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Please	see	below	step	by	step	guidance	for	Foundation	Doctors	on	
‘Completing	Supervised	Learning	Event	(SLE) 	The	guidance	comprises	of	
edited	extracts	from	the	Horus	Foundation	ePortfolio	support	site	
https://supporthorus.hee.nhs.uk	and	additional	screen	shots.	
	
How	do	I	send	a	ticket	in	Horus?		
A	foundat ion	doctor 	sends	a 	 t icket 	 in 	Horus 	by	creat ing	a 	new	form	and	
ass igning	a 	 tra iner 	or 	assessor 	 to 	 the	 form. 	 	
	
As	a	foundation	doctor,	how	do	I	send	a	form	to	be	signed	by	a	trainer	or	
assessor?		
The	fo l lowing	Supervised	Learning	Event 	 (SLE) 	 forms	need	to 	be	approved	
that 	 i s , 	checked	and	s igned	by	a 	 tra iner 	or 	assessor: 	

•  Case	Based	Discuss ion	 (CBD) 	
•  Core	Procedure	 (CP) 	
•  Developing	the	Cl in ica l 	Teacher 	 (DCT) 	
•  Direct 	Observat ion	of 	Procedural 	Sk i l l 	 (DOPS) 	
•  Mini-c l in ica l 	evaluat ion	exerc ise 	 (Mini -CEX) 	

	
To	ass ign	a 	 tra iner/assessor 	 to 	one	of 	 the	above	 forms	see	steps 	below	
	
1. 	Go	to 	Forms	 (start 	new) 	 	
	

	
	
2. 	Then	select 	 the	correct 	 form	

•  CBD, 	DOPS	and	Mini-CEX	are	 found	 in 	 	
‘Mandatory	 forms	for 	each	placement’ 	> 	 ‘Throughout 	each	
placement’ 	sect ion 	

	
•  Core	Procedures 	and	DCT	are	 found	 in 	 	

‘Mandatory	 forms	for 	each	year’ 	 sect ion	see	below	on	page	2 	
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2. 	 (contd) 	

	
	
	
3. 	C l ick 	on	and	select 	 the	re levant 	 form, 	 (e .g . 	a 	Mini -CEX) 	a 	window	wi l l 	
appear 	warning	to 	anonymise	pat ient 	data. 	C l ick 	ok	
	

	
	



Foundation	Doctors	-	Completing	Supervised	Learning	Events	
	

angela.burton@hee.nhs.uk		FP	Director	for	Portfolio,	Northern	Foundation	School,	
Health	Education	England,	Working	Across	North	East	&	North	Cumbria					
																																																																																																																																																	Page	3	of	12	

	
4 . 	Complete	 the	 ‘Date	of 	c l in ical 	event’ . 	Se lect 	p lacement 	against 	which	
the	 form	should	be	 l i s ted. 	 	
Please	Note: 	At 	present 	this 	 i s 	 the	 f i rst 	p lacement	so	there	wi l l 	only 	be	
one	to 	select . 	Next 	placement	both	previous 	and	current 	wi l l 	appear 	be	
sure	to 	select 	 the	correct 	p lacement	 	
	
As	a	foundation	doctor,	do	I	have	to	complete	all	the	fields	in	an	SLE/CP	
before	sending	it	to	a	trainer/assessor	to	approve?		
No	- 	you	can	complete	some	(The	very 	 least 	you	would	have	to 	conf i rm	
which	p lacement	the	 form	needs	to 	be	 in) 	or 	you	can	complete	a l l 	of 	 the	
form	before	you	send	 i t 	 to 	a 	 tra iner/assessor 	 to 	approve	 	
Please	Note: 	 I t 	 i s 	 in 	your 	best 	 interest 	 to 	complete	as 	much	of 	 the	 form	
as 	you	can	so	your 	trainer/assessor 	knows	exact ly 	which	event 	you	would	
l ike 	their 	written	 feedback	on	and	what	your 	thoughts 	about 	your 	
exper ience	are. 	 	
Your 	trainer/assessor 	wi l l 	have	access 	 to 	edit 	 the	whole 	 form	before	they	
approve	 i t , 	 so 	you're 	essent ial ly 	writ ing	a 	draft 	 for 	 them	to	v iew, 	edit 	
and	approve	as 	they	see	 f i t . 	 	See	screen	shot 	below. 	
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5. 	Next 	scrol l 	 to 	 the	 ‘Trainer/Assessor 	detai ls ’ 	at 	 the	end	of 	 the	 form. 	
	Type	 in 	 the	 f i rst 	3 	or 	4 	 letters 	of 	 the	trainer/assessor,	surname	or 	 f i rst 	
name	or	GMC	number	if	applicable 	 (make	sure	your 	spel l ing	of 	 their 	name	
is 	accurate ) 	Horus 	search	engine	wi l l 	 f ind	them	 i f 	 they	have	an	account. 	
C l ick 	on	their 	name	and	 i t 	wi l l 	enter 	 into	the	 ‘Nominate	trainer’ 	box	See	
screen	shot 	below. 	

