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Welcome to OneFile

Using this guide ﬁ ro\\
This guide gives an overview of the system and provides step-by-step m m

guidance on completing necessary tasks. The guide should be used
together with other resources to become familiar with systems use. Candidate

*  Gathers evidence against the

What is OneFile? cops Default trainer
Additional trainers

OneFile is a digital portfolio system that: *  Gives and responds to
feedback and comments from *  Assigns assessments to
e Collects and organises digital evidence of a candidate’s training team candidates via training
skills and knowledge *  Signs off assessments when plans
. . , complete *  Reviews and gives
e Tracks the evidence against the HCPC's regulatory feedback on evidence
standards of proficiency (SoPs) submitted
e Supports workflows between different types of users »  Determines which SoPs
e Allows the collected evidence to be assessed o) 40 QLA IS
. m *  Signs off assessments
e Replaces a paper portfolio ooz comle
ol egens * Completes the
User roles and responsibilities Verifier laboratory feedback
. . . . . form on OneFile at the
Evidence |§ collected, marked and Yerlfled dlgltaI_Iy through QneFlle by a . Scrutinises the evidence =
range of different user roles. The diagram opposite summarises how each across the portfolio
uses the system. It is important to note that OneFile sits within a local N e e snheth et helSoPs
training environment. The training team is responsible for deciding: are demonstrated in the
evidence
e Structure and timing of the assignment of assessments i
®* Completes the verifier report
e What evidence is to be submitted when form on OneFile at the end of Observer
e Format and method of evidence submission verification *  Has read-only access to

h foli
e Required depth of feedback and comments the portiolio

e Content, frequency, scope and timing of any
progress review meetings
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Overview process

The use of OneFile follows a process whereby training is assigned, evidence collected and marked and finally scrutinised. The

diagram below illustrates this overview.

Apply for portfolio (e-mail)

Activate account Activate account
Issue training plan Accept training plan
Submit evidence

Mark evidence 4/

Apply for verification (e-mail)

Verification

The portfolio of evidence is complete when it contains a set of assessments containing
evidence that meets all the required HCPC SoP.

At this point an application can be made to have the portfolio scrutinised by an external
verifier.

This scrutiny and all verification ‘paperwork’ happen within OneFile.

Following successful verification, the digital portfolio is archived. Read-only access to it is
retained by the candidate, trainer and any other associated users.

Institute of Biomedical Science (2025) OneFile User Guide for Candidates and Trainers
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Registration I L~
portfolio Academic
completed gualification

Certificate of
Competence

Page 6 of 52



Where to find training resources

All training resources for OneFile are available from within the system itself, as shown below, and on the IBMS website.

%

Institute of .

% Biomedicol Science 1 Settlng preferences
% 2. Training Plans

= wJOnefile 3. Submit Evidence

4, Marking Evidence

fay Home -
5. Progress Reviews

Module ] Tasks @ 6. Correcting Mistakes

Descrlgtors 1. Verification

4] Messages @

8. Custom training plans

User Guide

| Reports

Resources

IBMS Homepage %
IBMS OnefFile 5
Video %

Training Videos
alo cantre i
Halp-centre play list

Support Tips

Institute of n Custom
Biomedical Science Training Plans

To request help with system features and functions please email elearning@ibms.org
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1 Getting started

1.1 Keychain account

Access to OneFile is made up of two parts: (1) a keychain account, and (2) a user profile. The
OneFile Keychain is a feature that links all OneFile profiles associated with the same email address.
If you apply for a different role on OneFile, and are an existing user, your new profile is added to
your existing keychain account.

If you use OneFile in more than one role — for example, as both a trainer and a verifier — your
keychain will allow you to switch between profiles without needing separate logins.

