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Trainee Agreement Regarding Communication
When a referral to the Professional Support and Wellbeing Service is made the trainee consents to a minimum amount of information being shared with their training programme regarding their engagement with the service. No confidential information will be shared without consent from the trainee. 
Professional Support and Wellbeing Service Communication with Educators 
While the Professional Support and Wellbeing team welcome approaches from educators this must be with the knowledge of the trainee concerned, who is to be copied into any email communication with the Professional Support and Wellbeing team.
The initial referral should be made by completing the Professional Support and Wellbeing referral form, which will begin input and support from the Professional Support and Wellbeing team.
Follow up / additional information can be dealt with as follows:
· The trainee will be copied into any response to the educator.
· Where confidential information is being requested by the educator, the PSW will respond once the trainee has consented to the information being released. 
· Any communication or meeting will include the trainee concerned, e.g. phone calls, informal chats and emails. 
Where it is felt a discussion outside this practice is warranted, this must be escalated to the Deputy Dean for Professional Support and Wellbeing or the Professional Support and Wellbeing team beforehand. 
ARCP Summary of Support for ARCP
Prior to an ARCP assessment or feedback panel the School via the Programme Support Manager for the specialty can request the “PSW Summary of Support for ARCP” form be completed. 
The form provides a factual account of the support provided by the PSW, no information from the Case Manager or Genius Within reports will be provided. 
The PSW will copy the trainee into the response to the School.


Case Manager Communication with Educators
Frequency 
A ‘relevant educator’ is agreed with the trainee and is usually a current Educational Supervisor, Trust Specialty Training Lead, Training Programme Director, Head of School or Director of Medical Education even if the trainee is out of programme (OOP).
It is standard practice for the agreed relevant educator to be informed by email after every Case Manager and trainee meeting. It is the Case Manager’s responsibility to check regularly with the trainee who this is.
For trainees with an ARCP outcome 4, there should still be a relevant educator involved (unless pure career support). If it is unclear who this is, escalate to the Deputy Dean for Professional Support and Wellbeing, especially if there are concerns.
Content
Information shared beyond the minimum that you have met with the trainee, depends on both the consent of the trainee and the discretion of the Case Manager.
To avoid confusion, Case Manager’s should ensure any communication only includes their Professional Support and Wellbeing role in their email signature (other roles should not be included).
Case Manager’s must not directly lobby / write to educators on behalf of trainees, however, as their advocate, they may:
· Support the trainee to write an appropriate email.
· Attend a meeting at the request of a trainee to provide pastoral support (not to speak on their behalf).
· Summarise any meeting outcomes by email which the trainee would be responsible for actioning or forwarding to relevant parties.
· If the Case Manager feels the trainee is not being supported effectively or cannot self-advocate this is to be escalated to the Deputy or Associate Dean for Professional Support and Wellbeing.
Lack of Response from a Trainee
To avoid the situation where a trainee does not reply directly to a request to share a meeting summary with their relevant educator, options include:
· Responding to the relevant educator with minimum information: i.e. I met with Dr Smith on the 1 June and plan to meet them again in 8 weeks.
· Emailing the meeting summary to the trainee including a date by when it will automatically be shared with their relevant educator unless you hear otherwise.
Communication Within the Professional Support and Wellbeing Team
A confidential communication system operates within the Professional Support and Wellbeing team to which the trainee formally consents when they agree to a referral, this consent is included on the initial referral form. 
The Professional Support and Wellbeing Service does not have to gain formal consent for communication between:
· The trainee.
· The allocated Case Manager.
· The administrative team.
· Escalation to the Deputy Dean and in urgent cases the Postgraduate Dean.
· The Lead Employer (when communication relates to Access to Work or reasonable adjustments).
Other Communication Within the Professional Support and Wellbeing Team
· Formal consent will be gained for assessments with Genuis Within. A consent form will be sent to the trainee detailing the information that will be shared by Genius Within with the PSW team to inform next steps, and the information the PSW will share with the Lead Employer as appropriate.
· Case Manager peer supervision trios where anonymised cases can be discussed.
· The Specialty Schools via the Programme Support Manager will be sent a monthly update on trainees referred to the Professional Support and Wellbeing Service. This provides the date of referral, the referral reason(s) and the status of the referral; no other details are shared.
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