	 	 	 	 	 	 	 	 	 	 	 	
P lease	Note: 	 I f 	you	don't 	see	the	re levant 	trainer/assessor 's 	name	 in 	the	
l ist , 	you	can	add	them	to	Horus 	yoursel f . 	See	separate	guidance	on	 	
how	a	 foundation	doctor 	can	add	a	trainer 	or 	assessor 	 to 	Horus. 	
	
6. 	You	wi l l 	now	see	the	emai l 	address 	 the	tra iner/assessor 	has 	registered	
on	Horus. 	 I f 	 they	have	asked	you	to 	send	the	 form	to	a 	di f ferent 	emai l 	
address, 	you	can	add	this 	by	 fo l lowing	the	 instruct ions	 ‘ I f 	you	wish	to	
send	this 	 form	to	a	di f ferent 	address, 	p lease	c l ick 	here’ 	this 	 is 	below	
their 	pr imary	emai l 	address: 	 	See	red	arrow	on	screen	shot 	below 	
7. 	Next 	Select 	 ‘Save	 (and	review	before	submiss ion) ’ 	
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8. 	The	next 	screen	you	wi l l 	 see	wi l l 	be	the	screen	shot 	below. 	 In 	 the	green	
bar 	at 	 the	top	of 	 the	 form	you	wi l l 	 see	 ‘Your 	changes	have	been	saved’ 	 	
	
You	can	scrol l 	 through	and	read	the	whole	 form	to	check	your 	
documentat ion. 	You	wi l l 	 see	the	red	bar 	at 	 the	end	of 	 the	 form	not i fy ing	
‘S ignatures: 	 this 	 form	has	not 	been	s igned	yet ’ . 	 	
	
8a) 	 I f 	you	are	happy	with 	your 	documentat ion	then	scrol l 	back	up	to 	 the	
top	of 	 the	 form	and	select 	 ‘Send	form	for 	approval ’ 	
	
8b) 	 I f 	you	need	to 	edit 	 the	 form	then	scrol l 	back	up	to 	 the	top	of 	 the	 form	
and	c l ick 	on	 ‘Make	further 	changes’ 	on	the	purple 	bar 	at 	 the	top	of 	 the	
form. 	You	can	then	edit 	and	then	c l ick 	on	 ‘Save	 (and	review	before	
submiss ion) ’ 	then	se lect 	 ‘Send	form	for 	approval ’ 	
	
An	emai l 	wi l l 	be	sent 	 to 	your 	se lected	tra iner/assessor 	and	the	 form	wi l l 	
no	 longer 	be	editable 	by	you. 	
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9 . 	The	next 	screen	you	wi l l 	 see	 is 	 the	screen	shot 	below	- 	not i fy ing	your 	
SLE	 form	has 	 ‘been	sent 	 for 	approval ’ (green	bar) 	and	 is 	 ‘Await ing	
s ignature’ 	 (purple 	bar) 	 	
	
I f 	you	suddenly 	real ise 	you	have	sent 	 the	 form	to	the	wrong	tra iner! 	You	
can	c l ick 	on	 ‘Reset 	 tra iner/assessor’ 	 ( second	purple 	bar) 	and	nominate	a 	
new	tra iner . 	Once	you	do	th is 	 the	or ig inal 	approval 	 request 	 l ink 	 in 	 the	
or ig inal 	 t ra iner ’s 	emai l 	wi l l 	no	 longer 	work. 	
	
Next 	c l ick 	on	 ‘C lose’ 	and	c lose	the	 form	and	th is 	wi l l 	 return	you	to 	your 	
‘Create	new	forms’ 	page. 	