If you have more than one profile, always select the one you intend to use from the OneFile landing page:

= Wl Onefile Donald Duck v
_~
o? My Accounts
My Accounts
[¥] Eportfolio
| Search for account... Q | Filter by environment... v
’ Donald Duck (Trainer IBMS) Donald Duck (Verifier IBMS)
fo 7 Lestactivisy on 040062025 10:18 Lasz activiey on 20/05/2025 15:14
[F) 2Tasks 12 Tasks B2 1 Messages
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1.2 Logging in

Only the person who has applied for the portfolio will receive an email from registration@ibms.org when any new accounts
associated with the application have been set up on OneFile. The candidate will always be a new account and new trainer accounts
may also have to be created.

An email is sent automatically from OneFile to new users when a new account is created. This Froms Onefile Reminer
g o . . . . Date: Wed, 26 Mar 2025, 15:39
email is sent to the email address provided on the application form. Sublect; OneFile Keychain it Link

To: testuser1@gmail.com

Dear Test User

You have been invited to the following OneFile product(s):

. . Product name(s): |
Emails may go to Spam/junk folders R
Links are time limited. Please action on receipt Please use the following link to accept the invitation:
Accept Invitation

WAl be expired after 7 days
Need help getting started? (e more here

Thanks,

1. Check your inbox for the keychain invitation email onefie S
If your invitation link has expired, please contact elearning@ibms.org
to request a new link.

Confirm Keychain Invitation
2. Click the accept link to set your password B
. . Test
3. Enter your registered email address “
. . . . . . User
This creates your keychain account, your IBMS profile and links both together via the email
addreSS testuserl@gmail.com
Create a password for your new keychain:
4. LO in at htt S://IO in.Oneﬁle.CO.Uk To protect your account, your password must be at least 10
g p g
characters and contain any 3 of the following:
5. Enter your email and password R —
. . . . . . * Alower case character
The OneFile landing page shows the profiles associated with your email address. C iy
. . . Password ®
6. Select the required profile to be taken to the Home page for that profile.
L. Confirm password [o)
7. Accept the Terms & Conditions
(O 1 have read and agree to the Terms and Conditions
8. Review any system announcements
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1.3 Navigation

1.3.1 The Home page

e The layout differs depending on your role (Candidate, e Once you have logged into OneFile, the Dashboard
Trainer or Verifier), but the core features and icons is your main workspace.
remain consistent.
o If you have more than one profile, always select the

e You can return to your home page view at any time by appropriate one from the OneFile landing page to
clicking Home in the left side menu. ensure you access the correct homepage
= {Onefile =@ ¢ @IBMSTraining CANDIDATE 1 (IBMS)
- : Candidate

Welcome back, IBMS Training CANDIDATE 1 (IBMS) 9

The left
sidebar
menu
Dashboard — what you see here depends
on your role

options

seen here
are role
dependent

Other Options v
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1.3.2 Other options
» REFER TO TRAINING VIDEO 1

At the bottom of your dashboard, you will find the

Other Options area. Other Options v
This section of the home page contains useful tools

that allow you to customise your account, manage My profile User guides

your notifications, and review your activity. Display settings Read system announcements (0)

Email preferences
My activity
e My Profile
See Section 1.6.

e Display settings
Change how OneFile looks on your screen.
To suit your preferences or accessibility needs., you can adjust:

a) textsize
b) contrast settings
c) colour schemes

e Email preferences
Choose how you want to receive notifications from OneFile. See Section 1.6 for more information.

e My activity
View a log of your recent activity within the platform. This is helpful for tracking actions you’ve taken, such as submitting
evidence or completing forms.

e Read system announcements
Access important updates from OneFile or IBMS. A notification number will appear here if there are new messages you
haven'’t read.
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1.3.3 The candidate dashboard

‘Wiekcome back, IBMS Training CANDIDATE 1 {|B%5)

Portfolio Dashboard

You are warking towards:

OVERALL AND TARGET

iy

by
™

o
)
F

PROGAISS

sining Portfalio (VS)

