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Course Organiser Job Description
	Job Title

Course Organiser 


	Grade/Salary

Point GP00/GP01 of the GP Educator Scale 


	Post Reference



	Directorate

PGMDE – Oxford Deanery


	Department/Section

GP Education




	Reporting to:

Associate Director of General Practice Education for County

Deanery Director of Postgraduate General Practice Education. 

Responsible for:

Shared responsibility with the other District Course Organisers for running of the District GP Vocational Training Scheme.


	Main Contacts

GP Registrars and Scheme Doctors

GP Trainers

CPD Tutors
Clinical Tutor
Scheme Hospital Consultants

Foundation Programme Training Director

Postgraduate Centre Manager and Staff


Primary Care Trusts


County Associate Director 

GP Education Manager and Staff at Oxford PGMDE
DPGPE



	The Role of the Deanery

To support the development of a modern, flexible and skilled General Practice workforce; and to promote the role of the generalist and the contribution of primary care in the local NHS.

Main Purpose of Course Organiser Job
To support the professional development of GP Registrars and SHOs on schemes, through hospital and general practice placements to successful completion of training and certification as independent General Practitioners fit for the future. 




	Responsibilities covered by the Course Organiser team as a whole include:
Registrars

· To ensure the provision of appropriate regular educational courses and activities, including the vocational day release course. This will deliver a wide based curriculum reflecting the multi-professional nature of general practice, using large group and small group methods, and have stated aims and objectives. 
· To provide support and counselling for all registrars at periodic intervals including those on part-time training, and provide career advice for junior doctors

· To ensure that formative assessment including a mid-term assessment is regularly undertaken

· To support the identification of learning needs and arrangement of appropriate specialty training placements for middle year GP Registrars

· To monitor registrars’ satisfactory progress through training, and encourage early identification of those with special needs, working with them and their trainers for their resolution (see Deanery policy document for Doctors with Performance Problems).

General Practice Training Placements

· To negotiate with trainers a process for the allocation of GP Registrars and Foundation doctors to training practices

· To identify vocational training scheme vacancies and participate in the Deanery administration and selection procedures

· To liaise with Foundation Programme Training Directors over recruitment and allocation of GP Foundation Programme Training placements 
· To liaise between Deanery and training practices regarding one off appointments (e.g. GP Returners and Inter-Deanery transfers), and co-ordinate placements.


Hospital Posts

· To liaise with Consultants and other senior staff in departments with posts
approved for GP training and to ensure appropriate educational objectives are
identified, and ways to achieve delivery of the curriculum.

· To ensure that appropriate RITA (Record of In-training Assessment) procedures are followed for each placement, with early identification of registrars, or departments, in difficulties and appropriate referral (see Deanery policy document for Doctors with Performance Problems)

· To participate in hospital approval visits to departments across the Deanery for
approval of posts for GP training, providing reports to visitors when requested.

· To support SHOs on the VTS programme during their hospital posts with a regular learning set, and facilitate annual refocusing week in general practice through study leave process

Trainers and Training Practices

· To support new trainers attending the New Teachers Course, involving them in the local trainers group and arranging mentorship, and helping them prepare for the approval visit

· To assist with the approval and re-approval of trainers throughout the scheme.

· To ensure the continuing professional development of trainers with regular trainers’ groups providing opportunities for peer support, and updating on administrative and educational developments in GP training

· To support the regular review of training practices through the GP Registrar mid term assessment process and the Deanery training practice approval process

· To support trainers with GP registrars with performance problems, involving the county associate director when appropriate

· To encourage and facilitate the involvement of trainers in the local VTS day release course

Administration and Liaison

· To develop and maintain appropriate administrative and secretarial back-up to the
scheme, working closely with the postgraduate centre manager and staff

· To ensure accurate provision of information about doctors in training and GP trainers, and reliable means of communication with the Deanery office 

· To be responsible for the management of the local Section 63 Budget, in partnership with the centre manager

· To work with local Clinical Tutor, Foundation Programme Training Director, CPD Tutor and Consultants to promote the local educational strategy 

· To work with hospital and primary care trusts to identify and recruit suitable training posts for GP specialty training

· To liaise with other course organisers in the deanery, attending the annual faculty study days, quarterly deanery course organiser meetings, and local county meetings

· To support the management and participate in running deanery registrar courses

· To produce a brief annual report for the DGH and for the Deanery.

Personal

· Maintain the standards outlined in “Good Medical Practice”

· Maintain an educational personal development plan, demonstrating commitment to professional development as a GP Educator

· Participate in annual educator’s appraisal  with the county associate director
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