HIGHER PROFESSIONAL DEVELOPMENT ACCREDITATION PANEL

A  GUIDE FOR APPLICANTS

These guidelines are intended for use by the course manager/provider of learning materials in preparing paperwork to submit to the RCGP and for use by the RCGP panel in determining whether the course/learning materials should be approved. They set out the criteria by which courses and learning materials are judged. There are a number of criteria which are common to delivery methods and some which are slightly different depending on whether we are looking at a structured course or self-directed learning materials. 

1)
Course/Materials Rationale
The course/materials should derive from an assessment of unmet need or demand from general 
practice/primary care. The rationale for the mode of delivery (i.e. distance-, tutor-based, research-based etc.) should be clear and convincing.

2)
Aims/objectives
There must be a clear description of the educational aims and objectives of the course or learning materials so that participants are aware of the learning which they can be expected to experience and how learning outcomes can be measured. The aims and objectives and learning outcomes should be appropriate to general 
practitioners. They should be clear to learners and reflected in the content, design and delivery of the course/materials. There should be an indication of the time needed for taught elements and private study.

3)
Relation to Good Medical Practice (GMP) and Good Medical Practice for General 
Practice *

All RCGP accredited courses and learning materials must be mapped onto the relevant sections of GMP. The linkages with GMP need to be demonstrated so that GPs undertaking the course or programme of learning can use evidence from this process for their appraisal and revalidation folders. Linkage into Good Medical Practice for GPs is desirable. These linkages will also enable participants on the College’s Accredited Professional Development Programme to see how the course or materials can be used to fulfil its requirements.  

4)
Selection / Admission Process and Criteria (Courses only) 

These should ensure that GPs selected onto the course will be able 
to benefit from it, e.g. understand what is involved; have the prerequisite knowledge, skills and experience. GPs should be aware of the advantages and disadvantages of particular delivery methods, including time commitment, so they can make an informed choice.

5)
Guidance On Who Will Benefit From The Materials (Learning materials only) 

The materials should indicate clearly and realistically what previous understanding or experience is needed to benefit from them, how much time will be required to work through them and what software and other support is needed. .

6)
Access and Equal Opportunities (Courses)  

The course should allow for the whole range of GPs who might benefit to access the course. There should be an equal opportunities policy, covering access, delivery and assessment and evidence of how it is 
operated.

7)
Equal Opportunities and Anti Discrimination (Materials)

There should be policy stating how the materials are reviewed to ensure they contain no language or content which would cause offence. 

8)
Course/Materials Design
The rationale for the design of the course/learning materials and the underpinning model of teaching and learning should be described. 

9)
Course/Materials Content

There should be evidence that this is relevant to GPs.   There should be a process for reviewing and updating the content, and for incorporating relevant national and professional body policy. The content should be coherent and manageable in the specified time. There should be no promotional material in the course and any sponsorship should be clearly stated. 

10)
Relating the Course to Practice (Courses only)


There should be mechanisms for GPs to get feedback on their progress and for 
difficulties with progress be identified and supported. 

There should be processes to relate learning to a personal and/or practice development plan. Please describe how you encourage the transfer of learning to practice and facilitate GPs integrating their own experience with the learning from the course. Tuition should encourage and facilitate a self-reflective and participative form of learning which will allow participants to review their needs during the course, although this doesn’t exclude a didactic component.

11)
Support for Learning (Materials only) 

There should be clear guidance on how to work through the materials to get greatest benefit from them. There should be built–in feedback mechanisms and encouragement to reflect on learning and relate it to practice. There should be access to help with technical difficulties. Opportunities for face-to-face or other forms of personal support are desirable. 

12)
Assessment (Courses only)
Assessment should be designed in a manner appropriate to GPs and the course content and aims, and should help to take forward the participant’s learning. Please indicate if the course attracts Credit Accumulation and Transfer Scheme (CATS) points and if so to what level. 

13)
Resources (Courses only)

There should be evidence that the course can command accommodation, equipment 
and library resources adequate for the needs of GPs attending the course. The course 
should be supported by an appropriate organisational and administrative structure.

14)
Staffing (Courses only)
There should be evidence of input from staff who have current or recent experience of general practice or regular interaction with general practice which informs their teaching.

15)
Monitoring and Evaluation (Courses only)
There should be evidence that mechanisms for continuous quality assurance are in place. There should be processes to monitor learning outcomes and to ensure the relevance to GPs maintained and the views of GPs taken into consideration. 

16)
Monitoring and Evaluation (Materials only) 

There should be evidence of mechanisms for obtaining and acting on feedback from users. There should be evidence of regular review of the materials. 

Accreditation Procedures

i. Four copies of the application/materials must be submitted.  All applications must include any accompanying material from sponsors mailed out with the educational programme or relating to it.

ii. Applications for accreditation must be accompanied by a cheque for the accreditation fee of £500 payable to the Royal College of General Practitioners.

iii. If the panel members and the chair of the HPD group consider it necessary, a 

meeting with the course director and some of the course team will be set up.   In such cases an additional fee will be charged.

iv. The outcome of the accreditation will be notified to the course director/materials provider, together with the comments from the accreditation panel.  If a meeting is not required the provider/course director should receive the accreditation outcome and feedback no longer than 8 weeks after the paperwork has been acknowledged as complete. Accreditation is normally for one year.

v. For re-accreditation the Panel will require a report from the course provider.   The report should include the following:


a) The number of general practitioners participating.



b) Drop out rate and explanations if appropriate.



c) Details of participants’ performance with marks if applicable.

d) Summary of comments made by participants regarding the effectiveness of

    the programme/materials and a demonstration of how the feedback impacted 

    upon the course.



e) Evidence of changes in participants’ practice / behaviour as a result of 


    completing the programme.



f) Details of plans for the future development of the course or learning 


    materials. 

vi.
Learning materials will not be re-accredited but will need to be resubmitted for 
accreditation. 

vii.
A fee of £300.00 will be charged for reaccreditation.  

viii.
If the application is approved, the provider will receive a letter of approval, the 
course/materials will be listed on the college website as an approved 
programme and the provider may use the college crest and state that the 
course/materials are approved by the RCGP.

· General Medical Council, Good Medical Practice, 2001.

· Royal College of General Practitioners and the General Practitioners Committee of the BMA. Good Medical Practice for General Practitioners, 2002.

These documents are available from the websites of the GMC and RCGP respectively. 


