FOR TRAINEES: 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 Trainees, and within that, 3 initial brief overview
vids are 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 videos are 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.

Click here for the
"Help" sidebar with
FAQs, walk-throughs
of common forms &

— Felicity Plunkett, DoT, Auckland.
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Your Rotation Plan — You create this yourself - the EPAs listed
are what you plan to complete in the rotn. Add or subtract them
using the 'EPAs' tab on left side of the screen. Open the relevant

EPA and hit the "add to Plan" button.

Doing this Rotation Plan doesn't lock any EPAs in — you can
remove or change them any time. It's a reminder, and it
provides information for your supervisor and DoT.

It lets your DoT check you're doing the correct EPAs so as to
pass the rotation, so make sure to do it in the initial
couple of months of the rotn — by the mid-rotn ITA, latest.

Confirmation of entrustment
Clicking on the + beside the EPA in your Plan opens up its

status e details. This is a completed ("entrusted") one, as the bright
green status box shows. Below will be details of the 3 WBAs

Trainee: Or Asriey Neves

Contributing to this EPA (WhICh can also be opened to check
EPA T2-ADD-EPAY Management of SUDSTINCE ITDXICITON ANT SUDILANCE WIHOrawal.

their details by clicking "view" at the right), and below that

Area of Practice: ASBCION PeyCchiary . ) , N A
, is your supervisor's sign-off. You can see the same details
Rotation: 11 Jun 2018 - 09 Dec 2008 . . " -
[N by opening the EPA in your "Assessments" list.
Date of assessment: 11172018 .
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How to do a mid-rotation ITA:
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A tip to help your supervisors!

If they're filling in an ITA with .

you, at base of p.1. they need
to hit SAVE to move to p. 2.
On p.2. they hit NEXT, then
FINALISE on p. 3.

@«

Request mid-rotation ITA

Sebect retation

11 .Jun 2018 - 09 Dec 2018

Prncepal supervisors [
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You've clicked on the button to set a mid-rotation ITA
in motion — either from the "Forms" tab on left, or
from your Quick Access list.

Above, you click on the current rotation's date-range
from a drop-down list.

Your principal supervisor's name will be below. Click
the box to the left to send this form to them.

Your DoT will have set up your data in Intrain with
this principal supervisor attached to your rotn. If the
supervisor's name is wrong — say your supervisor
recently changed or something — email or phone your
DoT and ask them to fix that.

This is your Principal Supervisor's Intrain interface

Dr Jullus Deacen (Superviser)
Contact Member welfare:
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When you start a mid-rotn ITA and send it to your supervisor, it comes up in their Queue or to-do list.
It will stay there until they get a chance to fill in all the feedback fields (same fields as the paper ITAs) and
once they finalise it, Intrain will send it back to you so you can read the feedback.

You then need to sign it off to finalise it — until you do it's not finished and won't appear on any EPAs.
ONLY YOU CAN START THE PROCCESS FOR AN ITA — YOUR SUPERVISOR CAN'T DO THAT.

But they can chivvy you until you do!

In the real world, the process is much more likely to be:

e Your DoT might send you and your supervisor an email reminding you to do the mid-rotn ITA, as it's close
to mid-rotation time.

e With your supervisor, you talk about the need to go over it in supervision, maybe set a date to do it next
week or similar.

° Meanwhile you do the Intrain form and your supervisor gets it. Your supervisor might fill in the feedback
and grading before the planned supervision session, or they might do it at the session, or afterwards.

e At the supervision session you discuss your progress in the rotn and the ITA feedback your supervisor
wants to give you, going over their grading on all the domains. They might alter a grade here or there,
after discussion. This is also the best time to review your EPA progress and re-read the details of your
EPAs, discussing these with your supervisor and planning how to cover any parts you haven't done yet,
like maybe the knowledge aspects, or other required WBAs.

e Your supervisor either finalises the ITA in the supervision session with you or they might finish the rest of
it later and send it to you afterwards. Once they do finalise it, it will come up in your Alerts list (remember
to hit the "refresh" button regularly) and you then need to read it and finalise it with your sign-off.

° Your completed ITA then appears in your DoT's Queue for checking. If it doesn't, your DoT will hassle you
to get it completed!
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session where the mid-rotn feedback was discussed.

