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Workplace based assessments for StR’s in Occupational Medicine

SAIL(OH) ANNUAL SUMMARY FORMS: INSTRUCTIONS ON COMPLETION FOR EDUCATIONAL SUPERVISORS

There are two SAIL(OH) Summary Forms, one for each type of assessment. Complete separate forms for the SAIL(OH)1 and SAIL(OH)2 formats of assessment.

The table in each provides:

(i) a summary of the scores across all that SAIL instrument for a given training year

(ii) a basis for regular feedback discussions between trainee and educational supervisor

(iii) evidence to the Annual Review of Competence Progression Panel (ARCP).

The calendar of record-keeping

1. 
We recommend that you keep and regularly update each form throughout the training year (e.g. quarterly, for discussion at the educational appraisals).

2. 
Once a year, in good time for the trainee’s Annual Review of Competence Progression Panel (ARCP) (e.g. 3-4 weeks beforehand), you will need to send a copy of the two forms to the Chair of the Deanery STC.*  Please retain copies for yourself and ensure that the trainee has copies for their logbook.

Completing the form

3. 
Each summary form has space for the scores relating to 6 letters. Begin by transcribing the scores from each individual SAIL assessment form to the Summary Sheet – for most items 1,2, or 3 as appropriate (if ‘don’t know/not applicable’, leave the space blank); for “Overall assessment”, score from 1 to 10.

4. 
For Overall assessment, calculate an average score across all the SAIL forms for which this item was scored (this is optional).

5. 
Summarise the main themes relating to good and bad points in the Comments box and, following feedback to the trainee in an educational appraisal, record the agreed plans for further training.

6. 
The educational supervisor and trainee should both sign and date the summary form at the end of their feedback discussion.

Interpreting the form

This form is simpler than some of the other summary forms. Interpretation can focus on:

a) the average score for the overall assessment (1-4=below expectations; 5-7= satisfactory; 8-10 = above expectation);

b) any unsatisfactory scores related to specific component items (especially if recurring across several letters);

c) any concerns related to professional issues.

Your views

Although this tool has been tested in primary care and hospital outpatients, and piloted by the Faculty of Occupational Medicine, experience in its use is limited at present. If you have any feedback, positive or negative, then please contact: david.greening@facoccmed.ac.uk.

Annual Summary of SAIL(OH)1 - Letter to Manager
	Trainee's GMC No:
	
	
	Name of Educational Supervisor:
	


	Trainee's Name:
	
	
	Year of Training:
	 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 

1     2    3    4 

	To be completed by trainee's educational supervisor or a member of staff nominated by them.















(Letter No.)
	
	1
	2
	3
	4
	5
	6

	1 Manager's concerns acknowledged
	
	
	
	
	
	

	2 All significant aspects covered
	
	
	
	
	
	

	3 Narrative picks up occupationally-relevant issues
	
	
	
	
	
	

	4 Clear OH action plan/recommendations
	
	
	
	
	
	

	5 Manager's questions addressed directly or via the plan
	
	
	
	
	
	

	6 Review arrangements clear (including the decision not to follow-up)
	
	
	
	
	
	

	7 Legal/ethical issues highlighted where relevant
	
	
	
	
	
	

	8 Contractual/ethical/legal boundaries observed
	
	
	
	
	
	

	9 Duty of care to manager/client discharged
	
	
	
	
	
	

	10 Unnecessary information kept to a minimum
	
	
	
	
	
	

	11 Structure of the letter logical
	
	
	
	
	
	

	12 Sentences all clear and understandable
	
	
	
	
	
	

	
	
	
	
	
	
	
	Average

	Overall Assessment
	
	
	
	
	
	
	


	Comments:

	Actions planned/taken:

	Trainee:
	
	
	Educational supervisor:
	

	Date:
	
	
	Date:
	


Top copy to be retained and updated by the educational supervisor. Prepare as an annual summary. Once a training year’s worth of data have been collated, you should ensure that the trainee and the STC Chair of the Deanery receive copies in good time for the Annual Review of Competence Progression Panel (ARCP). 
Annual Summary of SAIL(OH)2 - Letter to other health care professional
	Trainee's GMC No:
	
	
	Name of Educational Supervisor:
	


	Trainee's Name:
	
	
	Year of Training:
	 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 

  1   2    3    4 

	To be completed by trainee's educational supervisor or a member of staff nominated by them.















(Letter No.)
	
	1
	2
	3
	4
	5
	6

	1 Purpose of letter and questions clear
	
	
	
	
	
	

	2 Relevant clinical background given
	
	
	
	
	
	

	3 Work context given, including manager's concerns/work limitations
	
	
	
	
	
	

	4 Offer of company support given, as appropriate
	
	
	
	
	
	

	5 Special rules given if recipient unlikely to know them
	
	
	
	
	
	

	6 Confirms informed consent & refers to Access to Medical Reports Act
	
	
	
	
	
	

	7 Unnecessary information kept to a minimum
	
	
	
	
	
	

	8 Structure of letter flows logically
	
	
	
	
	
	

	9 All sentences clear and understandable
	
	
	
	
	
	

	
	
	
	
	
	
	
	Average

	Overall Assessment
	
	
	
	
	
	
	


	Comments:

	Actions planned/taken:

	Trainee:
	
	
	Educational supervisor:
	

	Date:
	
	
	Date:
	


Top copy to be retained and updated by the educational supervisor. Prepare as an annual summary. Once a training year’s worth of data have been collated, you should ensure that the trainee and the STC Chair of the Deanery receive copies in good time for the Annual Review of Competence Progression Panel (ARCP). 
Registered address:  3rd Floor New Derwent House,  69-73 Theobalds Road,  LONDON,  WC1X 8TA
t: 020 7242 8698    f: 020 3116 6900    e: fom@facoccmed.ac.uk    www.facoccmed.ac.uk
Registered Charity No: 1139516     Scottish Charity No. SC040060     Registered in England No: 07461063     VAT Registration No: 798 6604 62

