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Record of In-training Assessment (RITA)

1 RITA the Record of In-Training Assessment provides a record of the annual
review (see Section 11) and therefore of the Specialist Registrar's (SpR) progress
through his training programme and the Grade. It should normally be completed by
the trainee and the postgraduate dean or his staff each year. It is not in itself a
means of assessment but has been designed to fulfil the following functions:

i to provide a simple and effective mechanism for recording and managing
trainees' progress towards their training goal and through the SpR grade;

il to provide a device which enables assessment, however it is to be carried
out;

iii  to provide a framework to link the responsibilities of the Royal Colleges and
Faculties for assessment to those of the postgraduate deans;

iv to enable assessment of out-of-programme clinical work; and

v to provide a final statement of the trainee's successful completion of the
training programme.

2. It is applicable to all specialist registrars whose progress through a training
programme is assessed and can be tailored to meet the needs of those on Fixed-Term
Training Appointments (FTTA) or Locum Appointments - Training (LAT).

3. There are seven forms which comprise RITA - each contained on a single page:

Form A: Core Information on the Trainee

Form B: Changes to Core Information

Form C: Record of Satisfactory Progress within the Specialist
Registrar Grade

Form D: Recommendation for Targeted Training - Stage 1 of
"Required Additional Training"

Form E: Recommendation for Intensified Supervision/Repeated
Experience - Stage 2, "Required Additional Training"

Form F: Record of Out-of-Programme Experience

Form G: Final Record of Satisfactory Progress

The maximum number of forms that can be completed at any one review is two - a
Form B (where required) and one of Forms C, D, E, F or G.

4, All parties to the annual review must be familiar beforehand with the
procedures and the documentation involved. A parallel set of forms is used in Scotland,
Wales and Northern Ireland.
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5. The postgraduate dean is responsible for the operation of the RITA system
including the provisions for further review and appeal (see Sections 11 & 13). Each
RITA annual review is carried out by a panel under the aegis of the deanery Specialty
Training Committee taking advice from the local College or Faculty specialty adviser
(see Section 11, paragraph 9). For smaller specialties there is provision for the annual
RITA review to be coordinated nationally although it remains the responsibility of the
postgraduate deans.

6. The postgraduate dean should maintain a Training Record Folder for each SpRin
which completed RITA forms are stored. For security purposes a photograph of the
SpR should be attached to this folder. The folder, RITA forms and support
documentation must be available at each annual review. The postgraduate dean's
staff will provide administrative support for the annual review.

7. On appointment or entry to the training programme (see also Section 7,
paragraph 9) the postgraduate dean should:

i  forward a copy of Form A: Core Information on the Trainee to the relevant
Royal College or Faculty;

ii  give a copy of the Form to the trainee; and

iii place a further copy in the Training Record Folder to enable the dean's
database to be updated.

Likewise at the end of each annual review the postgraduate dean should:

i  forward copies of those RITA forms, which have been completed and
confirmed, to the relevant Royal College and Faculty;

ii  provide a copy for the trainee; and

iii  place a copy in the Training Record Folder to enable the dean’'s database to
be updated. Postgraduate deans should ensure that the relevant details on
each trainee are added to their databases at the time that copies of trainees’
RITA forms are placed in the Training Record Folders (see also paragraphs
8 & 14).

8. It is clear that the information required, recorded and validated at each review
will be common to some of that stored on the dean's database. As such the review
provides an easy mechanism for both updating and validating such information.
Indeed Form A: Core Information on the Trainee may, of course, be generated by the
database as part of the arrangements for calling the SpR to interview.

9 All SpRs must first confirm on entering the training programme or grade that the
information on Form A: Core Information on the Trainee is accurate. Confirmation



signals that the doctor has registered with the Deanery; initiates the RITA process; and
triggers the allocation of a Training Number (see Section 7, paragraph 9). Core
information must be kept up to date. It is the responsibility of the SpR to inform the
postgraduate dean of any changes to the information recorded on Form A. Failure to
do so may result in the loss of the Training Number (see Section 7 on "Training
Numbers" and Section 13 on appeals against removal of a Training Number). Accurate
information is needed not only for the deanery but also to support the requirements
of the Royal Colleges and the Specialist Training Authority. Core information will be
checked and amended as an integral part of each annual review and SpRs will be asked
to confirm the amendments listed on Form B: Changes to Core Information.

