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[bookmark: _Hlk125146679]DFT Educational Supervisor Approval Process 
Introduction
This guidance is to be read in conjunction with the Dental Educational Supervisor Approval (DESAP) platform. The approval form allows the approval committee to assess and score your application with the most suitable information before them so please take time and care to complete the forms.  Please try to answer the questions openly and with reflection to give a full account of yourself.
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Access to the system.
To begin you can access the Dental Educational Supervisor Approval Platform (DESAP) using this link to the  https://desap.heiw.wales/ 
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· If you are a new DESAP applicant, you will need to click sign up and complete the registration form. 
(Please note the password will need to be 10 characters long, must contain 1 upper case 1 number and 1 special Character (no brackets))
· If you are an existing applicant, you will need to log in as usual 
First Log in
When you first log into the system you will see this dashboard.
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Account Tab
Under this tab you will find your profile.  This allows you to make changes to your personal details, you will be able to amend your name, GDC number, contact number and change your password.  If you want to make changes to the email address, you will need to contact an administrator.
Dashboard
The Dashboard is your home page and allows you to open and view your application.
DFT Application Forms
Are where you are able to find the DFT application form.  Please be sure that you have ticked the relevant programme to apply to:
DFT or WDTFT – please note if you are applying to both, you will need to complete two forms.
Click apply and you will need to complete the Dental Educational Supervisor application agreement before proceeding.
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Once the agreement is complete the system will activate the forms required.
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A few things to note:
· If you are an existing Educational Supervisor, this information should be saved from your previous applications. So, you should be able to navigate through the tabs to make any amendments before saving each page and submitting.
· Please ensure you click ‘save changes’ before clicking to move onto the next page.
· Some elements require activity to be completed within certain time frames etc.  If anything is entered outside of what is required, this will be flagged to you and may affect your ability to submit.  If this is the case the system will let you know what is outstanding.  
· The system will let you put in future dates if necessary.
· The system will not let you submit until all aspects of the approval requirements are met.  
· If you add or update any information, there is a slight lag in the system and it doesn’t appear straight away.

Part A
Part A is basically information about the Educational Supervisor.  
Once you have clicked Part A, you will see that a form has been created for you.  You will need to click on the edit button to open the form.
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There are 10 tabs to complete please make your way through each one ensuring you save before moving on to the next page.  
(tip if you click the current round text at the top of your screen this will show any previous applications).
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Once you have completed Part A, save and submit.  Your Dashboard will be updated to show its complete.  The form will be locked, and you will be unable to edit.  

[image: ]

Part B
As with Part A, to access Part B click the apply button and then Part B.
Once you have clicked Part B, you will see that a form has been created for you.  You will need to click on the edit button to open the form.
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Part B is essentially about the applicant and the practice.  
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There are 8 tabs to complete please make your way through each one ensuring you save before moving on to the next page.
Once you have completed Part B, save and submit.  Your Dashboard will be updated to show its complete.  The form will be locked, and you will be unable to edit.  
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Part C
As with Part B, to access Part C click the apply button and then Part C.
Once you have clicked Part C, you will see that a form has been created for you.  You will need to click on the edit button to open the form.
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Part C of the application is our Equal Opportunities form.
There are 3 tabs to this form please make your way through each one ensuring you save before moving on to the next page.
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Once you have completed Part C, save and submit. Your Dashboard will be updated to show its complete.  The form will be locked, and you will be unable to edit.  
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Sessional Commitments (This form is for existing Educational Supervisors only to complete.)
Once you have clicked the apply button you will see that a form has been created for you.  You will need to click on the edit button to open the form.
[image: ] 
HEIW have set a minimum number of sessions to be attended as 14. Individuals who can demonstrate to the satisfaction of their Training Programme Director that they have attended a minimum of 14 sessions or above, will be allocated 2 points which will be added to the ES approval application score. If the minimum sessions achieved is below 14, 0 points will be added to the ES approval application score.
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If you are a first year ES, just complete the activity that you have been involved in to-date.  Your TPD will sign this off to confirm that you have attended everything required up until this point. So, you will get the two points and will not be disadvantaged.
Once you have completed the sessional commitments save and submit. Your Dashboard will be updated to show its complete.  The form will be locked, and you will be unable to edit.  
[image: ]
Uploads
Uploads is where you can upload any required evidence to support your application.  
Once you have clicked the apply button you will see that a form has been created for you.  You will need to click on the edit button to open the form.
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Or you can access this page from the CPD tab of the application form, but you must click save before clicking uploads or the information entered in the CPD tab will be lost.
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The required documentation to be uploaded is an up-to-date PDP.
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Once you have uploaded the required evidence click save and submit.  Your Dashboard will be updated to show its complete.  The form will be locked, and you will be unable to edit.  

