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West Midlands Postgraduate Doctors in Training Engagement Forum (PDTEF)

Terms of Reference

Version 2 (September 2022) – amendments to original by Anna Darbyshire, Iqra Ashraf and Alexander Crichton - HEE WM Clinical Fellows

Date approved: 26th September 2022

Approved by: Dr Ellen Knox – Associate Dean

Date to be reviewed : September 2023. The terms of reference will be reviewed annually with the introduction of a new Chairperson(s). They can be reviewed at any time to ensure the forum serves its primary purpose of raising the profile of postgraduate doctors in training views at a senior level within HEE. 










Purpose:
The PDTEF was established in 2021 to improve engagement of postgraduate doctors in training with the work of HEE. It represents the voice of the postgraduate doctor in training at a regional and national level. The local PDTEF will contribute to the National Trainee Engagement Forum (NTEF). 
Through representing the voice of the postgraduate doctor in training, the forum aims to provide a platform for sharing good practice, provide a mechanism for bidirectional communication between HEE WM and doctors in training and improve the quality of training within the region. 
Scope of activities:
· The PDTEF will meet virtually (via Microsoft Teams) every 2-3 months. The frequency of meetings may increase should demand be present. 
· The PDTEF will specifically:
· Seek to share examples of good practice across the region in relation to doctors in training education and wellbeing.
· Innovate and brainstorm ideas on matters relevant to training which may cross different training programmes or Schools.
· Identify training issues which require escalation above the level of School board and training placement provider.
· Attempt to resolve aforementioned issues locally through discussion with Associate Dean / Postgraduate Dean, prior to escalation to a national level.
· Seek doctors in training feedback on proposed changes to educational policy / process within the remit of HEE.
· Provide a two way communication / exchange of ideas between PDTEF and NTEF.
· The PDTEF is not:
· A mechanism to circumvent the usual methods of raising concerns, for example through employers, College Tutors, Training Programme Directors, School boards, Guardians of Safe Working or Freedom to Speak up Guardian.
· A forum to raise personal issues or difficulties related to an individual doctor in training. This will need to be escalated via their own educational supervisor in the first instance. 
· An alternative way to communicate HEE matters nor a HEE policy making board.
Inputs to the PDTEF
· Postgraduate doctors in training can relay issues to their School PDTEF representatives, who can in turn raise issues to be discussed in the meeting via email to pdtef.wm@hee.nhs.uk.
· An up to date list of representatives can be found on the PDTEF webpage of the HEE WM website.
· Postgraduate doctors in training can email to add an item to the agenda via an email to pdtef.wm@hee.nhs.uk
· Postgraduate doctors in training can attend the PDTEF meeting by requesting Meeting invite via an email to pdtef.wm@hee.nhs.uk
· Updates from NTEF (where applicable).
· Updates from HEE (where applicable). 
Outputs from the PDTEF
· Minutes to be taken by HEE WM administrative support.
· Minutes to be circulated to Chairperson(s) for approval, and then distributed to all PDTEF representatives by HEE WM administrative support once approved. 
· PDTEF Chairperson(s) to raise issues quarterly at NTEF.
· Updates relevant to all doctors in training to sent out via the Postgraduate Doctors in Training Newsletter.
Membership and Participation 
The executive leadership of the PDTEF will consist of the Chairperson(s) and the Postgraduate Dean or nominated deputy. 
Recruitment and selection processes for members of the PDTEF are outlined below:

	Role
	Recruitment and Selection Process

	PDTEF Chairperson(s)
	The Chairpersons are HEE Clinical Fellows selected by the Postgraduate Dean or nominated deputy. The HEE Clinical Fellow role is a 12 month post and has a competitive selection process.

	PDTEF Representatives
	Each postgraduate school is delegated responsibility for selecting their trainee representatives. They may select from existing trainee representatives or create additional posts. The selection process will be in keeping with the current school arrangements.



Trainee representatives are usually in post for up to 2 years to ensure continuity of post, provided this is in keeping with their school’s current practice. On appointment of a new representative, there should be an informal virtual meeting between Chairperson(s) and incoming representative(s) to ensure clarity of the role. Trainee representatives can apply for Study Leave / Professional Leave through their usual channels for attendance at the PDTEF. At the end of their post, they will receive a certificate and a letter of thanks for their membership and participation. 
The PDTEF will open different sections of their meetings to different levels of participation. The levels of participation and indicative membership are outlined below:

	Level of Participation
	Membership

	Level A
	· HEE Clinical Fellows (as Chairperson(s)
· PDTEF reps from each school
· Other doctors in training by request

	Level B
	· HEE Clinical Fellows (as Chairperson(s)
· PDTEF reps from each school
· Other doctors in training by request
· Postgraduate Dean or nominated deputy



Guests with relevant expertise will be invited to sections of the meeting as deemed appropriate by the Chairperson(s). 
Rules of Participation
· PDTEF representatives must have the opportunity to raise, individually or collectively, matters of concern without fear or disadvantage. It is imperative this trust and confidentiality is reciprocated. 
· It is expected that PDTEF representatives will actively seek and represent the views of their postgraduate doctors in training colleagues, as well as offer an individual perspective. 
· PDTEF representatives are expected to contribute to decision making and share responsibility for PDTEF decisions. They should be prepared in advance of meetings by reading relevant materials as guided and keeping up to date with subjects relevant to PDTEF agenda.
· PDTEF representatives are expected to send apologies for meetings they are not able to attend. In the case of recurrent missed attendance without apologies (≥2 meetings), the Chairperson(s) should contact the relevant Head of School directly to ensure the correct contact details for the representative are held and / or to initiate re-recruitment where necessary. 
· It is the role of all participants to ensure all postgraduate doctors in training, including LTFT, international medical graduates, and those with protected characteristics, are being represented and considered in all discussions. 
Transparency
· Agendas, minutes from previous meeting and accompanying papers will be circulated prior to the meeting.
· Issues that can not be resolved at a local level will be raised at the next NTEF. Feedback from this forum will be communicated to representatives either in email or at the next meeting. If required, feedback will be communicated to all doctors in training through the Newsletter. 
· Chairperson will devise an annual report which will be available to all on the PDTEF webpage.
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