10. The annual review will be carried out by a small specialty-based panel. Its
composition should be agreed by the deanery Specialty Training Committee taking
account of the views of the local College or Faculty specialty adviser (see Section 11,
paragraph 11). Where required provision should be made to include members
external to the deanery. Membership of any associated appeals committee will exclude
members of this committee (see Section 13 on "Review and appeal procedures").

1.  Individual specialty assessment documentation noted or considered by the RITA
review should be made available to the SpR and may be stored and handled separately
from the RITA record forms. The types of document which may be listed as evidence
of satisfactory progress include: log books; case books; reports from supervisors,
training programme directors (TPD) and other colleagues etc; results of formal
tests/examinations or certificates or courses attended; and portfolio material collected
by the SpR which may include audit and research reports. Each Royal College and
Faculty will identify for the postgraduate dean the nature of the documentation which
it requires and will provide deanery Specialty Training Committees with copies of the
relevant forms, loghooks etc.

12. All SpRs must accept and move through those placements or training
slots which have been designated as parts of the training programme. In
placing SpRs, postgraduate deans should take account of College assessments
of progress and of individual trainees' educational needs and personal
preferences, including domestic arrangements. The permission of the
postgraduate dean must be obtained before the SpR undertakes any other
placement or attachment, including those outside the training programme
(see Section 14 on "Training agreements").

13.  Details of placements, training modules etc. completed must be recorded on
successive Form Cs: Record of Satisfactory Progress or where relevant on Forms D
and E: Stages 1 or 2 of Required Additional Training and must cover all dates from
the time of allocation of the Training Number and entry to the training programme.
Periods where the SpR is "out of training" but still holding his/her Training Number
must also be clearly recorded see Form F: Record of Out-of-Programme Experience
(see also paragraphs 22 and 23).

14. At the annual review factors which may cause a revision of the
expected date of the award of the CCST should be considered, for example:
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change to or from flexible training; leave of absence from the programme to
pursue research (unless this is accepted as counting towards the CCST);
breaks in training for illness and maternity leave where this exceeds the
allowable guidelines; etc (see Section 1, paragraph 13). The expected date
for the award of the CCST is important information, essential for effective
national workforce planning, and must be considered and amended at
annual review. The annual review also provides the opportunity to validate
information on the trainee held by the postgraduate dean, for the Training
Number to be confirmed and, subject to satisfactory progress, for
registration to be continued (see Section 7).

15, Form C: Record of Satisfactory Progress within the Specialist
Registrar Grade: must be obtained for each year of the programme and should be
forwarded to the relevant Royal College or Faculty, Higher Training Committee or
College Specialist Advisory Committee (SAC) to enable progress through the Grade to
be recorded. Other than for exceptional reasons the RITA Form C should normally be
completed towards the end of each year of training. In the final year of training the
same principle applies where the final RITA Form G must be completed.

16. Form D: Recommendation for Targeted Training - Stage 1 of Required
Additional Training: This form should be used where the annual review has
revealed general areas in which the SpR requires additional training but not in a
particular specialist unit or placement. For example the SpR may require additional
training in the general professional competencies of communication skills, record
keeping, etc. - which may be practised in any placement/training slot or module. The
supervisor for the period of targeted training must be made aware of the nature of the
deficiencies and should take steps to ensure that the SpR is provided with extra
guidance and supervision in these aspects of training. Progress to the next year of
training is not withheld.