Remember that the Intrain forms aren't the "be all A RANZCP news
and end all". The forms are just the eventual
electronic record of a human process in which people
talk to each other and discuss things! Like feedback
and how to improve any weaker areas.

| The trainee can now click on the mid-rotn ITA and |
read the details of the grading and feedback.
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Trainee clicks on the mid-rotn ITA in Alerts and gets
this pop up, and clicks "here" to review the ITA.

rotation and their supervision is going:

° Yes/No I've done (3 calendar months of) this training rotn at this point

. Yes/No I've had a definite consultant in charge of all my patients

. Yes/No I've had 3hrs clinical and 1hr 1:1 supervision each week when | wasn't on leave/nights
(or 1.5 hours clinical supervision weekly for half-timers)

° Yes/No I've been able to observe my supervisor doing clinical work (interviews/family mtgs)

. Yes/No My supervisor has observed me doing the same

We've skipped through opening out all the grading fields etc. — see the Webinar for more
detail about that, but just click on each heading to open the details. This screenshot shows
the last page of the mid-rotn ITA. The trainee now needs to give feedback about how the

Then trainee signs the form at the bottom by clicking the button. You can say you agree with the
feedback, or that you disagree. (Being logged in as a college member is all you need so as to "sign"
anything in Intrain. The system knows that you're you.)

Once you're happy that what you've entered is correct, hit the lower right green "submit" button.
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If you added data but aren't ready

to finalise the form, you can hit
SAVE and return to the form later.

Once you click "submit" it
goes to your DoT so they can
review the feedback and
your progress.
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This is what your DoT sees when the mid-rotn ITA reaches them —again,
this is just the last page, but they can open out all the fields and read the
feedback. This shows a mid-rotn ITA where the supervisor felt the
trainee's progress wasn't adequate, in some area. The trainee might have
agreed or not agreed with that feedback, but it's necessary that a
Supportive Plan now be developed with the trainee, for the second half of
the rotn. The DoT organises that the plan's developed - if the issue's
simple, the supervisor and trainee may work one out together, or it may
require a meeting with the local Training Coordinator or DoT. Then the
DoT clicks "add plan" and the written plan's uploaded as an attachment.

If there's no need for a Supportive Plan, your DoT just checks the ITA and
that completes the process.
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So to summarise, the "workflow" for the mid-rotationITA is that the trainee always has to start it off, and it finishes
with the DoT. It then stays in the trainee's Intrain record and can be opened and read by the trainee, their current
supervisor or their DoT, at any time.

. . ._

Remember this is just a diagram of

were any problems with progress,
some sort of supportive plan would
be developed with the trainee.

1 the electronic form moving through

: Intrain. As well as this there'd be

I face-to-face discussions about the

Submit a request for Assess and provide Review feedback . .. .

MiG:Rotation TTA feedback 1 feedback in supervision, and if there

1

|

1

DOT|+

Review feedback and
develop Supportive Plan

How to do a Workplace-Based Assessment (in this case, an OCA) — you start by clicking "initiate a WBA" either from
the left-side "Forms" tab, or from your Quick Access list. Then choose the OCA option.
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- - T \ Start typing and Intrain will fill the name in. Mostly this will be
your principal supervisor, but another supervisor might do some
Ble o briaisinatd | WBAs with you at times. Note that if it isn't your principal
Saviicn srwssn 1 supervisor, you need their permission to do a WBA with any
other supervisor.
If the other supervisor's name doesn't appear, ask your DoT as it
might mean that psychiatrist isn't an accredited local supervisor.
S e — You must do the WBA with an accredited local supervisor.
IO RS i Then add the date you're doing the WBA and the time taken —
] ] T there are 2 date+time fields as OCAs can be split across 2
o rrean— All WBAs require a "brief d'es.crlptlon of case". sessions. Hopefully if you just do one session Intrain will let you
T You don't need much detail, just so you and just use the 1%t field. If it insists both date fields are used, put
—r ) . .
your supervisor can recognise the pgnent or the same date and split the time 50:50 between the sessions.
| bumporing Socumenar scenario later (except for OCAs, which have
more fields to fill here). In your Assessment list |
the 15t 6-8 words of your description will be
visible, so make the first few words memorable.
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s The OCA then appears on the supervisor's Intrain interface.

