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FRCPath Teaching  - Organisers’ checklist

Each term will have one trainee organiser from Leeds and one from Sheffield.
These must be identified at the beginning of the previous term to ensure the programme runs smoothly.  

The success of the FRCPath teaching programme depends on each term’s trainee organisers – this is your chance to get valuable experience in arranging a formal training course, and a big part of your own leadership/management training. 

Use this checklist to ensure nothing is forgotten – e.g. you can tick off and date each step as it’s completed.  Once the rolling programme gets going, the organisation should not be too burdensome!

1. Ascertain rough dates and subjects from three-year timetable and liaise with STC supervising consultants in Leeds and Sheffield (currently JIW and PK). Make template for your term's timetable.
2. Make sure venues booked across likely dates for entire year (liaise with Steve Toms).   The venues need to have videoconferencing facilities.  Avoid school holidays (incl. half terms) & ST1 teaching weeks.  
3. Leeds and Sheffield organisers liaise and sketch out term dates and sessions (Usually 5 days per term, 2 in Sheffield).   Refer to Leeds virtual pathology website for past sessions & rolling rota. (http://www.virtualpathology.leeds.ac.uk/deanery/deanery.php?content=FRCPath teaching - 3 year rolling programme). 

4. Contact Leeds Trainees committee chair and arrange a trainee committee meeting with STC chair on one of the Leeds days.    

5. Consider speakers for academic, management/leadership, autopsy and gynae cytology presentations.  Liaise with Dr Lisa Barker as early as possible to fix a date and topic for the autopsy session for your term.  Liaise with Eldo/Nick to fix a date/topic for molecular pathology - There should be one at least molecular pathology session each term.
6. Email Martin Waterhouse (m.c.waterhouse@leeds.ac.uk) to request past virtual slide sets have answers hidden during the next term.

7. Contact potential speakers to request participation and advise on subjects/session structure. Inform the speakers of the change in audience, which from autumn 2016 includes ST1 trainees.   Request any slides very early, stressing need history and also the answers in electronic form for scanning.  The answers will be hidden from the trainees until after the session, but it is very helpful to be able to add these to the scanned slides for revision purposes later on.  Initial request is best discussed verbally with speakers, including that the sessions will be videolinked.  Follow up by formal standard letter (attached) as aide memoire.  

Remember date, venue, time and expected duration.


For new speakers, advise on group size and composition, available facilities 
and other sessions planned for the term.   Advise that formal feedback will be 
provided.

8. When dates arranged, confirm final timetable with speakers and circulate to trainees, STC consultant supervisors and TPD. Put on G: drive (Leeds) and on virtualpathology website (liaise with Martin Waterhouse). 
9. Dr Wyatt will produce the SurveyMonkey feedback form - check this is done and obtain the email link for submitting responses. Ask Martin Waterhouse to update this link on the virtualpathology website as well.
10. Acquire any slides ASAP. It has been decided at the annual review meeting (2016) that we will trial using only virtual slides prior to teaching sessions due to ongoing problems with cirulating glass slides between different sites. 


Slide scanning  = these are for Leeds teaching; there are alternative arrangements for Sheffield slides.  For Leeds - arrange directly with Martin Waterhouse (- you can ask an academic trainee for help).  Fill in the scan request form (on G: drive). Anonymize the slides using blank labels making sure the printed label is completely covered.  Allow 2-3 days for slides to be scanned and put up on the website. 
Scanning is done by Mike Hale in the LIMM and website upload and management by Martin Waterhouse. Ask Martin for the date entry sheet for the histories and answers (if available) to go with the scanned slides (answers will be hidden from view until after the sessions). Retrieve slides from scanning and use for Leeds set.

Scanned slides to appear under this directory:

http://www.virtualpathology.leeds.ac.uk/deanery/archive/archive.php
Prior to the teaching please distribute links for the virtual slides to the Leeds histopathologytrainees yahoo group, and Sheffield organiser to distribute link around Sheffield trainees. 

11. Cytology - Due to issues with cytology cases being unable to be scanned and difficult in getting extra slides/distributing between two main sites, it has been decided at the annual review meeting (2016) that all cytology sessions should be lecture based, and slide sessions for cytology should be delivered locally in our hospitals in separate training sessions to the FRCPath teaching. 
12. Contact speakers one week before teaching to confirm/remind and enquire if assistance can be provided.
13. Must check with speakers if there is a Power Point presentation. Always ask for them to email you a copy before hand. (Often their flash drives may not work on the day). Once you have received the presentation download it on to the department laptop used for teaching which is kept with Steve Toms.
14. Check video link before teaching day for any problems.
15. Leeds Organiser - Re-confirm with Steve Toms about multi-header room booking, there's a chance this could get double booked because of problems with the online room booking system.
Check with Steve Toms if he will be available on the teaching day. If not, if anyone else could help in his place with the technical side of things.

16. Day of teaching, arrive early and set up the teaching laptop and video link with Steve Tom's help. Start setting up at 9am for a 10am session to allow time for any connection problems to be sorted out. Print off attendance register forms for each session 
17. Make sure you collect the attendance register at the end of the meeting and remind the audience to submit feedback using the surveymonkey link, and link is also available on the Leeds Virtual Pathology website. 
Feedback to be distributed to speakers 1 week after each session - JW will collate feedback information to organisers to distribute with thank you letters. 
18. After sessions, send paper letter of thanks to speakers including their time, subject and date.   Ask if would be willing to do again in three years and if there are any suggestions for improvement. Include a copy of their feedback. 
19. Check speaker retains their own copy of the slides 

20. On completion of term, hand over to next team of organisers.  If you identify changes necessary to this checklist, please pass on to the organiser (currently Dr Wyatt).  Email final timetable of term to supervising consultant and training programme director

21. Complete spreadsheet of attendance for each session, and email this to Dr Wyatt to allow for distribution between TPDs and ESs for the ARCPs.. 
22. Store all electronic documentation on G drive, LTHT.   Paper documentation in folder to supervising consultant.

23. There will also be feedback from speakers about the running of the scheme, collected by (not set up), and fed back to the organisers for their portfolio, and the STC supervising consultants to ensure the programme runs as well as possible.

24. Celebrate your achievement!!!!
JIW, AG  v. 17.10.16