17 Form E: Recommendation for Intensified Supervision/Repeated
Experience - Stage 2 of Required Additional Training: This form should be
used when the SpR has failed to acquire or reach a satisfactory level of specific skills
or competencies. It is essential for the SpR to return to and repeat that situation in
order to acquire the necessary competencies. An SpR returning to placement,
attachment etc. should be treated as a new entrant and assessed in the same way.

18. Trainees undertaking training following a Form D or Form E
recommendation must subsequently complete a Form C for that part of the
programme (be it for example 3, 6 or 12 months) for which they have been
undertaking required additional training. In the final year Form G instead
of Form C will be required.

19.  Failure to pass a Royal College or Faculty examination should not be a bar to
progression from one year of the programme to another although it will inform the RITA
annual review. An exit examination, when required, should be scheduled and taken either
before or in the final year but in any case in time to allow it to be re-taken if necessary.

20. Form G: Final Record of Satisfactory Progress: specifically signals the



successful conclusion of a training programme leading to the award of the CCST. It is
issued following a successful final annual review taken towards the end of the training
programme published by the Royal College or Faculty. At the final review the
provisions for Targeted Training (Form D) or for Intensified Supervision/Repeated
Experience (Form E) may rarely require to be invoked. Form G states the date on
which the formal training programme will conclude. Copies should be forwarded by
the postgraduate dean to the relevant Royal College or Faculty to enable the eventual
award of the CCST and given to the trainee. The Form also records the trainee's
intention once training has concluded and specifically whether the Training Number
will be required. Exceptionally, a few doctors will undertake further specialist
training after their CCST has been awarded. In such cases, the doctor concerned will
relinquish their existing NTN and be allocated an FTN (see Section 8).

21.  The reviews for flexible trainees will take place at the same frequency as full
time SpRs. At each review particular care should be taken in checking the estimated
date for the award of the CCST. Calculation of the estimated date for award of the
CCST must follow national guidelines referred to in Section 9 (Flexible Training). It is
helpful to express flexible training time as a percentage of full time training.

22.  Where an SpR, once awarded a Training Number, wishes to pursue out-of-
programme activities, eg research, the consent of the postgraduate dean should be
sought. Trainees should also seek the agreement of the SAC or College where they
wish for out-of-programme experience such as research to count towards the CCST. At
intervals of no greater than one year Form F: Record of Out-of-Programme Experience
must be forwarded by the postgraduate dean to and returned by the SpR. This
requests permission to retain the Training Number and seeks information about the
trainee's likelihood of returning to the programme and the estimated date for the
eventual award of the CCST. It is the responsibility of the SpR to make this return
annually. Failure to make a return may lead to loss of the Training Number (see
Sections 7 and 13).

23.  Where the trainee wishes the out-of-programme experience to count towards a CCST
the consent of the Royal College or Faculty must be obtained prospectively The Royal
College or Faculty will wish to satisfy itself about the quality of the experience received.
Postgraduate deans also will require to be informed of the trainee's progress.

Specialist registrars will be invited to attend an annual review. At the end of the review
the chairman of the review panel will ask them to sign Form C, D, E or G as
appropriate. Their signature on the form indicates that they understand the

24.  Assessment procedures are explained fully in Section 11: Assessment of Progress. 12
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recommendations arising from the review, made on behalf of the deanery Specialty
Training Committee. It does not imply they accept or agree with them. If the
conclusion is that progress has been unsatisfactory, the chairman will explain the
procedures through which they can have the recommendation reviewed as well as
their rights of appeal (see Section 13). If an SpR decides to seek a review or make an
appeal, Form D or E will not be signed-off by the postgraduate dean nor entered on
the records until that process is complete.

25.  Where an annual review panel finds it necessary to use information from
previous reviews - ie where an SpR has failed to make satisfactory progress on more
than one occasion, whether or not these occasions are concurrent, the matter must
be brought to the attention of the postgraduate dean who will decide, with
appropriate professional advice (for example, from specialty, College and employer
interests) on the suitability of the SpR to continue training. Section 11 refers to this
action.