(this is the supervisor doing the WBA with you)
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: == \ Here's the OCA form ready for them to fill in.
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Note that if you're in supervision and sending the OCA form

Bom,

Ll erorom et
s i to the supervisor just before doing one, or before discussing
the grading etc., the supervisor will need to click the "refresh"
: button to get the new form to appear.
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The OCA form in Intrain has the usual fields. The narrative feedback
fields are called "Feedback", and include a field about your strengths, a
field for areas needing work, and a field for an action plan ("agreed
actions") to improve any weaker areas. Then there's the Likert scale for
n PSS K more concrete grades, which is called "Assessment Criteria". The

n supervisor signs the form by clicking the button by their name once it's
done, then clicking the green "submit" button — and before finalising
the form, there should have been discussion about the feedback with
you as trainee, and trainee and supervisor should work out the "agreed
actions" plan together, for any weaker areas.
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The OCA form then appears in your "Alerts" list for review. This /"’
|

screenshot is of the last page, after you've opened it to check
the details. You need to sign it off as well, again by clicking the
button by your name, then clicking the green "submit" button.
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How to get an EPA Entrusted:

Request EPA entrustment

To start this process, you click on "Request EPA entrustment" in your Quick Action
list or the "Forms" tab on left. You have to select the right EPA name from the
drop-down list. Remember that some EPAs in ST2 and ST3 have virtually identical
names, but at the start of the name it says ST1, ST2 or ST3. So check the stage of
the EPA as well as the name.

Then you set the dates of the rotn when you're doing the EPA, and the name of
the supervisor who'll be signing off your EPA (as before, just start typing their
name). This should always be your principal supervisor, and EPAs should almost
always only be signed off at the end of the rotn, with a final ITA. Just because you
completed 3 WBAs after 3 months doesn't mean your supervisor should sign off
the EPA then. Their assessment as to whether you have the knowledge, skills etc.
as detailed in the EPA comes from working with you across the whole rotn, not
just from you doing the 3 WBAs. The WBAs by themselves are "necessary but not
sufficient". To send the form to your supervisor, click "submit".

Réquest EPA grtrustment

[ L




Your Supervisor's Intrain interface _
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process Intrain lets them initiate. But they can only do this if they're your
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c e Da rnscpeeg R neo =
SA( . The Or Julius Deacon
Your <
o i ol ‘ - S Srminis i)
"2 " of “"Mind InTrain N Accreditation: 01012014 - 05022021 e, :
™ Psychiatrists My ¢ Zone: tiew Zeatang Tranng

Confirmation of entrustment

sttus:

Trainee
EPA
Area of Practice:
Rotation
Date of assessment
November 2018
! Su Mo T We ™ Fr Sa
Type  Supervisor
+ DoP
Locs a0
+ ooes P W————

QIS MDErO VIVEITa u. Maurs (aciisis [
JECIUS, 1 mtlis vest DOENAUM ST 3met MAECENas Semper kbor

| Feecack checknst

consultants

Status info — the EPA's been requested, but not yet signed off.
Name of EPA

Date of sign-off has to be entered here

Note that only 2 WBAs have been done for this EPA (both are DOPS). This means
that this EPA can't be entrusted at this stage. This will happen if you get a bit carried
away and start off an EPA sign-off process too early in the rotation. The supervisor
will need to leave it sitting in their Queue until it's a lot closer to the end of the rotn,
when 3 WBAs have been completed.

BUT: this can be a feature not a bug! If you and your supervisor agree to do it like
this, you can send them the request for EPA entrustment early in the rotation, and
then you and your supervisor can open it up from time to time to check progress in
terms of the number of WBAs completed for it. But it still shouldn't be entrusted
until the end of the rotation, when your supervisor has had the most time to assess
your competencies.

If you send your supervisor the EPA form before all the WBAs are in Intrain for it, all
3 of the WBAs will eventually show up on that EPA as long as the supervisor opens it
after the final WBA form has been finalised by you so as to be "completed" in your
system. Until 3 are visible, Intrain won't let your supervisor entrust the EPA.

Similarly, ITAs will refresh to show all the nested EPAs and WBAs underlying them if
they're re-opened just before signing. Only after the supervisor hits "submit" is it
locked into place, but a recent IT update means all the underlying WBAs & EPAs will
be listed, even if not all were visible at the time the supervisor finalised the ITA.
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Confemation of enarment X

¢ @ 0 ranrcpong
iranee: L ASTIEY reves
Area of Practice Acdxbon Py hitry
Rotation 11 Jun 2018 . 09 Dec 2

Date of astessment

The Supervisor's Intrain interface — and here's the final sign-
off part of that EPA. The 3 WBAs are now completed and
have been ticked to say the supervisor agrees that they are
for this EPA, and they've clicked the sign-off box at the base,
then hit the green "entrust" button.

