 33sessments.
Assessment 4 Assessment date
Vivzzen Case
P Sessions Wanes
Scholarty Project - P ] 301072017

l Other training requicements

Stage

Stage 1
Stage 1
Stage 2
Sape2
Stape2
Stage2

Stage 2

Ared of practice

AcuR PSychistsy (acue 565nQ)
AduR Psychitry
Consumanon-Liaison Psychiatry
Crild 23 Acckescent Psychiatry
AcuR Psychatry

Child 200 Acokscent PSyChy

Child 83 Adokscent Pychiary

Search | (14

Status 74 [\

Compited

Old WBAs, ITAs
etc. done pre-
inTrain can't be
opened: they're
listed, but no

Compieted

Compléted

Compieted

Complited

Amating Assessment 74 details
AerBting Assessment 3
Newer WBAs,
ITAs etc. done
within inTrain can
Notes ©

be opened and

the details read
by clicking the
blue pen icon

I Training and assessment progression

AT QNG e (e

Stage 1 . Stage 2

Mandatery Area of Practice (12 months)

3 ane A

-Liason Psychiatry

heath a

<cont Psychiatry

RSk assessment

CBT. Anusetly management

I Breaks in training

Stage 3 v

This is what you see after clicking
the Progression button. Click on
each Stage for the list of runs done f
(at the top), and EPAs done, below. }
Here the Stage 2 list has been
clicked, but you could also open
the Stage 1 list.




This is lower down on the Progression page. It shows
T the trainee's deadlines. Greyed out parts are
: & o requirements that have been completed.

Wi i Targeted Learning deadlines are points when the
trainee will have to be in TL for that assessment as it's a
| Breaks in training bit overdue. If they hit a TL deadline that row goes gold.
Once they rotn out of TL time, they have to 'Show
Reason S date Ena date

Cause' —to ask the Committee for Training for more
time, or for extra attempts at an exam. If they hit a
Show Cause deadline that row goes pink.

NO breaks in training f

I Progression triggers

Eligibility Number of Targeted Show cause Accrued Show cause
months attempts leaming trigger trigger
36 months 48 months =
MCQ Exam 6 1 or or Break in training o 60 f
2 attompts 3 attempts (months) }
60 months 72 months. i i
Essay.style Exam 18 0 or or Not in training
Total FTE months 2 attempts 3 attempts. (months) . 0 2
accumuiated - b
29.87 Psychotherapy Written ° 0 L) m:'nlhs 7 & s — -
Case 2 attempts 3 attempts Program duration ) 3
! = - (years) 22
60 months 72 months.
Scholarly Project 0 0 or or
2 attompts. 3 attompts. Rotation fails 0 3
60 months 72 months.
OSCE 30 0 or or ”
Total Stage 2 FTE months 17.96 36
2 attempts 3 attompts ®
e [ ]

. 5;&0 ¢ The Royal Or Jess Jensen (Supervisor)

>‘ h< Kby HYeoaﬂ{h /h\ ok A Contset: tun’morvnn:ro: e Q)
"2 e ch'gcczl-’\nd “Mind InTrain " A«mf:‘.moﬂ £y
4 0 F Peychiatrists ool Zone: New Zea

| Rotations for trainee Or Robbie Bautista

Startcate End date Areas of practice

v 11 Jun 2018 09 Dec 2018 Chils and Acclescent Psychialry
N

I Placements for trainee Dr Robbie Bautista

Sundate 4 End date Post Location name Address FTE
01Jun 2018 31 Jul 2019 Ciiq 203 Family 14osal Hesth Senvice (CA 9 Moray Place 9 Moray Place, NZ 1.00
© 2018 - The Royat Austratan and New Zeaan O ATean v1.0.0.1 (112018 114854 AW

This is from clicking the "Posts" button for a trainee.
"Rotations" means the allocated post so it shows the
current & all past Rotation dates (only the ones done from
when InTrain started, so from Dec 2018).

"Placements" below contains some of the static data
within inTrain about the particular posts. If the address

I Cetails about your post are wrong, let the DoT know. [
DoTs can edit the "post" address and FTE at any time.
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Workplace-based assessment
WBA Type: Caze-dased Discussion
Status: Compieied
Trainee name: Re sty
Rotation: 11 Jun 2018 -
Post: and Fa ntal Hearn Service (CAFMMS|
Supervisor: ) [i ]
Date of 3ssessment:

| Briet cescription of case
J Foecnack
I Assessment crtend

I Acknowsecgement

I Audit history
I Supporting documentation

Expet o LOF
© 2078 - To Royal Acstratan and New 2e3gns Cot

r >

230 8Py

&

Member welfare: -

Log oft Q)

Tet ©

Pledse tag the EPA(3) that this WBA will contribute to.