26. All documents which are used in the assessment procedures and at the
annual review and any notes taken during these procedures should be clear
and unambiguous. They must reflect all the issues as discussed and, where
appropriate, agreed with the trainee. The records should not attract any
allegation of bias.



Annex A

Summary of the RITA process of annual review

RITA Form Description Purpose
A Core Information on the Must be completed before the doctor is
Trainee registered as participating in a training

programme within the grade.

B Changes to Core Core information (Form A) must be checked
Information at each annual review. Form B must be
completed annually at the time of the annual
review if there are changes to Form A. It
provides an invaluable and essential source
of validated information for the deans'
databases without which national workforce
planning cannot succeed.

C Record of Satisfactory Essential to permit progress through the
Progress within the grade - normally required annually.
Specialist Registrar Grade

D Recommendation for Allows conditional progress through the
Targeted Training - grade. A further Form C will be required to
Stage 1 of "Required progress at the end of the stipulated period
Additional Training" of "required additional training" be it for
example 3, 6 or 12 months.
E Recommendation for Requires that part or all of the period of
Intensified Supervision/ training under review should be repeated.
Repeated Experience - A further Form C will be required to
Stage 2 of "Required progress at the end of the stipulated period
Additional Training" of "required additional training" be it for
example 3, 6 or 12 months.
F Record of Out-of- Essential to retain validity of an NTN or
Programme Experience VTN and to inform the postgraduate dean

of out-of-programme progress.

G Final Record of Satisfactory | Essential for the deanery to issue in order to
Progress enable the relevant College or Faculty to
recommend to the STA the award of a
CCST.

Note: Forms A - G follow. They are ready for use but they may be modified by the Health
Departments in the light of experience. They will normally be copied to the relevant Royal
College or Faculty.



NHS Executive

Annex B

Record of In-training Assessment (RITA): Specialist Registrar Grade
Form A: Core information on Specialist Registrar

(to be confirmed on appointment to or on entering grade and before a Training Number is

issued)
1 Region: 2 Deanery:
3 Full name: 4 Date of birth:
(dd mm yy)

5 Sex: 6 GMC Registration No.:

7 Medical school awarding 8 Primary qualification
primary qualification: and date granted:
(name and country) (dd mm yy)

9 Immigration status: 10  Training Number
(permit free/settled/work allocated:
permit or resident (if a (NTN/VTN/FTN)
UK/EEA national))

11 Primary contact address: 12 Home/other address:

13  FTN holders: 14  Date of entry to
State specialty used to grade/
derive FTN and goal Programme:

(dd mm yy)

15  Specialty 1 for award of 16  Provisional date for
CCST (as used to derive award of CCST:
NTN/VTN) (mm yy)

17  Specialty 2 for award of 18 Initial appointment to
CCST: programme -

(if awarded as "Dual Full/Part -Time:

Certification') (Express
FlexibleTraining as a %
of Full Time Training)

19  Royal College/Faculty 20  College diploma or
assessing training for the part thereof (or
award of CCST: equivalent) and/or

postgraduate
academic qualification
Additional training
activities if undertaken:

21  Sub-specialty training 22 Sub-specialty training
programme 1: programme 2:

23  Experience in Research/ 24 Other activities while
Academic medicine: holding a Training

Number:(please state)

I confirm that the core information recorded in Form A is correct and that | understand the arrangements for reviewing
progress within the Specialist Registrar Grade or while I hold a Training Number allocated by the Postgraduate Dean.

Specialist Registrar (signature)
Chairman of Specialty Training Committee (signature)

Date of First Annual Review (provisional):

Date

Date




NHS Executive

Record of In-training Assessment (RITA): Specialist Registrar Grade

Form B: Changes to core information (Form A)

Region:

(to be confirmed at each annual or equivalent review)

Name:

Specialty:

Royal College/Faculty recommending award of CCST:

Deanery:

NTN/VTN/FTN:

Training programme reference:

Item No Descriptor Amendment Date of Authorisation
change (Chairman STC)
11 Primary contact
address
12 Other/home
address




Record of In-training Assessment (RITA): Specialist Registrar Grade

Form C: Record of satisfactory progress

Region: Deanery:
Name: NTN/VTN/FTN:
Specialty: Training programme reference:

Royal College/Faculty recommending award of CCST:

Date of review: .................

