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Version 10 of the ISCP, available from August 2016, is a re-design and rebuild of the 

web-based training management system which supports the curriculum. We hope you 

will find it easier to use, more intuitive and quicker.  

 

Some of the improvements are: 

üMultiple document upload in areas such as Other evidence  

ü Increased storage space of documents (up to 5MB each and in total 200MB). 

üSimultaneous trainee-trainer sign off of tasks such as Learning Agreement meetings 

üOptimisation for use on mobile devices 

üAbility for a single login to cover both the surgical and dental user view 

  

This guide focuses on the areas of the ISCP that you will use most frequently. From time 

to time, as further releases provide new interactive tools and electronic processes, this 

guide will be updated. 

 

Introduction 



General navigation 

ÅAll mandatory fields are underlined in orange. 

ÅNot completing mandatory fields will result in an error message and required fields will 

be shaded pink. The required items will be listed at the top of the page. 

ÅWhen you see this icon,       hovering on it will provide some help text. 

ÅTabs for sending us your Feedback and finding more Help can be seen on the right-

hand side of each page. Help text is not yet available on all pages. 

ÅText entry fields in the system can search as you type for a person or place e.g. when 

sending a message to another person or adding an assessor.   

ÅLinks across the site look like this. 

ÅAreas of the site show a downward arrow         for accessing more content on a page. 

Click on the arrow to open further content and click on it again to close it. 

ÅBrowsers; note that v10 does not support Internet Explorer version 7 or below. 

ÅThe ISCP Helpdesk is available 9am-5pm Monday to Friday and can be contacted by 

phoning 020 7869 6299 or emailing helpdesk@iscp.ac.uk 

mailto:helpdesk@iscp.ac.uk


Key terms 

Commit: Enables the trainee to store a task s/he has completed in the portfolio 

without any actions required by other users e.g. uploading information 

about a course in Other Evidence. 

Retract:  Enables the trainee to retrieve an item s/he has committed to the portfolio 

or submitted to another user who has validated it, in order to 

amend/delete it. 

Send:      Refers mainly to messages that you give to another person to view. 

Save as draft:  Enables you to save content and finish later.  

Sign off:  Indicates that you agree to content e.g. details in a Learning Agreement 

meeting. 

Submit:  Enables you to send a completed task to another user for the next step in 

a process e.g. to a trainee for their comments in your AES Report. 

Validate: Enables you to confirm content is correct e.g. a WBA by a rater.  
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  DASHBOARD 

 

Logging in takes you to your personalised Dashboard. Clicking 

on Dashboard in the main menu takes you back  

here from other areas.  

The menu also shows you numbers of items against areas 
awaiting attention such as new messages (1). 

Your dashboard displays: 

Alerts under the pink band for important tasks that require an 
action. Typically these may be assessments for your validation. 

Notices under the blue band for information and may also 
require an action. Typically these may be new messages for  
you to read. 

Warnings under a yellow band for alerts reaching their due  
time.  

 

These do not disappear until you have taken the action.  

 

The first time you login you will see a link to agree a new set of 

Terms and Conditions of the v10 website, you can click the link  

to read and accept (3). 

 

Other menu items are: 

ÅPersonal details ï shows you the account details with which 
you registered. 

ÅMy Roles ï lists your ISCP roles and any other key positions 
of responsibility you occupy that you wish to add. 
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VALIDATE TRAINEE PLACEMENTS 

 

One of your first alerts on your dashboard may be to validate  

a traineeôs placement (1). 

 

As Training Programme Director (TPD), you will have been 

identified automatically by the trainee when s/he creates a 

placement in a specialty, training level and region. 

 

ÅClick on the link from the dashboard or go to My Trainees  

and then under Tools, Validate Trainee Placement(s) (2). 

 

ÅClick one of two buttons to either say Yes, this is my trainee  

 

OR  

 

Å No, this is not my trainee (3). 

 

Saying No will return the placement to the trainee with a 

message to check their details. 

 

Validating a placement enables you to view the traineeôs 

portfolio and carry out other functions for that person. 
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MY TRAINEES 

Å My Trainees is the area that you will use most frequently as 
TPD. From here you can access all your trainees and carry 
out TPD functions.  

The number in the menu next to your role indicates the 
number of trainees you manage within that role (1). 

Å Click on As Training Programme Director. 

Three tabs divide your trainees by a time period and indicate 
the number of trainees within that area (2). 

Current includes trainees whose placements are in progress. 

Historic includes trainees whose placements have expired 
but by not more than 12 months after which you will no longer 
be able to view them. 

Future includes trainees you will be managing in the next 6 
months. 

Colour-coding (3) indicates the status of their portfolio for 
last login (LOG), last workplace assessment recorded, 
placement set up, Learning Agreement status and last ARCP 
outcome. Red indicates that an area requires attention by the 
trainee. 