ST2.AP-EPAS - Anorexia nenvosa 2

Continuing the Webinar's preoccupation with there
being extra supervisors doing some of the WBAs, this is a
Principal supervisor checking a WBA (a CbD) completed
by a colleague (a clinical supervisor) for a trainee. You
can open out all the fields and read the details.

wAIAE: The Or Jess Jensen (Supervisor)
S8 Australian & HYgaLi{h ) RANZCP 10: % Wmter weltre: 1
J . NewZ ) T Te 0728 togor ()
2 & College of “"Mind InTrain Accreditation: 010 20 P =
- ';J“.I PS)(’“{\"‘SB Zone: Now Zeala

5 My trainees @ Currentvance @ Tramee from previcus (0130 m
5

3 - .

Dr R Bawtista
| 10: 121587 Stage: ST2 FTE: 100 BITNTSCTL ’

H Il =3 Al'&'a_"..m [ Pos ] pos = =] oo NEY P FTE: 1.00

g

H EA [ rosnpon | pssesmens | progesson | poss |

In Progress v
-Q;, Notes v
C As the Principal supervisor you can START
the process of entrusting an EPA. An @ Note

H additional clinical supervisor can't start >
H ) . © A - Foms- B / E E A M E-iS-3 X w

;:’ this — (the trainee would have to start the =

L EPA process and name the additional

supervisor as the one doing this EPA —
then it'd pop up in the additional
supervisor's 'to do' queue.)

As Principal supervisor you can start off
an EPA entrustment process by opening
up that trainee's record then click here.

Save

—

10



Confirmation of entrustment

Trainee: Or Rodie Batsta

EPA:

Rotation: ST2.ADO-EPAT - INaxication 30 witxieawal
S A2 - COMODIG SUDSLANCE Use
ALY PIYCHIIC Cesorders
nIgement of PG prople

As Principal supervisor, if you're starting the EPA e P - Joenco e
entrustment process, you have to enter the TS LT T0 W] MCO0) YRS 6URS 8 ONNAEs BAoRs nd etech

CORRECT name of the EPA — make sure you click sra
the right one!! Some have similar names but are ;

in different Stages so check both the training

stage and the EPA name.
If you end up entrusting the wrong EPA you can't
delete it and would need to do a Help request to
get it erased by the college staff.
Below that, you need to enter the rotation dates
from a drop-down list. Also make sure that you
get that right!

If the trainee has started the EPA process and it's

popped up in your queue, also make sure that

these details are correct before you fill it in. If

not, get the trainee to redo it.

Newd belp?

Zone: New Zealans Traning > A -

F ™ Piychiatists

Confirmation of entrustment

The usual EPA fields, as demonstrated
Suaan: earlier in this handout.
Trainee: Dr Rottie Bautista
o3 You put in the date of assessment (of this
EPA: ST2-AP-EPAT A330353 and manage 3 mental Miness OOCUITIng In an 3dult with an e3tablished AgNOsEs of epilepsy. P
Areiof Praciices AR Py EPA sign-off) and click the blue tick-box at
kaion: R 20 o D 2016 the left beside each completed WBA
o o st to say that you agree they're supporting
THIS EPA. Brief details about each WBA
| will be in the central part. 2
Date of i
Type Supervisor Tie Jssessment ‘f
O Jusane LOEM iPum Ool0r S 3MeL, CONSACHN SADIOINY it QUISQUE PIICETaT SEM MOIEIUE NG U3, CU VUKLEME VeIl Omare. Nam 3t seeper 1o Cras Ccommodd mauns Vithe S4m DIaNAL 6QE31as 3¢ 3t s,
- Mirs RA: Maurts VIESe MCtus IQUia. Peleniesque POna Yngiy ¢it 3 Congue. Nund Non pOMHLor O, QUSRS VERICU dHIDUS JUGUE €U MMPUS. INLEQEr NON VESIDUNIM Gul DONEC NCO 3NTE &1 Darpes Mendrent CapRus ¢u 3¢ 081172018 \eew
CEX 7262) Sem. Cras vl oMt S 3met rsus COMmMOG0 BIDENdum QUISQUE Ut VIVEITS SrCU, I3 VENICULS 10r0r. NS €08 QUAM, SOMEIISQUE 3 10 NEC, TEURINE SUSTDR NISL NAM CONUE UMD S2 3MEt NUAE MUtrum URNCks. Nam
( Pengrent Meeus $2 8t NUNC Congus GIPELs
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Now we're doing the Mid-Rotn and End-of-Rotn ITAs:

