NATIONAL TRANSFER OF INFORMATION (TOI) PROCESS

DEFINITION

The TOI process is a means of supporting students as they move from the medical school to the foundation school environment. In particular, this process seeks to highlight students who may require additional support during their foundation training programmes.  The TOI process is one of the mechanisms by which medical schools pass on information relating to students which may affect patient safety.  
GENERAL PRINCIPLES

a) The TOI process will be facilitated by the use of a TOI form (Appendix 1).   The TOI form must be used in conjunction with the results of the review undertaken by each medical school of each final year medical student working together with their local foundation school.

b) The TOI process described in this document should only be used to facilitate appropriate support for students as they move from medical school to foundation school.

c) Medical students have ownership of the amount of information they wish to disclose over and above information that which they are obligated to provide either by GMC rules or information that may affect their ability to treat patients safely.

d) TOI information may be sensitive and must be treated as confidential. The TOI forms should only be accessed by medical schools offices, foundation school offices and the individual within the Local Education Provider (i.e. Trust) who is responsible for the foundation doctor’s training. No information should be passed beyond these boundaries without the explicit agreement of the Foundation Doctor (FD).*

*This stipulation excludes information which is deemed to involve issues of patient safety.
THE TOI FORM

The Transfer of Information form is completed by the student. The student should keep in mind the GMC guidance on probity relating to the passage of information that may affect patient care.   Furthermore, medical schools have the right to review TOI forms of any of their students and discuss with that student whether the form has been completed appropriately.
The questions on the form are designed to highlight whether the student has had significant educational, health or other problems during the course of their student career.   Isolated events relating to absences, health or exams should not raise any concerns about that student.  However, patterns of behaviour are relevant (i.e. failure of a series of exams throughout the course or a series of periods of absence or discontinuation of course.)

PROCESS

1. Each autumn, there should be a meeting within the medical school to review final year students who have experienced significant difficulties during their course.  It is recommended that this meeting should bring together medical school representatives (eg Chairman of Progress Committee or equivalent) and also representatives from the local foundation school with expertise in dealing with foundation doctors who develop problems in the F1 year. (This approach is advised, though it is recognised that some of these students may not go to the local foundation school).

The vast majority of final year students will have no reason to be reviewed. However a number of students will be highlighted as being at an increased risk for experiencing difficulties in their foundation programme.  For each of the highlighted students, a decision will need to be made whether to:-
a) consider nominating the student for special circumstances to remain within a specific foundation school
OR

b) note the need to track the student’s TOI form to ensure that it properly indicates the presence of their relevant issues. 

2. Following allocation to a Foundation Programme and before final exams, the TOI form along with a TOI information sheet (Appendix 2) is sent to all final year medical students.  Students are asked to complete and return the TOI form to their undergraduate medical office/registry.  Students should be informed very clearly that the forms have no bearing on their employment or attainment of post and will remain within the confines of the relevant medical school and foundation school until after they are allocated, at which point a copy will be passed to the local educator within the Trust responsible for their training (usually the Clinical Tutor or Foundation Training Programme Director).  

3. There is no necessity to discuss or sign off each form at medical school level, as the vast majority of forms will contain no information that is likely to cause concern.   However, as described above, the medical school may choose to review the forms of the small proportion of students highlighted by their Progress Committee Review (see above – para 1b).  If the TOI form is considered inadequate or ambiguous, a meeting should take place between the student and a representative of the medical school.  The supportive nature of the process should be stressed and an agreement reached on the appropriate information that should be passed to the foundation school. Similarly, if a student is reticent about completing the form, a similar negotiation should be undertaken to reassure the student of the supportive nature of this process.

4. Medical schools will transfer the TOI forms to the relevant foundation schools of their graduates after the results of finals are known. Foundation schools should then transfer the forms to the relevant individuals within the Trusts prior to commencement of post.

5. The local educator (usually the Clinical Tutor or FTPD) within the LEPs will receive the forms (usually between 20 and 40 forms) together with an information sheet on the TOI process (Appendix 3).  Each form must be reviewed by this individual.  Experience has shown that the vast majority of forms will cause no concern at all. If a form does show areas which cause concern, the local trainer would make particular note of this and arrange an early meeting with the relevant foundation doctor. At that meeting, any potential problems should be highlighted and an appropriate action plan agreed with the foundation doctor. A decision on who should share this information would form part of that agreement.  

6. ALL INFORMATION THAT IS DIRECTLY PERTINENT TO PATIENT SAFETY (FITNESS TO PRACTISE ISSUES, BLOOD BORNE VIRUSES ETC.) WOULD BE EXPECTED TO BE MANAGED BY DIRECT CONTACT BETWEEN MEDICAL SCHOOLS, FOUNDATION SCHOOLS AND RELEVANT TRUST HR AND OH DEPARTMENTS. 

7. The copy of the TOI form held by the local educator must be returned within one month of the foundation doctor beginning his/her first post. The original is kept centrally at the relevant foundation school for duration of foundation training, and may be accessed by the medical school upon request.
8. It is accepted that some medical schools may wish to make slight variations in the form, including minor changes to the wordings of the questions and it is also agreeable that some may insist on the medical schools signing the TOI form before it is sent to foundation schools.   
TIMELINE 
	AUTUMN 
	Prior to the national foundation application process, a meeting should be held (as in Para 1) to assess needs of final year medical students applying for foundation programme places.  At this meeting a list of students is drawn up whose TOI form needs medical school review or who require “special circumstances” placement.