Quality Assurance Practice Visits
Practice Visits form part of HEIWs quality assurance processes.  They are conducted to ensure that your practice and staff provide a suitable environment to accommodate a dental foundation trainee.
For Existing Educational Supervisor applicants, your Training Programme Director will be in touch to arrange your Quality Assurance Practice visit for January & February.
· This visit is reviewed, scored and reported via DESAP by the TPD.  The completed form is then shared with the ES who also agrees to this via DESAP. The DESAP system will notify the ES when your complete PV is available, so you can login to the system to review. 
· The total score of an applicant’s ES Commitment and the QA Practice visit is added together to gain an overall Quality Assurance total.  This will be used to recommend ESs for approval and identify those scoring in the lowest 10% across Wales who will be invited back for interview.
For New Educational Supervisor applicants if you are successfully approved, your Training Programme Director will be in touch to arrange a practice visit from May.
· As above this visit is reviewed, scored and reported via DESAP by the TPD.  The completed form is then shared with the ES who also agrees to this via DESAP. The DESAP system will notify the ES when your complete PV is available, so you can login to the system to review. 


What happens after submission?
Existing Applicants
Your application will be considered by the DFT Associate Dean
Your QA practice visit, and ES Sessional Commitment form is scored.   ESs from across Wales who are within the lowest scoring 10% are invited to interview.



Local Health Board’s feedback and further supporting documents are collated.




Interviews will take place virtually on 28th & 29th April 2026



Applicants notified of outcome by 15th May 2026



New Applicants
Your application will be considered by the DFT Associate Dean



Local Health Board’s feedback is collated

ise collated.



Interviews will take place virtually on 28th & 29th April 2025



Applicants notified of outcome by 15th May 2026


If approved your scheme TPD will make contact to arrange a New practice visit between 
19th May 2026 – 26th June 2026
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Application for Approval form

To complete the approval form you will need to make your way through the application sections on
your dashboard.

As an existing ES, the system should have saved your previous application so you should be able to
navigate through the tabs within Part A, B, C and ‘Uploads’ to make any updates before submitting
your application.

Please ensure you click ‘save and continue’ at the bottom of each tab of the application form to
ensure you will be able to return to it if you need to.

A few things to note:

*  Once you have submitted any part it will turn light green. Once submitted you will not be
able to make any changes

* Tip: if you find that you have completed a section, but it is not showing on your dashboard
please refresh the page by clicking & _in the top left of the screen.

* The following documents will need to be submitted to support your application:
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5. Application for Approval form

To complete the approval form you will need to make your way through the application sections on
your dashboard.

As an existing ES, the system should have saved your previous application so you should be able to
navigate through the tabs within Part A, B, C and ‘Uploads’ to make any updates before submitting
your application.

Please ensure you click ‘save and continue’ at the bottom of each tab of the application form to
ensure you will be able to return to it if you need to.

A few things to note:

*  Once you have submitted any part it will turn light green. Once submitted you will not be
able to make any changes

* Tip: if you find that you have completed a section, but it is not showing on your dashboard
please refresh the page by clicking & in the top left of the screen.
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