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1. Purpose of this document

This training manual details how to use the proactive quality assurance process on GMC
connect. The manual is split into the different aspects of the process and each section takes
you through how to navigate GMC connect using instructions and screen shots. We hope
you find this manual useful and that it contains all the information you need, however if it
doesn’t then please inform your regional contact with the Monitoring and Improvement team
at the GMC.

For a descriptive overview, and additional information about the QA process, the following
documents may prove to be useful:

- External QA process guidance — This document provides a descriptive overview of the
QA process for all organisations involved in medical education and training that the GMC
quality assures. It available on GMC connect or on the GMC website here.

- GMC website — The QA pages on our website detail the new proactive QA process and
how this fits in with our QA system as a whole.

2.Logging into GMC Connect

Log into GMC connect using your username and password. If you have forgotten your
password, use the ‘Forgotten Password?’ link where you can reset it using your email
address.

General Medical Council Home

GMC Connect sign in

Username or email

Password

Show

Forgot password?

How to create a GMC Connect account

Select quality reporting user group if you have access to more than one group.
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https://www.gmc-uk.org/education/standards-guidance-and-curricula/projects/review-of-our-quality-assurance-process/forms-and-documents
https://www.gmc-uk.org/education/standards-guidance-and-curricula/projects/review-of-our-quality-assurance-process

3. Declaration

The first part of the QA process is to complete the declaration. Medical schools and
postgraduate training organisations (PTOs) will be required to sign a declaration every four
years that signifies they are meeting or working towards meeting the standards set out in
Promoting Excellence: Standards for education and training. This marks the beginning of the
four-year QA cycle and will be the first part of the process that the organisations will need to
do before they go on to complete the self-assessment questionnaire (SAQ).

a. Completing the declaration

Completing the declaration is a paper-based exercise. The declaration will be shared with
you via email with a link to the declaration form on our website. The declaration will need to
be printed and signed by the Dean of the Medical School/PTO. The signed declaration will
then need to be uploaded to GMC Connect.

b. Uploading the declaration to GMC connect

Select the document folders tab

Gre:
GMCConnect poiny 9

Organisation - Keele University Change Organisation

User Group - Quality Reporting

Document Folders
Home
Guidance & Forms
Dashboards -1 News and Events
Reporting

Quality Assurance

Account Settings

Select the appropriate document folder by clicking the ‘View Details’ hyperlink and upload
the documents as necessary.

GMCConnect E;enii

Organisation - Keele University Change Organisation

User Group - Quality Reporting

Document Folders

Document FO[derS © Exportlist 8 Print

Guidance & Forms
Dashboards Document Folder # Documents  Last Document Date  # Posts Last Post Date Details

Reporting Declaration Form - Keele .. 0 0 View Details
Quality Assurance

Account Settings

Page 4
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4.Self- Assessment Questionnaire

The SAQ has been developed to find out more about the policies and processes in place at a
medical school or PTO to establish if they meet GMC standards. There are separate SAQs for
undergraduate organisations and postgraduate organisations. The format is a series of
questions based on the themes and standards of Promoting Excellence. The SAQ is available
on GMC connect and one or more users will have access to it at the organisation. You will be
able to work on a question at a time or download it and work on it as a whole, you will be
able to export individual questions to others to complete, and multiple users will be able to
work on the SAQ at one time.

a. Completing a questionnaire

Select the'Quality Assurance’ tab

GMCConnect

Organisation - Keele University Change Organisation

Greg
Sign out

User Group - Quality Reporting

Document Folders
Guidance & Forms
Dashboards
Reporting

Quality Assurance

Account Settings

To download the questionnaire to work offline click the export hyperlink.

Home

-] News and Events

the questionnaire click the questionnaire name hyperlink.

GMCConnect

Organisation - Keele University Change Organisation

To start completing

Greg
Sign out

User Group - Quality Reporting

Document Folders
Guidance & Forms
Dashboards
Reporting

Quality Assurance

Self Assessment
Questionnaire

Quality Activities
Annual Summary

Account Settings

Self Assessment Questionnaires

Your self assessment questionnaires are listed below

© Export list 8 Print

o To complete your open questionnaire, click on the 'Questionnaire Name' link in the ‘'Open Questionnaires’

section of the screen.