Period covered: from................ {10 FUR

Year/phase of training programme reviewed (circle): 1, 2, 3, 4, 5, 6, or other (state) ...........
Circle if assessing the result of Stage 1 or Stage 2 of Required Additional Training: Stage1l Stage 2

Experience gained during period of review (full details of programme should be attached):

Placement/ Dates: In/out of PT/FT
Post/Experience from to Programme PtTmas % FT
1
2
3
4
5

Documentation taken into account during the review and known by trainee:
1

2

has successfully completed the assessment requirements for progress to the next/final year/phase of his/her
training programme (delete as required)

Chairman of Specialty Training Committee (SIgNAture).........c.ccoeovrrreerneerinseenseeneeas Date.........
I confirm that:
(circle)

a) I intend to continue with my training programme and wish to retain my NTN/VTN/FTN Y N
b) the core information Form A and amendments to it Form B are correct.

Specialist Registrar (SIgnature)..........cocoeevvveienncnnennns Date of next review (unless not relevant) ....................




Record of In-training Assessment (RITA): Specialist Registrar Grade

Form D: Recommendation for Targeted Training - Stage 1 of Required Additional Training
(to be completed only if this recommendation is made in place of a Form C satisfactory progress report)

Region: Deanery:
Name: NTN/VTN/FTN:
Specialty: Training programme reference:

Royal College/Faculty recommending award of CCST:

STAGE 1: Recommendation for "targeted training". Period covered: from................ [ (o IO
Date .......cc.e...... Year/phase of training programme reviewed (circle): 1, 2, 3, 4, 5, 6, orother.
Experience gained during period of review (full details of programme should be attached):
Placement/ Dates: In/out of PT/FT
Post/Experience from to Programme Pt Tm as % of FT
1
2
3
4

Documentation taken into account during the review and known by trainee:
1

2

(NAME)....vcirereee e has failed to satisfy the assessment requirements of the current year/phase
of training by displaying significant weaknesses in the following areas:

A W N

The Specialty Training Committee has determined that the doctor may proceed to the next year/phase of
training but should be closely supervised for the next 3/6/12 months (delete as required). H/she must be
reviewed at the end of this period where a "satisfactory progress review" Form C will indicate if an adequate
standard has been reached.

Chairman of Specialty Training Committee (SIgNature) .........ccocoveverneerinneienneenennas Date.........

| understand the recommendations of the Specialty Training Committee.
I confirm that the core information Form A and amendments to it Form B are correct.

Specialist Registrar (SIgNAture) .........cccooeerveienneeinseenennas Date of next review ..........c.c.coouue.

Postgraduate Dean (SIgNature) .........ccooeverreeienneienneenennas Date ....coooevrevienne




Record of In-training Assessment (RITA): Specialist Registrar Grade

Form E: Recommendation for Intensified Supervision/Repeat Experience -
Stage 2 of Required Additional Training

(to be completed only if this recommendation is made in place of a Form C Report)

Region: Deanery:
Name: NTN/VTN/FTN:
Specialty: Training programme reference:

Royal College/Faculty recommending award of CCST:

STAGE 2: Recommendation for "Intensified Supervision/Repeated Experience” Date ......ccccovune.
circle
Period covered: from................ { (o JRUUR Year of programme reviewed: 1, 2, 3, 4, 5, 6 or other.
Experience gained during period of review (full details of programme should be attached):
Placement/ Dates: In/out of PT/IFT
Post/Experience from to Programme Ptasa % of FT
1
2
3
4

Documentation taken into account during the review and known by trainee:
1

2

training by displaying significant weaknesses in the following areas:

A W N

a "satisfactory progress review" Form C will indicate if an adequate standard has been reached.