SAME The Royal Y Or Jess Jensen (Supeevisor)
&\ (Vg PAS Contact: Mamber weltare:
© yé% b Q:\s:rzjel:]n“ﬁ.d ","ea.'th ~ = R h 110772018 - 01072020 2 Tel 0800 220 723 Log ot Q)
v i 3 " Coliege of Mind InTrain . 2 Accreanation: 01072018 072020 i Sepoit e
# B Psychiatrists Zone: New Zealnd Training
Stage 2: Mid Rotation In-Training Assessment Form
Ared of practice: C a con ¥ v Status: ANIUNG ASTCSIMEE
| Troinee cetans
Trainee 10: 12157 Rotation: ) v
Trainee name:

| envusteaepas

f any EPAS have been enrusted 10 0%

PLans for EPA entrusiment for the remaincder

r Of the rotsticn should be cseussed
EPAs

Entrusting supervisor Date entrusted CbD  MinkCEX OCA DOPS PP
ST2.APEPAS ASS65S 3N MIN3QE 3 FANent Weh .m;I:m DEADED FESENTg IN 3 SEVerEly UIdenveight siate

08/112018 1 1 1

ertrusted i this roation 1

=
The Mid-Rotn ITA has popped up in your queue, as the trainee has kicked it off in Intrain. Usual fields as per the paper version.
Should be a list of the completed EPAs — but this is mid-rotn so there most likely won't be any done yet.

It tells you what sort of WBAs were done for each EPA (if any were done already), and tells you how many OCAs were done so far in the rotn.
Hitting the "save" button (now labelled "next" or "save and next") takes you to page 2 of the on-line ITA.

click on this grey bar to open up the "Scholar" ones
SCHOLAR

= -
PROFESSIONAL \ ] -
and these are the "Professional" ones opened up ” . .
Prsistencty Imost always Sometimes onsisten
comment met met exceeded exceedes”
NCUSES 33 OF (ESOUCE SvALAALY In ICH! SEVICES, INANCING S4nCies and others, and the .
°©
o
R P e All the usual CANMEDS competency areas are here o §
Supsevisor to wainee —click on each to open it out and put in the grades.
- Tranee's three areas of parnzutss strength

The form won't let you move to the next section
until you've graded all the items under each
competency area!

- Trece aveas noeding futher development Then the usual "strengths & weaknesses" narrative
feedback fields, followed by the action plan.
In real life, you may well pre-do this up to the
action plan, then discuss it in supervision and do
the action plan and the rest of the ITA with the

trainee present. [ s |
Toe Royal Austraian ans Nw Zeaksers Colege of Prychutraty
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At the mid-rotn. point, if you as supervisor have significant concerns about
progress in either of the following areas then you should flag one or both
of these asa "NO":

LY. = The Royal Or Jess Jensen (§ . . .

o= Austafans. a = ranzerio:s [ 1) trainee's general progress re the ITA competencies/Learning Outcomes
*3 Vol InTr Accrecnation: 01 . .
,,%;,}~ m{:’s‘s AR = zeeenenzems] @Nd the WBAs (e.g. if you clicked on a number of below-standard grades),

2) their knowledge-base.

Stage 2: Mid Rotation In-Training Assessment Form When you do, a field opens out, for you to enter some details about the

concerns. That triggers the mid-rotn ITA coming up as an alert in the DoT's
Queue, and the DoT will organise a "Supportive Plan". This might be brief
and simple if the issue is minor and you and the trainee might be able to
work the plan out together. Or, if more serious/complex, there'll be a mid-