CALTNDAR

Taday
1o acsmary has been planned yer

4 MHT:"I%,
|
- ™ |
. b 4
L ] hd
My Portfolio * Upload Evidence

TASKS DUC

o tasks Lo compiete

IE Resources

7 Tasks

Yo v 7 e b

IBMS Training CANDIDATE 1 (IBMS) - Portfolio

Overall progress: 6%

PORTFOLIO

Gap Analysis

L4
— Completed: 8.0 %

Pending: 42.0%
— Not started: 520 %

Scorecard

2

Download
Portiolio

Learning
Journey

Training Plans
{1 Pending)

Institute of Biomedical Science (2025)

PORTFOLIO

$F

=

i
g it
T 0 Ny
& %

TASKS DUE

My Portfolio
Access your assessments, training

plans and progress.

Upload Evidence
Upload evidence and link to

assessments later.

Courses

You have no new courses.

Tasks

You have 4 new tasks.

Messages

You have 5 unresd messages

Resources
Accass online resources uploaded

by your centre

OneFile User Guide for Candidates and Trainers

Overall and Target Progress: The dial here shows your
progress towards evidencing the standards of proficiency.

Tasks Due: Here you can see an overview of tasks due now
(immediately), this week, next week or in two weeks’ time.
Tasks in green are not yet due, amber are close to a due date
and red are overdue.

My Portfolio: This provides access to your assessments,
evidence, plans and progress. Click here to access your full
portfolio (also available from the Portfolio tab in the left side
menu bar.

Upload Evidence: Here you can create folders and files of
evidence waiting to link to assessments later.

Courses: If you are assigned any interactive learning
resources by your training team these will appear here.

Tasks: You will receive tasks here for you to complete. You
will see this area highlighted if you have new tasks. Tasks are
also accessible from the left side menu and from the top
right menu

e s )

Messages: OneFile has an in-built messaging system that
allows you to exchange messages with your trainers. Your
training team decides which methods of communication
they would like to use.

Resources: IBMS training resources including guides,
support tips and links to videos are found here.
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1.3.4 The trainer dashboard

Trainer Dashboard

O

CALCNDAR CAMDIDATLS LAST LOGGED IMN

Taday

Mo activiy has been pianned yet '

@1 Over 30 darys
08 - 30 days
6 Within lust 7 Dars

Candidate Dashboard

Filter Candidates Candidates |last logged in

Fecords per page:

1000 W

raining Portiolio

Forms & Templates

Institute of Biomedical Science (2025)

—
v L7
Training Plan WritLen

Templite: weslion Faims

CANDIDATLS DUC TO
COMPLITE

PROGRISS ROVIDWS DUC CAMDIDATLS ON TARGLT

Nanie dut innex 90 days

0 <

Ovardus
o maxt 7 Days

Eutvvaan 714 diys
Dot Bwtwean 1428 duvi =y

]
4 Ahaud of targat
2 Ontarge

Babind target

7
TR
LR
e

Candidates on target

$ Upload

Frogross: 45%

arger 55)
Progress: 0%
{Targer. 1%
Frogress 6%
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OWIRDUC PORTFOLIC
COMPLETION DATES
Mo Porfolios everdue

Progress (Targetpe | Anticipated Completion Target Mext Progress Review Units Signed | Tasks Partfolia Options
[ Deviation ‘Date off

3

Calendar access,
candidate activity,
progress tracking and
performance insights to
monitor engagement,
upcoming reviews and
completion status.

Overview of candidates you
are associated with as either
a default or additional
trainer

Select Show my candidates
only to see candidates where
you are the default trainer

Showing 1- 3 04 2 records

View Progress and number of

s | pans | Units signed off
Use the quick links in the last
 rocssms | s | column Portfolio options to
quickly go the Assessments list
o ey and Gap analysis
fap Analysis

Click on the candidate’s name
to go to their full portfolio

Assign training plan
templates to your
candidates from here
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1.3.5 The verifier dashboard

Access to verifier functionality is via the unit sampling table, the verifier dashboard is shown here for illustration only.

