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1. Background
The Faculty of Public Health (FPH) electronic portfolio (e-Portfolio) system provides
Specialty Registrars with a central platform for the management of information and
documentation on progression of learning against the public health specialty training
curriculum during their time in training. The e-Portfolio allows trainees to relate
documentation and evidence to the curriculum and incorporates the ability to record various
sign offs against the competencies in the Public Health training curriculum
The information within the e-Portfolio is the responsibility of the Registrar to maintain and
keep up to date.

Accessing the ePortfolio
Once the enrolment process is completed, including all fees paid, the Education & Training
team will email the Registrars login details so that they may begin to use the system.
To login to the ePortfolio please visit: https://eportfolio.fph.org.uk/

ePortfolio demonstration
The following links will take you to video demonstrations of how the ePortfolio works and
steps needed to upload evidence, submit Activities and how Learning Outcomes are signed
off.
https://www.youtube.com/watch?v=A_9iYcOwWt8
https://vimeo.com/175849496
Both videos were created by Public Health Registrars.

Support
The Education and Training Team provide support for all users. Please email any queries to
educ@fph.org.uk
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2. How the ePortfolio works
The following briefly outlines how work is signed off on the system.
1. Evidence is uploaded to the system.
2. An Activity is created and linked with the Evidence and a Learning Outcome.
3. This is submitted by the registrar for approval by an Activity Supervisor/Educational
Supervisor.
4. Once all activities associated with a Learning Outcome are approved the Learning
Ouctome Sign of Sheet (LOSOS) can be submitted to the Educational Supervisor for
sign off.
All LOSOS are associated with an ARCP date, which in effect groups a body of work under
one heading so that progress can be reviewed by your deanery. Once a ARCP date has been
reached, and the panel has reviewed the Registrars work then a new ARCP should be created
by the Registrar to capture the next period’s work.
The diagram below illustrates the progression through the e-portfolio functionality from start to
finish, from adding evidence through to submitting an ARCP.
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3. ePortfolio homepage
When you first log into the system you are presented with the welcome screen. The left bar
menu shows three separate sections (‘My Portfolio’, ‘Learning Outcome’ and ‘ARCP’) and a
message displaying the role/roles associated to the user.

My Profile
Go to My Portfolio > “My Profile”
Here you can add a number of details about yourself but most importantly you can identify
your Training Programme Director and Educational Supervisor.

•

Please note that only 1 Educational supervisor (ES) can be listed at time on the
system. Also an ES can be selected from a region outside your own.

•

If you wish to submit a Learning Outcome Sign Off Sign Sheet (LOSOS) to a different
ES than this page will need to be updated to reflect this.

•

Please note you will not be able to set your training region, this will need to be done
by Faculty staff.
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4. Evidence
Evidence is uploaded as part of the sign off process for Learning Outcomes.
Please remember that evidence containing confidential/sensitive information evidence
uploaded to the system should be redacted where appropriate.
Your Educational Supervisor or Training Programme Director should be able to advise on
what is appropriate evidence to upload to the system.
Go to My Portfolio > “Evidence”
•

The list shows all the evidence added to the system by the Registrar. The items on
this page can be sorted by Evidence Name, Date Added etc.

•

The “Search bar” allows the filtering of the results in the Evidence Dashboard.

•

Please note that users should avoid using non-alphanumeric symbols in the naming
of their evidence as this can cause difficulties in downloading evidence from the
system.

How to add new Evidence
•

Go to My Portfolio > “Evidence” and Click “ Add New Evidence”.

•

Drag and drop or click on “Drop Files” to open your drives to select evidence.
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•

Provide a short description for the files and then Click on “Upload Files”.

•

When successfully added they will appear in your list of evidence.

Adding Reference or URL
•

To add a Reference or URL click on “Add Reference or URL” and complete the
fields.

•

When successfully added they will appear in your list of evidence.

Delete an Evidence item
•

Go to the Evidence page and click on title of the evidence. If the evidence is locked,
linked to a signed off Learning Outcomes, you will not be able to delete this.

•

Click on the row related to the Evidence item you want to delete, then from the
submenu related to the current item, click “Delete item”.
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5. Activities
Activity Summary Sign off sheets are the first step towards signing off Learning Outcomes
and capture the detail of the work you are completing.
Go to My Portfolio > Activities
•

Activities will need evidence attached to them and to be associated with a LOSOS.

•

LOSOS without Activities attached to them will not have any associated evidence
and in effect will be “blank”.

Different status for Activities: what do they mean?
•

Open: The Activity has been created but not yet submitted.