	

	
	
	
10. 	From	‘Create	new	forms’ 	page	click	on	your	‘Portfolio’ 	and	‘Contents’ 	
from	your	drop-down	menu	see	below	
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11. 	You	will	then	see	in	your	‘Portfolio	contents’	page	the	Mini-CEX	with	a	
yellow	triangle	denoting	it	is	waiting	for	‘an	additional	signature’ 	as	approval	
from	your	nominated	trainer.	

	
	
12. 	How	does	my	trainer 	complete	and	approve	the	SLE/Core	procedure	
form? 	 	Horus 	has 	now	sent 	 to 	your 	 tra iner 	an	automatic 	emai l . 	 	
Please	Note: 	Your  trainer/assessor 	does 	not 	need	to 	 log	 in 	 to 	Horus  to 	
s ign	a 	supervised	 learning	event 	 (SLE) 	or 	core	procedure	 (CP) 	They	do	
need	to 	have	a	Horus 	account, 	but 	 this 	can	quickly 	be	created	by	e ither 	a 	
foundation	doctor 	or 	an	administrator. 	See	separate	guidance	document	
on	adding	trainers/assessors 	 (step	5 	above	on	page	4) . 	
	
13. 	The	tra iner/assessor 	 receives 	 the	 fo l lowing	emai l 	g iv ing	detai ls 	of 	 the	
foundat ion	doctor 	and	the	SLE/CP	they	would	 l ike 	 to 	be	s igned, 	and	a 	 l ink 	
to 	 fo l low	 ‘Go	to	the	 form’ 	
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14. 	Once	the	assessor 	c l icks 	on	 ‘Go	to	the	 form’ 	the	 l ink 	 takes 	them	
stra ight 	 to 	 the	 form	 in 	 just 	one	c l ick! 	 	
	
They	need	to 	check	at 	 the	bottom	of 	 the	 form	their 	name	and	emai l 	
address 	detai l s 	are 	correct . 	They	wi l l 	 see	a 	yel low	tr iangle 	denot ing	that 	
the	 form	has 	not 	been	s igned	yet 	by 	 them.	 	
	
They	need	to 	conf i rm	whether 	 they	are	 the	named	tra iner/assessor 	and	
c l ick 	 the	Yes 	or 	No	 l ink 	at 	 the	top	of 	 the	 form	 in 	Box	1. 	See	below	screen	
shot 	
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15.Once	the	assessor 	has 	c l icked	 ‘Yes’ 	a	second	box	appears 	 (box	2. ) 	
s tat ing	 	
‘ the	 form	contains 	errors 	or 	omiss ions	and	can’t 	be	s igned	unti l 	 these	
are	corrected. 	P lease	use	the	 ‘Make	further 	changes’ 	 l ink	below ’ 	 	
	
This 	 i s 	 s ignpost ing	the	assessor 	 to 	check	the	 form	detai l 	 i s 	correct 	and	to 	
edit 	 i f 	necessary 	before	s igning	 	
The	 ‘Make	further 	changes’ 	 l ink 	 i s 	 found	 in 	 the	purple 	bar . 	See	screen	
shot 	below	
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16. 	The	 form	appears 	and	the	tra iner 	can	check	and	edit 	 i f 	necessary 	and	
then	c l ick 	on	 ‘Save	and	review	before	submiss ion’ 	
	

	
	
	
17. 	The	next 	screen	te l l s 	 the	assessor 	 their 	changes 	have	been	saved	and	
asks 	again 	 to 	conf i rm	(Yes 	or 	No) 	 they	are 	the	named	tra iner . 	The	tra iner 	
c l icks 	on	Yes 	 see	below	
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18. 	A	second	box	appears 	 (Box	2. ) 	ask ing	 i f 	 they	are 	 ‘happy	to	s ign	the	
form	now?’ 	 	 I f 	 so 	they	c l ick 	on	Yes 	

	
	
19. 	A 	 th ird 	box	appears 	 request ing	 them	to	s ign	 i f 	 they	are	 the	named	
tra iner 	and	the	 form	 is 	accurate	
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	20.			A	final	screen	appears	thanking	them	for	signing	the	form	and	no	further	action	is	
required.	They	click	on	‘Close’	
	
	

	
	
21.	Now	when	you	go	to	your	‘Portfolio	content’	page	you	will	see	the	Mini-CEX	form	in	the	
list	of	forms.	This	time	there	is	no	yellow	triangle	on	it.	This	means	it	has	been	signed	and	
submitted	and	no	longer	editable.	Click	on	the	form	to	read	the	final	result.	
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