I understand the recommendations of the Specialty Training Committee (delete as required).
I confirm that the core information Form A and the amendments to it Form B are correct.

(NAME)....vcirireree e, has failed to satisfy the assessment requirements of the current year/phase of

The Specialty Training Committee has determined that the doctor should not proceed to the next year/phase of
training but should spend an additional period of 3/6/12 months (delete as appropriate) or other period
(insert)....... in training in the specific areas listed above. H/she must be reviewed at the end of that period where

Chairman of Specialty Training Committee (SIgNature) ..........ccocoveeevieienneenennas Date .....ccocoevivnnes

Specialist Registrar (SIgNature) ... Date of next review ..........c.c........

Postgraduate Dean (SIgnature) ... Date ....ccoeevveeennn




Record of In-training Assessment (RITA): Specialist Registrar Grade

Form F: Report of "out-of programme" experience
(to be completed at no longer intervals than one year in place of a Form C)

Region: Deanery:
Name: NTN/VTN/FTN:
Specialty: Training programme reference:

Royal College/Faculty recommending award of CCST:

SPECIALIST REGISTRAR'S REPORT OF OUT-OF PROGRAMME TRAINING/EXPERIENCE
Date ........cc....... Period covered: from................ [ (o JERURUURIN
Most recent complete year/phase of training programme reviewed (circle): 0,1, 2, 3, 4, 5, 6, Other (state)

Experience gained during period of out-of programme:

Attachment/ Dates: Appointment PT/IFT
Slot/Post/Experience from to Held Ptasa % of FT
1
2
3
4

I confirm that | have undertaken the above experience and that:
i the post or experience has the prospective approval of the postgraduate dean Y N

i the Royal College/Faculty has recognised the post or experience as counting towards

iv | intend to re-enter training (subject to adequate progress) 0N ........coceeveevveerinennas (insert approximate date)
% the provisional date for the award of MYy CCST IS oo
Vi Iwish to retain my NTNZVTNZFETN et Y

| also confirm that the Core Information on Form A and the amendments to it on Form B are correct.

Specialist Registrar (SIgnature) ..........ccccoeeveeeeeeeereeeesereenans

This decision is based/is not based on interview with the SpR

Postgraduate Dean (SIgNature) ............cccceeeeeeevsrersrsssssseneenans

State any concurrent NHS substantive or honorary appointment if held: ...

aCCSsT Y N Not relevant

iii the aim of my out-of-programme eXPErienCe IS e

lagreethat (name) can retain his/her NTN/VTN/FTN.

If not returned to training, date for next return requiring authorisation for retention of NTN/VTN/FTN.................




Record of In-training Assessment (RITA): Specialist Registrar Grade

Form G: Final Record of Satisfactory Progress

(to be completed on satisfactory completion of a CCST programme and forwarded to the
relevant Royal College or Faculty)

Region: Deanery:
Name: NTN/VTN/FTN:
Specialty: Training programme reference:

Royal College/Faculty recommending award of CCST:

Date of final review: .................
Period covered: from................ (0 JURUU
Circle if assessing result of Stage 1 or Stage 2 of Required Additional Training: Stage1 Stage 2

Experience gained during period of review (full details of programme should be attached):

Placement/ Dates: In/out of PT/FT
Post/Experience from to Programme PtTmas % FT
1
2
3
4
5

Documentation taken into account during the review and known by trainee:
1

2

has successfully completed all the assessment requirements for his/her prescribed CCST training programme.

He/she will formally complete the required training programme on dd/mm/yy ...........

Chairman of Specialty Training Committee (SIgNAture).........coccoeovrrreinneerinseienseeenas Date.........

| confirm that:

(circle)
a) | intend to remain in the grade during the six month "period of grace" and wish to retain my NTN/VTN Y N
b) my training is now concluded and I no longer require a NTN/VTN Y N

¢) the core information Form A and amendments to it Form B are correct.

Specialist Registrar (SIgNature)..........coceeeevveiernennennas Date ..o,