•

In Progress: The Activity has been submitted for assessment.

•

Approved: Activity has been approved by the Activity Supervisor (AS).

•

Rejected: Activity has been rejected by the AS.

Adding and managing an Activity
•

The list on the Activities Dashboard shows all the Activities added to the system by
the Registrar. The items on this page can be sorted by Activity Name, Date Added
etc.

•

The “Search bar” allows the filtering of the results in the grid.

•

Access the “Activity General Dashboard”. Click “Add new Activity”.
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•

Use the dropdown “Select region” to select the region of the “Activity Supervisor”. A
dropdown will appear allowing you to select one of the supervisors related to that
particular region.

•

Use the “Activity Type” dropdown to select the type of Activity you want to create by
choosing between the “Activity Summary sheet” and “Pre Planning Activity” options.
The fields that can be populated vary according to the kind of Activity that is going to
be created.

•

Complete the form providing at least a valid activity name and a valid activity
supervisor to be able to submit the form without error.

•

Click “Save and Close” or alternatively “Save and link to Evidence/LO” if you want to
create relations to Evidence and Learning Outcomes at this stage.
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•

The system now redirects you to the “Activity General Dashboard” where you will see
the activity listed and where you can eventually view, edit, delete or submit the
activity by clicking on the related row in the grid.

Editing an Activity
•

Go to the “Activity General Dashboard”. Click in the grid on the activity you want to
create/edit (only not “locked” activities allow you to edit their relations). Click “Edit
item”.

How to link an Activity to Evidence & Learning Outcomes
•

Find the Activity on the dashboard and then click on the title and click Edit.

•

On the next page click “Save & Link to Evidence & LO”.
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•

The “Activity relations page” now displays a list of Evidence (if any) and underneath
shows a list of Learning Outcomes grouped by category.

•

Then click “Link existing Evidence”.

•

In the modal window the evidence included in the left box lists all the available
evidence to eventually associate to the Activity while the box on the right shows all
the Evidence currently associated to the Activity. Once you have selected the
evidence click “Confirm”.
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How to link Activities to Learning Outcomes
•

Scroll to the list of Learning Outcomes and click on the “+” then add a brief
description about how this met by the evidence attached. Multiple Learning
Outcomes can be associated to an Activity.

•

Then “Save” or “Save and Close” at the bottom of the page.

•

Please remember to save or comments will be lost.

4 St Andrews Place, London NW1 4LB
E: educ@fph.org.uk: +44 (0) 20 3696 1450 W: www.fph.org.uk
Registered Charity No: 263894

13

How to submit an Activity for review
•

In the “Activity General Dashboard” Click the row related to the specific Activity you
want to submit to the Activity Supervisor.

•

When successfully submitted the status will be in “In Progress”.
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6. Learning Outcomes
All your Evidence and Activities are used to demonstrate that you have completed Learning
Outcomes, but these will be signed off separately via the Learning Outcome Sign Off Sheets
(LOSOS).

You can view the learning outcomes you have completed and need to complete in a number
of ways:
•

View All: shows all the Learning Outcomes grouped in categories including those
signed off and those that have not been submitted for sign off.

•

View Outstanding: shows the Learning Outcomes which have a related LOSOS in
“Under review”, “Partial Achievement”, “Minimal Achievement” or that have yet to be
actioned.

•

View Submitted: shows only the Learning Outcomes which have a related LOSOS in
“In Progress” status, so items which have gone to the supervisor for sign off.

•

View Signed-Off Shows only the Learning Outcomes which have a related LOSOS in
“Approved” status, so items that are fully completed.

How to sign off a Learning Outcome
•

Go to the “Learning Outcome Dashboard” as shown in the previous section by
clicking “View All” or “View Outstanding” in the “Learning Outcome” section.

•

The LOSOS that can be submitted are the ones related to Learning Outcomes with at
least one associated Activity. You can check this by looking at the activities counted
on the right side of the learning outcome title and via “+”.

•

Click “Submit LOSOS”.

•

The ARCP listed should be your open ARCP and the Educational Supervisor listed in
the My Profile page.

•

Click “Submit LOSOS”.
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•

The submitted LOSOS will be now viewable by clicking “View Submitted LOSOS”
that now appears in the dashboard for that specific Learning Outcome.

•

Please note that the submission of a LOSOS for a Learning Outcome locks in a
cascade all the related activities and all the evidence related to each activity, so they
cannot be edited or deleted.

A LOSOS can’t be submitted if:
•

You don’t have an open ARCP.

•

LOSOS has an Activity linked to it that has not be been signed-off, the activity will
need to be approved or rejected to unlock the LOSOS and submit.