I SUPPOITING WOrkplace-Dased assessments -~
Date of
Tpe  Supervisor  Title assessment
>OM 0, LTS €O v

+ DoF $ora torquent pe OB0N2018 Niarw

+ Dof 1111072018

+ co 1o ¥
| Feedback checklist ~
[ Rewevant s

~

| entrustment

Entrusting supervisor: Or s Deacon (3381

@ 1 my oprion

ly drstant (reaciive) supenision | am confioen (

M Ashiey Neves Ky

ows When 1o ask for

The trainee's Intrain interface — now that that EPA's been entrusted - 0 X
* ©
Or Ashiey Nieves (Tramee) Zone: New Zexand Trawwng Contact Mamder weltare
> 5A' The Royal RANZCP ID: 1016 FIE: 1 Mok Tet 0800 220 7
e Australian & Program: Fetows v DOT > :
APk College of P00 S1 USRI S0 -
T ™ Psychiatrists
Q [~ ° (0}
InTrain Assessments Training progression | RoLIbONS and placements. Log off
Alerts o o Quick access Rotation summary [ roascn pon [
1‘ EPA entrusied > initiate WBA urrent fotanoe 18 - Dec1s
ov
Agoxoon Paychatry
r .14" WEA (CDO) 3368360 > Request EPA entrustment . Sex . oo
- I 9
14 \0a (0CA) assessed > Roquestmissontion I @ 1oouvonima Oinuwunoﬂ\ﬂ
= Request enc-rotaton ITA RIS S
; :‘V Supporve PN uplosded
€ > intiate p3yd Py session =
M s moaon 7 sseses
< > Leadership and management
3 :% WEA (DOPS) assessed
é— - > Apply for break in training
- 15 con . :
wov CBAsS You can see that the EPA requirement is now marked
13 " as done. For it to show up here, the EPAs needed for
DOPS) assesse

Trainee news

These are all "alerts" telling you something has been done, or
sometimes a message from the college about a coming update to
Intrain with associated downtime.

Your dashboard will fill up with these so you need to delete them
periodically, by clicking on each then hitting the green - box on
the right.

the whole rotation must have been done —so it must
have been the second EPA of two, or this must be a
half-time trainee if only one EPA was done.
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Now for the end-of-rotation ITA process:

| Omrvoard - inTrain x4 - a X

« C 8 Nt/ trainng ranzep.ong) Tranee/ D ad e 6

Request end-rotation ITA

Principal supervisors
(] o s Deayion . ADD

Y

Only you, the trainee, can start the process for an end-of-rotation ITA.
Just click the option in your Quick Access list or in the Forms tab on the
left. Same as for the mid-rotn ITA — put in the rotation dates that the
ITA relates to (usually your current rotn, but you could be doing this
belatedly at the start of the next rotn, e.g. if you'd been away on
leave). Add your principal supervisor's name by starting to type it.
Then click "submit" to send it to your principal supervisor.

« ¢ e D& pripsine ANRED00Q T i 1 1 - ® nWeo =
Or Jullus Deacon (Supervisor)
~N RANZCP 10: 3381 déanate teaon (1
InTrain Accregitation: 010172014 - 8022021 ;‘;4“"“"“ ”’ el o i
My protie Zone: New Zesandg Traning
o0 phod
n 5}
Queue o o Nt “
Sortby: Newest fest
RANZCP 1D 10165 Or A N Program Felowship Program
: 44 End.of Rotation ITA ready for assessment T NT s 1t Zone: NZY Stage Stage 2 FIE 100
9 Reterence Or A toeves M
= MV Assigned 1. Dr J Deacon J A
L]
WBA (CBD) ready for assessment
14 Reterence Or A Nooves Content ~
wov
As [ aco
2 cricledbebaebniied Or Astiey Hieves has sutentied an £na of Rotation ITA for assessment
& 14 O requestes Chek here 10 review 1t
e Rederence Df A theves Aaahaant &
MV Assigned 10 Or 4 Deacon
s 1 WEBA assessed Supervitor notes -
5 Reterence Dr A Neves
3 MV Assigned 0 D) Deacon
& m
Supportive Plan uploaded R . 1
» 1 R Feaves. The end of rotation ITA comes up on your supervisor's Queue.
MV Assigned 1o Or ) Deacon
Mid Rotation ITA ready for assessment " B 1l n HIR Ha
14 Cetorence OCA fheves They click "next" to start filling it in.
WV Assigned to: Dr J Deacon
3 EPAenirusted
Reference Or A theves
MV Assigned 1o OF J Deacon
19 WBA assessed
Reference Dr A toeves
MV Assigned 1o Dr ) Deacon