Area of practice: Chig and Adclescent Psychiatry v

| Trainee cetais

Trainee 1D: 12157 . . P .y [
rotn meeting with the Training Facilitator &/or DoT. Once the Plan's
Traleee e Sl written, the DoT uploads it as an attachment to the mid-rotn ITA.
I Principal supe 4 formative report -~
Yes No
1 HES Ihe Waree Shown SHNSIBCIONY Progress with régiras 10 the Leaming Cultomes 3nd WOrpLace-Dased 353essments? .
2 HIS INOAI009C GRNOG 0N the FOrMal eCUCINON COUNSE Bten SATLCINTY INOGrated N0 the aNee's CNiCal pracie? .
| erincipsi supervisor deciaraton ~
Supervisor RANZCP 10: % 1 GACKIE At the SDOVE INFONMALCN WAS ProVIoed In QOOd FARN 30 1S CONSIRNEd 10 DE 3 YUE reNECIon Of the ranee's S0Mty. TIis raining was Compieted In accorcante
With the RANZCP Fellowship Reguianons 2012
Supervisor name: Dr Jess Jensen
1 3CNOW3Ze that 9 RCUMENt f0rms 3 pant of the YAINEe's RANZCP Training ROCCed 3nd 15 N0 an empiyment Socument. and that 1S use must Comply wih the
Date: 08/1172018 RANZCP Privacy Pok

| ey verty that s 353e53ment has DEen AISCUSSEd with the ranee

© 2098 - T Royal Austraian and N Zeaisns Cotede of Prychiaists NTrAN V1 0.0 1 (112018 1148 54 AV

Above is the last part of the Mid-Rotn ITA with your electronic sign-off. As usual you can save it or complete it by
hitting "submit" which sends the form through to the DOT for checking. It'll be on the trainee's inTrain list as well.

Y. The Royal Or Jess Jensen (Supervisor)

ﬂ Australian & /ﬁ" A RANZCP 10: % wmwmnm e (D
% R ,ﬁ £ gl‘rc;e of InTrain Accreditation: 01/07/2018 - 01/102020 Tet. & 20 rz' 09
F Y F Psychiatrists My prot Zone: New Zeatans Traning

Stage 2: End of Rotation In-Training Assessment Form

Are of practice: Chia . Status: AWIING ASSESSMINT
I Trainee detalls
Trainee 1D: 12157 L\\;‘ Rotation: 1 Ju 201 .
Trainee name: Drf Robdwe Baunsty Tramning at (FTE): 1.00
Start date: 1120672018 Calculated FTE months: 595 f
op ¥
| rowstion cetais PN
000 FTE months actudlly completed.
I Entrusted EPAS ~
© Number of EPAS ertrusted i this retaticer 2
EPAS. Entrusting supervisor  Dateentrusted CbO  MInKCEX OCA OOPS PP
ST2-AP-EPAS AS3055 aNd MANIGE 3 PASENT WEN ANOKEXA NENVEA Presentng i a severely undenveight stale Or Jusane Rivas 08112018 1 1 1
ST2.AP-EPAT AS3453 300 Manage 3 mental BNess oLCurming n 30 ST WM 30 ES1IDISHED GAPIOSS Of Epepsy Or Jess Jensen 13112018 3 1
© Numder of O compieted i IhEs roation 1

And here's an end-of-rotn ITA with the usual initial screen showing EPAs completed — there should be at least 2 now unless the

trainee's part-time or the rotn wasn't a full 6 months. As before, the types of WBAs for each EPA are shown.

There must be at least 1 OCA visible for full-time trainees. If either the WBAs or the OCA are not showing, close out of this and

check that the relevant EPAs and OCA are fully complete in the trainees "Assessments" list, then re-open the ITA again.

Remember, after you complete a WBA the trainee then has to check and sign it — it won't appear on an EPA before that and you 13
won’t be able to sign off that EPA until it does appear. If the EPAs and/or OCA are still not visible in the ITA, ask your DOT for help.




prm— You need to put in the rotn's start and end dates from the h

= L:J Bttt —— drop-down list. g
Stage 2: End of Rotation In-Training Assessment Form You CAN and SHOULD put in a different end date if needed —
e.g. if trainee ended the rotn after 4 months for parental leave
res ofprackce: oo gt St Mo so it's a short rotn.
| rainee coais DON'T put a different start date in if they started slightly late.
(el 12 If a slightly late start can be absorbed within the max. 6 weeks
Trainee name: O Rovoe Bausta leave allowance per rotn, we call it 'leave'.
ot St e Email your DOT to check this sort of tricky detail!!
Encaste: ez T [ caasate FTE montns |
| Rotstion setaiis ;u mo'::m:z"n o If you're doing the ITA late, e.g. well after the end of a &
S 1 rotation, make sure to select the correct rotn dates for the
sl L previous rotation. Any other dates can post-date the rotn —
I Sndans n S S e.g. the completion date when EPAs or OCAs are finally signed | *
D 2 24 25 2% 7 2 2 off. All that's fine as long as the start and end date period for
U2 : the actual rotation the form applies to are right on any form.