	SPRING 
	After allocation to foundation programmes, each medical school sends a TOI form and TOI information sheet to their final year students.


	EARLY MAY 
	Deadline for students to return TOI form to their medical school office. (This will allow time for the medical schools to review the TOI forms as required.)


	AFTER FINALS 
	Medical schools forward TOI forms of those students who have passed finals to the appropriate foundation school.


	END OF JULY 
	Foundation schools pass the TOI forms (with information sheet) to the local educator at the LEP (or trust) where the foundation doctor has been allocated.


	EARLY SEPTEMBER 
	Deadline by which time the TOI forms within each LEP (or trust) should have been returned to the foundation doctor.
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Appendix 1
Confidential Transfer of Information to Your Local Educator 
Would you please complete the form below, which will be passed to person responsible for your training (usually the Clinical Tutor or Foundation Training Programme Director) at your employing Trust(s) at the start of your F1 post.  The information will NOT be passed to your Educational Supervisor (usually the consultant you will be working for) or any other person without your permission.  The purpose of passing information to your local educator is to ensure that he/she is aware of any particular support or help you may need during your F1 year.   
	Surname:
	

	Other names:
	

	Date of birth:
	

	Where and in which year did you commence your medical studies?
	

	Additional degrees: give date of award, course, and class of degree awarded

(if applicable)
	

	Give date of your first entry into finals:
	Month:                                 Year:

	Was your course extended, or any examinations postponed?

(Please give details and dates of any periods of absence)
	

	Have you been absent from your medical course due to illness or other reasons? (Please provide details of absences of more than 2 weeks in duration only) 
	

	Have you been required to repeat any medical school examinations or clinical firms/attachments? (Please give details)
	

	Please provide any further information you feel will help your Foundation Training Programme Director to support you in your F1 year.
	

	I confirm that the information I provided is accurate.

Yes / No *

I will allow this information to be passed to my local educator, and understand a copy will be retained by my foundation school.

Yes / No *

I agree that the information in this form may be used for anonymised statistical purposes.  
Yes / No *
(*please circle as appropriate)
	Signed:

Date:

	This form must be returned to: (DN: Insert the name of your local medical school office/registry here)



Appendix 2
TRANSFER OF INFORMATION PROCESS
Information Sheet for Students
Please find enclosed the Transfer of Information (TOI) form, which you need to complete as part of the process of entering foundation school.  The TOI process is designed to allow you to highlight to your local educator (usually the Clinical Tutor or Foundation Training Programme Director) issues that might be relevant to your training.

Please note:
1. The TOI process is a supportive process, aimed at allowing foundation doctors to highlight to their local educator issues that may be of relevance to their performance as a doctor, and is also one of the processes used to safeguard patient safety. 

2. Information contained on this form will passed from your medical school to the relevant foundation school. The foundation school will keep the original on file until you complete your foundation training; and will pass a copy to your local educator at your Trust at the start of your F1 post. Your medical school will have access to this form upon request. Your local educator should return this form to you within a month of you starting your first post. No information will be shared with anyone else unless you have given explicit permission.
3. The TOI will not be used at any point to determine your future professional progress, either from medical school into F1, from F1 to F2 or at any time subsequent to this.  The foundation school will only receive your TOI form from your medical school after you are allocated to a specific programme.
4. The questionnaire is designed to allow you to highlight issues you believe may be pertinent. It is for you to determine how much specific information you give in regard to each of these.  It is important to understand that withholding information that may impact on safe patient care or giving false information regarding your academic career would be inconsistent with the GMC guidance on probity, and any identification of such activity would be reported to the GMC.  

5. If you have any questions that relate to this questionnaire, please feel free to contact (DN: INSERT NAME OF MEDICAL SCHOOL OFFICE/REGISTRY/STUDENT OFFICE)   
Appendix 3
TRANSFER OF INFORMATION PROCESS 

Information Sheet for 

Clinical Tutors and Foundation Training Programme Directors

Please find enclosed the Transfer of Information (TOI) forms relating to those foundation doctors who will be commencing their F1 posts within your Trust.  This is a national process being piloted in order to improve communications between the medical school, the foundation school and the employing Trust.   

The TOI process is meant to be supportive, whereby individual foundation doctors with specific problems can be highlighted to you at the start of their tenure in your trust, so that you can decide on the appropriate level of support. 

The information contained on these forms is privileged and confidential and should not be released to any third party (including the foundation doctor’s Educational Supervisor) without the explicit permission of the foundation doctor.  It is envisaged that the vast majority of forms will contain very little information that would cause concern.  However you may identify a form containing information that requires you to undertake some action.  This would usually be an early meeting between yourself and the foundation doctor, in order to discuss the specific problem and agree with them the appropriate way to proceed. In many cases, this will involve informing the Educational Supervisor of the problem.

This form must be returned to the foundation doctor within the first month of their arrival at your Trust.  While we expect that for many of the individuals there will be very little need for action, we hope that you find this process assists you in managing your foundation doctors.   Should you have any questions or concerns, or any issues emerge following your meeting with the foundation doctor, please do not hesitate to keep the Foundation School Director and Senior Administrator informed.    They can be contacted on (DN: Insert local information)
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