13 WEA assessed
e DA theves
w1 Paacon

or
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c e Da anap.oeg - Q0 n o

5;\ L Dr Julius Deacon
= Auﬂm & Hygsl‘%.\ a RANZCP 10 3381 T e B
"Rk chwdleseletuld “"Mind InTrain Accreditation: 01012014 - 050272021 :';m"' BRI TR N ' wdis et O
P ’...- Psychiatrists. My ; Zone: tiew Zealana Traning
Stage 2: End of Rotation In-Training Assessment Form
Area of practice: A 00 Psychiatry Status. Awating Assessment
I Trainee details
Trainee 10 10166 Rotation
Trainee name: Astiiey Neves Training at (FTE):
start cate 1067201 Calculated ETE months: 68 $
- — — ¥

As this ITA records your accredited time in the rotn there are some crucial details here that aren't
on the mid-rotn ITA: start & end dates of the rotation, & the FTE and total time completed there.
¢ 1i FTE months actually completed If you started the rotn really late or ended it really early, so that a small shortfall can't be absorbed
i o \ into the 6 weeks maximum leave allowance in a rotn, the time may be less than 6 months. If
you're a half-timer the time would be 3 months. If you'd had a lot of sick leave, only 4 months of
e PO M the rotn might be able to be credited, etc. This kind of unusual rotn timing should be discussed

with your DoT who will advise what to put in these date and time fields. Plus, the ITA eventually
goes to the DoT to check, and they can edit the dates or total time to make sure it's correct.

I Retation details

EPAS

ST2.ADD-EPAT Management of Substance NIoNCAton and SUbSIANCE winarawa Dr Zatia Wioe

D-EPAZ Comorid mental heath an

Stage 2 End of Rotstion o Trs X

€& C @ OF) ranepoeg -0 no =
End date:
I Supervisor assessment -~
MEDICAL EXPERT ~
Unabie to Rarely met” Inconsistently Amost atways Sometimes Consistently
comment met* met exceeded exceeded’
ASSESSUENT COonducts 3 COMPrenensave Psychialric assessment with an emphass on Sevelopment of Avanted intervicwng skils o
RIGNOSIC SYStem 10 provide 3 JUSHECAtoN for GAGNOSS and Afferental GAGNOss. and
Bis <
5
MANAGEMENT Constructs & Dased b 3 and
<
Then your supervisor can work their way through the CANMEDS
competency areas, doing all the grades, as well as the strengths and
e ton and s montorg G CHNE| paciKe. Y3t nd YaNS] i KIS0 and "areas needing work" feedback fields.

S . T They'd either do this with you in supervision, or discuss it with you in
COMMUNICATOR supervision and enter the data into Intrain later when they get time.
COLLABORATOR v

MANAGER, 37:01 -
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“ ¢ @ D&
AV Kk College of

e Psychiatrists iy * 1 grades. Then they sign it with a click, hit the green "submit" button
- = and it comes back to you again.
Stage 2: End of Rotation In-Training Assessment Form
Area of practive Status. Awadng Assessenent
I Taines details
Trainee 10 Rotavon 1 p De
Trainee name: Taining at (FTE):
Start date: Calculated FTE months:
Eng date: I -
I PrIncipal SUPrvi4or report - final summative assessmeont - f
® ® ®@ ©) ©)
Rarely met Inconsistently met Almost always met Sometimes exceeded Consistently exceeded

N SEANGAND requIred

| Principal superviser seciaration

Supervisor RANZCP 10:
Supervisor name

Date:

]

The final part of the ITA that your supervisor does is just like the
p— paper version, with 5 grading options — 3 pass grades and 2 fail

SHANaACd requined 1 OVeral SLANATS requined the overal sLaNGANd fequired

20k was comgieted in

‘ InTrain

Assessments ‘ Training progression | Rotations and placements

& ™3 O

Log ot

Stage 2: End of Rotation In-Training Assessment Form

Area of practce

| rainee gerans

Traines 1D
Trainee name
Start date

Ena date

l Rotaticn details

I Entrusted EPAS
on

EPAs

FTE months actually completed

Status Assesseq by Supervisor

Rotation 1 Jun 201

Trasning at (FTE)

Caleulated FTE months

The ITA appears in your Alerts list again. You can open it up and i
check the grading and feedback. The "status" is now "assessed by
supervisor". -

There's a summary of the no. of EPAs and OCAs done in the rotation
at the base, and which WBAs were done for each EPA.