Revisiting Learning Outcomes
There are some LOSOS that you will sign off as Minimal or Partial. These are items that you
will revisit and submit for sign-off once new Activities been added and approved and have
been linked to this specific Learning Outcome.

•

“View Outstanding” in the “Learning Outcome” section.

•

Click on “Partial” or “Minimal”.
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•

The process is the same for submission except you will see the history of the item,
such as the previous supervisor comments.

•

If you are resubmitting a LOSOS for sign off at the next level and your ES has
changed since the initial sign off you will need to select the supervisor from the drop
down menu.

•

The method of assessment tick-boxes can only be populated by your ES.

•

Once submitted the LOSOS will display against your latest ARCP.

Different status for LOSOS: what do they mean?
•

Submit LOSOS: Activities associated with the LOSOS are signed off and so this can
be submitted for assessment.

•

In Progress: LOSOS is submitted to Educational Supervisor for sign off.

•

Minimal Achievement: LOSOS signed off but will need to be resubmitted with new
evidence to demonstrate either Partial or Full sign off.

•

Partial Achievement: LOSOS signed off but will need to be resubmitted with new
evidence to demonstrate Full sign off.

•

Full Achievement: LOSOS is fully signed off. No further action is required.

•

Please note dependent on your region you may not be required to sign off items as
Minimal. If unsure please check with your Educational Supervisor or Training
Programme Director.
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7. ARCP
The ARCP is a way to group to together work that has been completed over a period of time
to demonstrate progression through training for the ARCP panel. When the training panel
meets they will be able to view your progress by the information attached to the ARCP.
Your deanery may have specific requirements regarding the submission of documents for
the panel. You should contact them to clarify the process.
•

You should have one ARCP open at a time on your account. If there is more than
one open ARCP, submitted work may be attached to the wrong ARCP and the ARCP
panel may not be able to view it.

•

When the day of the ARCP is reached the ARCP automatically closes.

•

If an ARCP needs to be reopened or the date needs to be changed please contact
educ@fph.org.uk

•

There is a cut-off date after which LOSOS and Activities can no longer be added to
the system. This is 10 days before the date of the ARCP.

•

If you don’t have an ARCP open on the system you will not be able to submit any
LOSOS. A prompt will remind you to open a new ARCP.

•

Additional documents can be added to the ARCP under the CV field.

ARCPs can be viewed by different statuses:

•

View Pending ARCP: Your next ARCP.

•

View All ARCPS: You can view historical ARCP and your next ARCP.

•

Create ARCP: Make a new ARCP once the last ARCP is closed.

4 St Andrews Place, London NW1 4LB
E: educ@fph.org.uk: +44 (0) 20 3696 1450 W: www.fph.org.uk
Registered Charity No: 263894

18

How to create an ARCP
Click on “Create new ARCP” and complete the fields, and click “Save and Complete”.
Once submitted go to view all ARCPs and open the ARCP.

What documents are in the ARCP?
The ARCP panel can view the following information and documents on your account.
The ARCP dashboard is split into the following sections:
•

Pending ARCP: This contains the details of the ARCP already entered.

•

Report Templates: These should be downloaded and sent to the supervisor to
complete.

•

Associated Reports: This is where the completed Supervisor reports are uploaded .
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Personal Documents: documents required by your deanery for ARCP purposes can be
uploaded here. Multiple documents can be uploaded under each heading.
Associated Learning Outcomes: here all Learning Outcomes associated with the LOSOS
can be seen. From here the activities and evidence associated can also be viewed.
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8. Frequently Asked Questions
What if I have problem with ePortfolio?
All queries should go to the Education & Training team who will be able to resolve any issue.
Please email educ@fph.com with details of your query.
My Activity/Educational Supervisor isn’t on the system
If you need a supervisor to be added to the system please ask your deanery to email
educ@fph.com with the name of the supervisor and the email address they wish to use with
the system.
I have submitted my activity/Learning Outcome Sign off Sheet (LOSOS) to the wrong
person. How can I get it back?
Email educ@fph.com and we will reject the item back to your account for resubmission.
Why, when submitting my LOSOS does it keep going to the wrong Educational
Supervisor?
The Educational Supervisor is automatically identified using the details on the My Profile
page. Ensure that this is updated with the correct supervisor information before submitting.
If you are resubmitting a LOSOS for sign off at the next level you should select the
supervisor from the drop down menu once you have clicked on “Partial” or “Minimal”.

Where is the Form R/Form 4?
Your deanery will have a version that they use for the ARCP.
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