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Checklist for the Initial Meeting Between an Educational Supervisor and Resident Doctor
This checklist can be used by the Educational Supervisor (ES) to structure the initial educational meeting with the resident and to make sure the Personal Development Plan (PDP) reflects both training needs and the realities of the placement.
	Confirm the resident’s stage of training, curriculum requirements, and any key objectives for this placement including review of previous Annual Review of Competency Progression (ARCP) forms if relevant.
	

	Review the generic job plan and confirm the expected clinical duties and working pattern / rota.
	

	Discuss the resident’s individual learning needs, priorities, and any specific curriculum outcomes they are aiming to achieve during the placement.
	

	Agree how the PDP should reflect the learning objectives in a realistic and deliverable way.
	

	Clarify access to and plans for Educational Development Time (EDT), teaching sessions both local and regional, training opportunities such as clinics and theatre lists, study leave plans and other educational activity relevant to the resident. 
	

	Discuss any agreed professional activities that should be recognised in the PDP such as quality improvement work, teaching, management opportunities, leadership training, portfolio development, or other relevant responsibilities.
	

	Explore whether there are any factors that may affect the resident’s ability to access training opportunities, such as service pressures, rota design, caring responsibilities, health needs, or flexible training arrangements.
	

	Check whether any Occupational Health recommendations, agreed adjustments, or support needs need to be considered in the resident’s working pattern or training plan.
	

	Discuss and document any wider scope of practice roles the resident is engaged in outside of the training programme and ensure the resident is appropriately gaining evidence from these roles to inform ARCP discussions and future revalidation recommendations.  Trainee revalidation - HEIW
	

	Confirm who will support the resident on a day-to-day basis clinically and whether the wider supervision arrangements are clear.
	

	Discuss how progress will be reviewed during the placement and when follow-up meetings will take place.
	

	Confirm contact arrangements outside of agreed meetings should the need arise.
	

	Explain how the resident should raise concerns if the agreed plan is not being delivered, including when local discussion, exception reporting, or other escalation routes may be needed.
	

	Agree any actions arising from the meeting, including changes needed to the rota, issues to raise with rota teams or programme leads, and any further information the resident or supervisor needs to provide.
	

	Ensure the agreed PDP is clearly documented and shared appropriately and uploaded to the portfolio.
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