Entrusting supervisor  Date entrusted CoD MINMCEX OCA DOPS PP

e
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|- Owshboend - bnTos X rage 3 (ad of Resw on % IBE - 0 X
€« C 8 hoR/ Aranngranip.ong s O

I Principal suparvisor report - final summative assessment ~

Rarely met nconsistently met Almest Sways met SOMALINES SXCO0NC Consistentyy excessed
et Overail SN required e ove 380 fequired et Overall SLnaNd requied e Gver il S1NCad requied
@
l Principal supervisor declaration ~
Supervisor RANZCP 1D N8 1 Geckare That the ADOVE MACAMAtON wirs PIOVIded In QOOd tath and s CONsIderad 10 Be a true reflection of the rainee's bRy This HaNING Wi COMPItd I ACCHNSMN0e

Wi the RANZCP Fol

Supervisor name:
| ackn

Date: 1411/2018

l Trainee statement

The fotlowing I3 & true and JCCUrate MCord; (check as appropriate)

| Ve COMDIIST ThES DIYCIISYY raining In SCCOOGANCE Wil INe RANZCP Fesowsihi Reguiasons 2012

During this rotation thare has been a clear Ine of responsbaty 10 a Consutant

1 1aVe 16CENEQ TOMItIve 1ETICK 0 My NG POGIESs ORIy O For 10 Mid-wary Icugh thes fotawon

During this retation | have received at keast 4 Nours of Sl SUPENISION Por woek (Of poparional tme

Dufing this 16600 | Nave cbsernved my SUpEnisce(s) ccnducing cinical nlensews

DUIng s [CLAON MY SUPETVISHN(S) NIVE COLEOVE0 MO SAing CINCA Iteractions

| mraines cectaranon
Trainee name.

Dr Ashiey Nigves Ih

Date: 141172018

Here are some more of those "workflow" diagrams -
The end of rotation ITA process:

arl.time training) of WHICH 1 Hour per week was INANIGuM Supervision

Of the anee's RANZCP Teaning Record and S not 30 employment 4ocument, asd

nat B use m Py With the

Moving on to the last ITA screen, you ¥
can see the overall grading, and you can e nd

give feedback about the rotation and
your supervision. Your DoT does check
this, and acts on it! If you state here
that you didn't get enough supervision
or didn't see your supervisor assess
anyone, etc., it goes to the Committee
for Training, who ask the Branch/NZ
Training Committee to look into it —and
they get your DoT to deal with the ~
problem if it isn't already sorted.

ssment will form pan
To finalise the end of rotn ITA, you sign
it by clicking the box, and hit "submit.

It then goes to your DoT for checking
and the DoT's sign off, then to the
college's Training Department, for them
to double-check.

Submit a request for End Assess and provide Review feedback

of Rotation ITA feedback
Final Check Review feedback

The EPA entrustment process — 2 ways it can be done:

1. The trainee requests an EPA to be entrusted.

Assess and provide feedback

Submit a request for Review feedback

The WBA process (OCAs, CbDs, Mini-CEXs, PPs, DOPS):

--

Fill out the WBA

Review feedback

Assess and provide feedback

Entrustment

2. The supervisor selects the EPA to entrust.

--

Select EPA to be Entrusted
Assess and provide feedback

Review feedback

16



Some more information about what's in your "Forms" tab:

a
> st WA Current reation Jum
- * ki Addcton Psychiatry
5 W > RequestEPa sntrustment T DeRAT T s @< @
2 7 Requestmaonson T ORI i omaen [T @ ricoutoam (@) encroston ma
; * S B > Request end.rotation ITA i
> inimate psychotharapy session
* > initiate pychotherapy sessien
g > Leacership and management ) ) i
51 W > wsnmpemsmsgeni All the usual forms can be done on-line — or they will be here, after a while.
T R —— They're not all loaded up quite yet (filled star = loaded, white star takes you
P peee— to the old pdf form on college forms page).
) . . . . .
If you click on a filled star, that form will be added to your Quick Access list.
7 > Apeiy torachotary project ) 3 )
% Another click removes it from that list.
> initate psychotherapy case discussion H%H
raining news . . .
e oo s e e mszcred  DOWN below are links to the Trainee Newsletters, and other training updates.
ﬁ 3 Appa for psychotrarpy witten c33e o
Training newsletter
T 7 Appi for recognition of prioe leaming A AR B PROEES Adws.
% Appiy torchange of zone
] it R i o Training updates
{} > Inimate acvarced cerumcate notticavn December 2017
Advice for planning the Centrally Administered Summ.
ot e Commmien e Trang (CFT) 8A0 ey or e T I
Looking at the top row of options now: Assessments, Progression, and Rotations.
7 5 X
€ C . N1 * 6
OF Ashiey Niaves (Trainee) Zone: New Zesand Trawwng Contact: Mamoer weltare
‘A‘A( The Royal f RANZCP 10; 1 FTE: 10X 64 (0 472 et 0400 220 7,
R Austraiian & Program: Fesowsng DOT: O Jusus Deacs
*h % cméfﬁ?"d 1300 of Waining: $tage 35
T Rt ¥ Psychiatrists
" Q ] ° o
InTrain Assessments | Training progression | Rotations and placements Log oft
] Rotsticn based assassmants A
Assessment = Type Romtan Last upoated suge Area of practce status @
ITA En 03012018 Stage 1 Adut Psychiatn Compieted
A 05 Jun 16
" &
1 @ &
coo 1 13 @
" 1% Stage 4
B PS 1 13 s mpietes =@
1 e suges = @ 3
9 es i - }
| covege soministared assassments PN
Assessment Asse3sment date Result Notes (74

| omaraining requiremants

Task 4

Toa fooye Auneres o; =

At the top of the Assessments page, there's a scrolling list of all your WBAs, EPAs and ITAs. In the
"search" field you can narrow it down — e.g. just search for the ITAs.

If there's no icon of a pen in a box at the right, it's just a list of things you did before Intrain. You can't
open those up and see the actual form. But the pen icon indicates an electronic form done in Intrain.
You can click on that and open the OCA or the ITA etc, and read the feedback.

Below the scrolling list are the major college exams and assessments, and below that, other training
requirements, like the 3 psychotherapy cases of Stage 3.
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V) [t\ ¢ The Royal

= Australian &
s‘ New Zealand
Kk College of
o iy,
,0_.“ d: Psychiatrists

Download training record (pdf)

' Training and assessment progression

Stage 1

This page is from clicking the Trainee
Progression button.

The blue button lets you download your training
record as a pdf, very similar to the current
trainee record. It may not be accessible quite yet
— | think they're fixing the reports system. But
you should hopefully still be able to access your
database record via myRANZCP.

Below, all the rotations you've done and the
EPAs you've done/started in each Stage open
out if you click on the Stage title.

Or Ashiey Nieves (Traines) Zomw: New
RANZCP ID; 10164 FTE 10X
Program: oot

Stage of training: Stage 2

Q =4

Stage 2

Mandatory Area of Prac

escent Paychis

¢ (12 months)

ve Area of Practice (12 months)

°

Assessments | Training progression | Rotations and placements

Stage 3

Contact

Mara

]

%

Memder weltare

I Breaks in training

And below that on the Progression page is a diagram of your training trajectory and deadlines for the major
assessments and other progression triggers. If it's greyed out, that means the assessment is completed. It's a
little hard to follow, but for example if you're in Targeted Learning after 2 misses of an exam, the whole row
for that exam will be gold-coloured, indicating TL. If it's white, you're not in TL — but you'll know that, anyway.

Reason Suan aate

Ome 107/2014

I Progression triggers

Eligibility
months
MCQ Exam 6
Essay-style Exam
Total FTE months
accumulated
28.81 Psychotherapy Written A
Case
Scholarty Project
OSCE
< )

Number of Targeted
attempts learning

36 months
1 of
2 sttompts.

60 months
of
2 attempts

60 months
1 or

2 attompts

60 months

of
2 attempts.