To view previous responses, you can click on the 'Questionnaire Name' link in the 'Submitted/Closed

Questionnaires’ section of the screen. Alternatively, you can export responses by clicking the 'Export’ link.

Open Questionnaires

Questionnaire Name Deadline Date Status Export

Self Assessment - 2021 .. 31/01/2022 Not Started Export

Submitted/Closed Questionnaires

Questionnaire Name Status Export

Self Assessment 2019 - Closed Export
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To respond to questions relating to a specific theme click the ‘theme’ hyperlink

GMCConnect ot

Organisation - Keele University Change (

User Group - Quality Reporting

Document Folders

Self Assessment - 2021 Keele University O Exportlist 8 Print
Guidance & Forms
Dashboards o Your questionnaire is grouped Into the themes of Promoting Excellence. To see the questions within each
Reporting theme, click View

Quality Assurance

Self Assessment Back
Questionnaire

Quality Activities

Theme Description Status
Annual Summary
Leaming e | Learning enviconment and culture Not Complete
Account Sett
Add Document
Document Description Uploaded Remove

To respond to a question, click the ‘Reference’ hyperlink

Greg
GMCConnect sign out e

Organisation - Keele University Change Organisation

User Group - Quality Reporting

Document Folders

Learning environment and culture O Exportlist 8 Print

Guidance & Forms

Please list quality management activities, processes and/or policies that demonstrate your ability to check whether
Dashboards standards are being met with regard to;

Reporting -
Back

Quality Assurance

Self Assessment

Questionnaire v Reference New Question This Year  Question Status
Quality Activities LEC1-01 Patient safety concerns, an organisation's ability to demonstrate an open.. Not complete

Annual Summary

Back
Account Settings
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The response field is mandatory as well as setting the question status. Once done save the
question by clicking the ‘save’ button.

Document Folders LEC1-01 O Bportlist | 8 Print

Guidanos & Forms

Dashboards o Complete all mandatory sections marked with an «

i

POt

Quality Assurance LEC1 Learning environment and culture

Please list quality management activities, processes and/or policles ihat demonstraie your ability 1o check whethes
Sell Assessment 0ase (1 QUKD g F es and/or polic ey ¥ 1 v

E standards are being met with regard to
Questionnalre ing met with regard
Patient safety concems, an organisation's ability to demonstrate an open and honest learning environment, and their
Quality Activities ability to iInvestigate and learn from mistakes

Annual Summary

Wiew previous years responses

Account Settings

Standards

Response

Planned aclivities we could obserae

Rezponse Documents

Provide examples of excellence

Status®

Not complete w

sa -

Please note that each question has a word limit on it and each response cannot be longer
than 2000 characters.
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Once you have checked the question has been correctly completed then save it, the status
for the question will change to complete.

GMCConnect b 9

Organisation - Keele University Change Organisation

User Groug - Quality Reporting

Document Folders

Learning environment and culture O Exportlist 8 Print

Guidance & Forms

Please list quality management activities, procesges and/for policies that demonstrate your ability to chack whether
Drashboards standards are being met with regard to

Reporting m
DIJB"[!' Agsurance
Sell Assessment

" > Reference MNew Question This Year estion Status
Questionnaire . e

LEC1-01 Patier safety concems, an organisaticn's abelity ba demonstrate an apen Complste
Quality Activities : .

Annual Summary

Account Settings m

Once each question is set to complete, then the theme will be set to complete. Once all
themes are complete you can submit the questionnaire by clicking the ‘submit’ button.