EPAs Entrusting supervisor  Date entrusted CbD MINLCEX OCA DOPS PP

Or Justine Rivas 1

o g = = S

K, Colegeo v A
v L_J‘“"' Psychlatrists el one: New Zealsns Traning

Stage 2: End of Rotation In-Training A ment Farm

Under 'Rotation Details' the FTE months completed are entered. The DOT will check all

i el this and make sure it's right, but in inTrain, you as supervisor will have to do it first.
If it's really complex email your DOT so as to get it right, but in fact DOTs can edit these
| Troines cotais details if need be, if you get it slightly wrong.

Trainee 10:
Let's take a rotation where the start and end dates were as usual but the trainee had
too much leave — say they had 8 weeks total, which is over the 6 weeks maximum
allowed. You’d click "Prolonged leave", & put brief details ("sick leave", or
"compassionate leave" etc). In the 'FTE months actually completed' box you'd put the
actual time to be credited. For the trainee who took 8 weeks leave, that would be 4.5
months in the actual rotn. But | suggest checking with your DOT to be sure.

Trainee name:

Start cate:

Enc date:

' Rotation detalls

.00 FTE months 3ctuslly completed.

€330 S Pl COMEetton &3 give detits

Partial compledon of 3 6-manth (LN Aue 10 PHIse give Cetais.

Partome I

Prolonged leave

Other
IEnmnueEPAz ~
© Number of EPAS ¢ oL
EPAs Entrusting superviser  Date entrusted  CBO  MInKCEX OCA DOOPS PP

3 AS3055 ANd MINIGE 3 FATENT WEN ANKEXA NENTEA Presenting In 3 severely Or Justne Rvas. 0811720 1 1

S345S 3NG MININE 3 MENLH] ENESS OCCUINNG N 3N S WIT) 30 ES2ADNS!
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AECPOG.

Enc date: 122018

| sopervisor assessmans Then on to the usual competency grading fields, as per the Mid-rotn ITA. 2

Below that are the usual narrative strengths and weaknesses feedback fields.

MEDICAL EXPERT v
COMMUNICATOR v
COLLABORATOR v
MANAGER v
Unabie to Rarely met" Inconsistently Almost always Sometimes Consistently
HEALTH ADVOCATE Cad
Unabie to Rarely met* Inconsistently Amost aways Sometimes Consistently

comment met met exceeded exceeded”

SEXINGES 10 PEBUON 1O DIOACE! NEAEN ISSLES AN WOAS 10 MCbESE 30O [\

0NN, CAMly KAENENENN 30G IOCOVETY, 3D APHBes tese 10 LIl

WENIN CINKCAI SETINGS 303 the BYOB3E! COmMmUnty

PAT W the MDT, WIEh PAICLAN eMEAAsEs 0N eNSUNNG PINt safety
SCHOLAR v
PROFESSIONAL v
I Feadback provided at the end-rotation review S

Supervisor to trainee

- Tranee
e

And the last part of the End-of-Rotn ITA —the final grade and the box
T to click for your sign-off. The two red coloured grading options on the =
2 College of left are failing grades for the rotation, and there must always have -
oo @ g Zone: _ . . . .
Nl Fychitiitss ° been a remedial process leading up to this, and/or consultation with
; o the DOT about any fail grade.
Stage 2: End of Rotation In-Training Assessment Form yfaie
et of et e Once it's all done you hit "submit" to send it to the DOT to check and
sign off as well.
| Trsines cerans
Trainee 10: 12187 Rotation: 11 Jun 201 09 Dec 2018
Trainee name: Training at (FTE):
Start date: 110672018 Calculated FTE months.
Ena date:
IPnncnpal pe report - final -
® ® ® ® @
Rarely met Inconsistently met Almost aways met Sometmes exceeded Consistently exceeded
| principsi supervisor gectaration ~

Supervisor RANZCP 1D:

Supervisor name:

Date:

Back 10 page 2

© 2018 - T Royal Austratan s Naw Zeatannd Coteps of Prychatriot aTram v100 1 (112
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College of \  “"Mind