60 months
or
2 attompts

€nd date

Show cause
trigger

48 months.
or
3 attompts

72 months.
or
3 attompts

72 months.
or
3 attompts

72 months.
or
3 attempts.

72 months.
or
3 attompts

Break in training
(months)

Not in training
(months)

“Program duration

(years)

Rotation fails

@

(/4

Total Stage 2 FTE months

46:28

Accrued

Show cause
trigger

12

13
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The Rotations and Placements button gets you this. First, a list of your
allocated rotations through training. You can open each of them out to see
more details. Below, "placements" is similar list, but it's the fixed details
about any rotation, like the rotn's FTE and mailing address.

&

C
\ “;\(‘ The Royal

Your
g Australian &
r&%?u New Zealand dﬁm If this information is wrong — e.g. the wrong rotation is listed — let your DoT

College of s . .
e Bl e I‘sycchsl:tgsts know as it's important to have this data correct in the system.

] Q ke L J (U]

InTrain Assessments | Waining progression | Rotations and placensents Log ot

. Rotations

Stan date End date Areas of practice

A 11 Jus 2018 e 2018 AdaEton Psychisry
Post/ Locanon: South Communty Liental Heath Team (SCMMT) Kan Hespeal

Address: 396 T Ry

AOP: ASOCH0N Peychustry | FTE: 1 X PrnCipal SUPerVISor, utus Des

' Placements

Startcate * End date Post Location name Acdress FTE

w 201 01 Aug 2013 South Communty Mentsl Heath Team INT) Kl HOspRa 196 Taber! R

L _______________________________________________________________________________________________________________|
ALL COLLEGE TRAINEES ACROSS NZ AND AUSTRALIA ARE NOW USING THE INTRAIN SYSTEM

There are still a few training forms that aren't in Intrain — mostly administrative ones like for part-time training, and
exam-related forms. Look for the form you want inside Intrain and if clicking on the name directs you to the old
college "forms page" for a pdf form, that means it's not in Intrain yet so print it and after completing/signing your part,
scan it to your DoT.

Most of the specific forms for the Advanced Certificates are not in Intrain — not sure if/when that will change. Use the
old pdf versions from the page for that Certificate, and give or scan them to your supervisor and DOAT for sign-off in
the usual paper-based way. e.g. the psychotherapy forms for the Adult Certificate — get the pdf form from the Adult
Certificate page and use that. The college staff will enter it into your Intrain once they receive it.

Transitional rules from the old to new systems:

"Off-line" forms

Old "paper" (scanned pdf) WBAs you've saved to carry over into current training and use toward an EPA you'll complete
now are called off-line forms, or off-line WBAs. There's a process in Intrain to upload the scanned form, attached to the
relevant EPA. College staff then check it and soon after it shows in your Assessments list and will appear on the relevant
EPA. Your supervisor can open and read it within Intrain.

Psychotherapy Case (PWC) Case Discussion forms:

1. If you collected any of them BEFORE Intrain came in so they're on paper, you must do ALL THREE on paper and
enclose them with your final Case submission.

2. If you only started doing these since Intrain started, then they must ALL be done within Intrain. That means that your
PWC supervisor must be accredited and have login access to Intrain. If they aren't, get your DoT to sort that out.
There's an info handout about using Intrain for supervisors who just supervise PWC cases here:
http://www.psychtraining.org/Intrain-Handout-for-Psychotherapy-Supervisors.pdf
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http://www.psychtraining.org/Intrain-Handout-for-Psychotherapy-Supervisors.pdf

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 your 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 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 your supervisor to do preliminary notes and grades before meeting with you
to discuss your 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 you have to use a draft paper form as above (that you'll print off for them).
Then you give that paper form to your principal supervisor who'll have to enter the data into Intrain and sign it off.
You can't upload a form done by a non-accredited supervisor as an "off-line" form — college staff would reject it.

NB: As above, 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
you directly in Intrain. Just open Intrain on a tablet/Pad or their computer while with them in their office and they'll be
able to log in and complete the form. Note that all such PWC supervisors now have to be accredited via your DoT so if

their name doesn't come up as a supervisor when you try to send them a Case Discussion form in Intrain, you need to

get your DoT to sort that out.

Workflows to get the eventual 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 WBASs 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)

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 you then all at once finish that WBA form, the last EPA and the ITA
in one Intrain session. Not unless you're there with them, as after they complete the WBA(s), you have 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 can need college staff intervention to fix.
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