GMCConnect o~ 9

Organisation - Keals University Change Organisation

Usar Group - Quality Reporting

Document Folders

Self Assessment - 2021 Keele University OEwortist 8 Print
Guidance & Foms
Dashbosnls o Your guestionnaire is grouped into the themes of F"'C'ﬂDtII’l; Excellence. To see the questions within each

Reporting theme, click View

Quality Assurance

Self Aszesament 3 m
Questionnaire

Quality Activities

Thife Descriplion Stalus
Annual Summary }
LTJ-'. I_ g Leamung envirgprnment and culjure Compleie
ACeount Settings
Add Document
DoCumeEnt Descriptian uploaded RETwE

EE
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Click the confirm button to finalise the submission of the questionnaire

GMCConnect bkt e

2900
Organisation - Keele University Change Organigation
User Group - Quality Reporting

Submit Self Assessment - 2021 Keele University

o You will not be able to edit the questionnaire once it has been submitted for review unless further information Is

Reporting requested by the GMC
Quality Assurance
Self Assessment s
Questionnaire
Quality Activities

Annual Summary

Account Settings

Once submitted to the GMC you can view and/or export the questionnaire by clicking the
appropriate hyperlink.

You will also be able to monitor the status as it will update as the GMC undertake a review
of the questionnaire.

GMCConnect m 1 9

Organisation - Keels University Change Organisation

User Group - Quality Reporting

Self Assessment Questionnaires Ofwportlist 8 Pt
Guadance & Forms
Dashboards Your $elf assessment questionnaings ane listed below
Rep = s
a o complete your open quastionnaire, click on the 'Questicnnaine Marme' link in the "Open Questionnaings
Quality Assurance section of the screen

Self Assessment . ) N X )
Questionnaire = o view previous responses, you can click on the ‘Questionnaire Name' link in the “Submitted/Closed

Questionnaires’ section of the screen. Altematively, you can export responses by clicking the ‘Export’ link
Quality Activities

Annual Summar - 5
e Open Questionnaires
Account Settings

Questicrnaing Mame Deadline Date Stalus Expaoet

Submitted/Closed Questionnaires

Questionnaine Mame Satus Export

Self Assessmend - 2001 Sulmitted EEROT
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5. Quality Activities

A QA activity is an exercise undertaken by the GMC to seek assurance that our standards
are being met or to explore innovative or notable practice. QA activities will be selected from
the QA toolkit which is the overarching term for all the possible activity types, including
document reviews, meetings, shadowing of visits etc. We may also undertake quality
activities as part of a UK-wide or thematic review outside of the SAQ. We will select QA
activities from the list of activities the organisation identified in the SAQ. We will try to select
a range of activities from the QA toolkit so that each team is not just undertaking
observations or visits, for example.

a. Viewing quality activities

Click the quality activities tab
GMCConnect ﬁrlf-? _ 9

Organisation - Keshe University Change Organisation

Uiser Group - Quality Reporting

Self Assessment Questionnaires OEwortist 8 Print
G nce & Farm
Your sell assessment questionnaines are listed below
Reparting )
6 To complate your open questionnaire, click on the "Questionnaire Name' link in the "Open Queastionnaires’
l:|u;g|p1_}I Assurance section of the scraen
Self Assessment ) ) )
Guestionnaire ¥ To view presious responses, you can click on the 'Questionnaire Name' link in the ‘Submitied/Closed
Questionnaines” section of the screen. Alamativaly YOU Can export responses I|:|'- licking thae rxp:\'! i

Quality Activities
Annual Sums mary

Open Questionnaires

Account Senings

Duestonnaire Name Deadling Date Status Expart
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Review the detailed quality activity by dlicking the ‘Quality Activity #’ hyperlink.

GMCConnect o e

Organisation - Keele University Change Organisation
User Group - Quality Reporting

Document Folders

Quality Activities Do [T B

Guidance & Forms

Dashboards .

vashooards 0 Your quality activities for the current cycle are histed below.
rting
rrng

Rey "
Click the ‘Quality Activity # link to see more detadl about the quality activity
Quality Assurance
Self Assessment You can also export all your quality activities by clicking the ‘Export list’ button
Questionnaire
Quality Activities ’ Quality Activity # Type Status Description Date of Activity  Summary
Annual Summary Q0A1-2701891784 | Documenmt Shared with Org Request document for furt..  01/11/2021 Request document for fu

unt Settings

6. Annual QA Summary

We will produce an annual QA summary (AQAS) for each organisation which will include
summaries of the SAQ submission, QA activities that were undertaken and any
requirements, recommendations or areas good practice identified during the year.

PLEASE NOTE: This section is currently being developed on GMC connect and will be added
to the training manual shortly.
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