AL,
LAYk College
et ™ Psychiatrists

Queue o

WBA 33303500
8 Rotsence OrR Bavna
o e

= Trainees

Assignedto OrJ Jensen

Or Joss Jansen (Supervison -
a“ = RANZCP 10: % e B —
InTrain . Acerearation: 010772018 - 01102020 oploabiitoal s (1
My peothe Zone: tew Zeatans Traneg ) - > N
" Supgestions
Next
ZoP ,
RANZCP 1D 121 ~ Getting started

m o = Zo00 NZT =2

Work Based Assessment

fo

2

Content

Pio Baousys WOA nat beon 20 a0y smere o

fe

fo

B Resources

fo

2

fo

BEPAs
e e——— e e

Just to point out that the Help sidebar contains things
called "workflows".

These are simple flow diagrams that don't mirror the
actual process in the real world of human
interactions. They're also very brief.

Submit a request for
Mid-Rotation ITA

Assess and provide Review feedback
feedback

This is a Workflow diagram for an ITA.
Only the trainee can start the ITA process.

Note that all forms containing feedback
(WBAs and ITAs) must be checked and

signed off by the trainee after the
D — DOT supervisor completes them.
Final Check Review feedback
HELP OPTIONS
1. The right-hand Help sidebar

2. email your DOT

3. intrainhelp@anzcp.org for trickier questions that aren't covered in the Help menu and FAQs or that your DOT

can't help with

PTO for tips about making all this work in the clinical workplace
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Tips for doing training tasks in the real world and then getting the form into Intrain:

Using draft paper versions of the forms for WBAs

In the real clinical environment it'll be rare that a supervisor will be able to fill in grades and feedback on the relevant
WBA form electronically on the spot. Mostly a clinical setting won'’t allow, or be safe for that. Instead, there are simple
draft paper forms on the front page of the Auckland training website www.psychtraining.org that any trainee or
supervisor can use. The suggested "real" process for a WBA is thus:

1. Trainee sends their supervisor the relevant WBA form within Intrain.

2. Trainee prints off the relevant draft form and gives it to the supervisor just before starting the WBA. Don't rely on
the supervisor remembering to print one off themself —it's your training, so make sure they have one!

3. Supervisor jots draft notes, feedback and grades on it during the WBA.

4. Either then or soon after, the verbal feedback session happens, and the grades, narrative feedback fields and
"action plan" are finalised.

5. Supervisor then uses the draft form to complete the form within Intrain.

Draft ITA forms can also be printed off by a supervisor to do preliminary notes and grades before meeting with the
trainee to discuss the mid- or end-of-rotation ITA.

EPAs are a simple electronic sign-off form so no paper version is needed, as there's no feedback or grading.

WBAs done by non-accredited supervisors — like team psychologists for the Stage 2 psychotherapy EPAs:

Team psychologists doing a WBA with a trainee have to use a draft paper form as above (that trainee prints off for
them). Then trainee gives that paper form to their principal supervisor who'll have to enter the data into Intrain and
sign it off. Sorry —no way around this.

NB: psychologist/psychotherapist supervisors for the PWC (the long psychotherapy case) whether Hospital-based or
in private are accredited and have a college number now, so they can do the PWC Case Discussion forms with a
trainee directly in Intrain.

Workflows to get the eventual ITA form right, with the underlying forms visible in it: (SV=supervisor, Tr=trainee)

For an EPA (all this is done in Intrain):

SV completes WBA form = Tr gets form on their dash & finalises it >
SV completes WBA form - Tr gets form on their dash & finalises it SV signs off (entrusts) the EPA in Intrain
SV completes WBA form = Tr gets form on their dash & finalises it > (all 3 WBAs show - SV can't sign it off until all 3 are there)

For an ITA (all this is done in Intrain):

SV completes the EPAs needed to pass the rotation, as above (2 for full-timers, 1 for a rotn less than 6 FTE months)

L

SV makes sure there's at least 1 OCA showing on page 1 of the ITA — can't pass the rotation without it
(but half-timers just need 1 per 6 FTE months of training)

$

SV then completes the rest of the ITA

NB: this means a SV can't do a last WBA/OCA with the trainee then all at once finish that WBA form, the last EPA and
the ITA in one Intrain session. Not unless the trainee is in the room with them, as after the SV completes the WBA(s),
the trainee has to finalise them, before the linked EPA or ITA can be completed. Getting this wrong can mean an OCA
done after the ITA was completed isn't on the eventual ITA form, which is a hassle and needs college staff
troubleshooting to fix.
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