Your trainees are listed within each tab and you can filter them 
by specialty and name. 

Å Click on the area showing the trainee details.  

This leads you to a trainee summary page. If the trainee has 
uploaded a CV you can view it by clicking on the orange link 
(4). 

Å Click on the tabs at the top of the summary page to use 
Global Objectives, view the Portfolio, manage ARCPs, 
delegate access to this trainee to other TPDs and send this 
trainee a message. 
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As Training Programme Director, you can use the Global 

Objective (GO)  tool to set a global statement for a trainees by 

stage of training.  

Individual Global Objective 

From the trainee summary page you can set a GO for this 

trainee.  

Å Click the GO tab (1).  

You will be able to set a GO for each training level.  

Å Click to either Create new or in the space of an existing one 

to overwrite it (2). 

Å You can give it a title to differentiate it from others. 

Å You can type a statement and use a range of styling tools. 

You can also paste text from elsewhere.  

Å Alternatively, choose a template you created earlier from the 

drop down box to pre-populate this GO (see GO Template). 

You can then also overwrite it to tailor it for this trainee. 
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VIEWING THE PORTFOLIO 1/4 

 

Filtering views 

Evidence of the traineeôs learning appears in the traineeôs 

portfolio. Different areas of the portfolio can be viewed through 

a series of filters. 

Go to the traineeôs summary page and choose the placement 
tab by clicking; My Trainees / As Training Programme Director / 
Current tab / Click on the relevant trainee / Click on the 
Portfolio tab. 

You will see a series of filters. 

In Viewing ï Use the drop down box to select what you want 
to view, areas include (1): 

ARCPs 

Global Objectives  

Learning Agreements 

Topics and Progress 

Evidence (by WBA method) 

Evidence / Other Evidence 

eLogbook 

Journals 

PDPs 

Rotas 

Use the Custom Date Range ï Click the checkbox and select 
a custom from and to period (2) OR 

Select a Time period ï Click the drop down box to choose a 
pre-established period by placement, level, ARCP or 
Everything (default) (3).  

Your selections will determine the evidence displayed in the 
area below.  
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VIEWING THE PORTFOLIO 2/4 

 

The tools you may frequently view are Topics and Progress, 

Evidence and eLogbook: 

 

Viewing Topics and Progress 

 

ÅThe syllabuses listed (1) are those with topics against which 

the trainee has specifically linked evidence during the time 

period selected. Click the down arrow to see the topics and 

evidence. 

 

ÅIn each syllabus the topics and evidence are displayed.  

The number shows the number of items there. Click on  

the number to see a list of the evidence in a new window  

and again on the down arrow to open up each piece of 

evidence (2). 

 

ÅFor each syllabus the default view is the topics against  

which there is evidence. (3) The printed header shows the 

number of topics with evidence against the total number of 

topics. By ticking in the checkbox you can see all topics in that 

syllabus whether with or without evidence against them (3). 

 

ÅOnly the AES can award outcomes in the left hand box (4). 

 

Outcomes are (5):  

Grey ï not started;  

Yellow ï in progress;  

Green ï Satisfactory; 

Red - Unsatisfactory.  
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VIEWING THE PORTFOLIO 3/4 

 

Trainees are expected to take ownership of their training, 

including ensuring enough assessments are carried out. 

However, trainers also have a responsibility to engage with 

trainees in completing their WBAs. If trainees are having 

difficulty in getting their trainers to engage, they may need 

support from their TPD.  

Viewing Evidence 

ÅChoose the evidence type from the Viewing list (1). 

ÅSelect a Custom or Specified time period. 

 

The first area on the resulting page displays (2): 

ÅThe number of assessments done in the selected period. 

ÅThe number of assessments that were carried out and 

validated by a Consultant rater. 

ÅThe average time taken for validation by all raters (ideally  

this should be less than 28 days). 

ÅA visual of the global ratings of each assessment and you  

can scroll along the timeline. 

 

The second area on the page (3) displays a list of the 

assessments showing their date, rater and global rating. 

ÅUse the drop down arrows to open each assessment. 

Note that the trainee can retract a piece of evidence if they 

subsequently need to amend it. If it has already been validated, 

you will receive a system message informing you that it has 

been retracted (4). 
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VIEWING THE PORTFOLIO 4/4 

 

Viewing the eLogbook 

 

ÅChoose eLogbook from the Viewing list (1). 

ÅSelect a Custom or Specified time period (2). 

 

The report displays the procedures recorded by the trainee  

in each specialty with numbers at different supervision levels.  

 

Those under E for emergency are coloured red. Use the  

scroll button at the side to move up and down the page (3). 
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