O

Institute of Biomedical Science (2025)

Dashboard

TASHKS DUE

ceweak g

CANDIDATES DUETO
COMPLETE

Mone dws in next 30 days

TRAIMER VERIFIER
RESUBMISSIONS

UNITS TO BE SAMPLED

Mothing planned in the naxt
30 days

Trainers

i
i

Trainer [click for unit sampling) ~ Date Last Login Casslaad Tashs Dutstanding Units Resubmitted Units Signed aff Samgling Follcy Compltancy options
In Last 30 Days
[IBMS], 1M Training TRa
! 'm 1062025 13:13 B "
MEMS), IEMS Training TRA
! m D4/06/Z025 1046 n o o
[IBMS, IBMS Training TRA
L [ omina 06/2025 17:04 B 4 o
McLaughlin Traince 4 [EA
! [ omies | 1062025 10:1 [ 1] o
&  Taylor(Trainer Sugpart), i
= ayloe rainer Suppart), [n - - - . . o

Candidates

Include Archived Candid stes

More VERIFIER Options

OneFile User Guide for Candidates and Trainers
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1.3.6 The left side menu

This is the main navigation tool. It appears vertically on the left side of every screen and provides quick access to all key features
relevant to your role. Each icon represents a section of the system, such as tasks, messages, your portfolio, or resources.

The side menu always remains visible, but you can choose to collapse it to show icons only.

Candidate
Home

Portfolio

& G =

Tasks (3

Assessments

Timesheets

Learning Journal

e)

[

Scorecard

-

Courses 0

v
53

Messages (24

(=]
[ ]
—

Progress (17%

4000

Resources

BN

IBMS Homepage

IBMS OneFile
Training Videos

BN

©®

Help centre

Institute of Biomedical Science (2025)

Trainer Verifier
I )

Home Home

E»
H e

Tasks (0 Unit Sampling

[<3

Tasks (12

X
<

Messages (0

Messages (1

E

Reports

59

Reports

4000

Resources

000

Resources

%

IBMS Homepage

N

IBMS OnefFile
Training Videos

IBMS Homepage

IBMS OneFile
Training Videos

BN

@ Help centre

©)

Help centre

OneFile User Guide for Candidates and Trainers

O & 8 m B =

Observer
Home
Reports
Resources

IBMS Homepage

IBMS OneFile
Training Videos

Help centre
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1.3.6.1 The left side menu —
candidates

Home — this will take you to your portfolio dashboard and is the landing page after signing in.

ﬁ Home

o) Portfolio Portfolio — takes you to a detailed view of your portfolio

Tasks 3 Tasks — where you manage all actions assigned to you. This includes assessments to complete,
‘ profile updates, review forms, and other portfolio-related activities.

?  Assessments

Assessments — lists your assessments. The default status shown is pending (not yet signed off
by your trainer) but you can change the drop down to see any status

Timesheets

Learning Journal
These features are not currently in use

Scorecard
‘ Messages — OneFile has an in-built messaging system. Your training team decides which
Courses | methods of communication they would like to use.

Messages (24
Progress — takes you to an overview of portfolio progress shown at unit level

Progress (17%

IBMS specific resources:
Resources

¢ Resources — links to guides, short support tips, webinars and module

IBMS Homepage description document
IBMS OneFile ¢ Training videos — links to the YouTube playlist of IBMS support
Training Videos . . . .
videos which give step-by-step guidance on how to complete
(?) Help centre tasks

Help Centre — this will give you access to the OneFile’s generic help pages.

Institute of Biomedical Science (2025) OneFile User Guide for Candidates and Trainers Page 16 of 52



1.4 Viewing the training team

1.4.1 Candidates

Candidates can view all the people associated with their portfolio directly from

the dashboard on the Home page.

. . A tT
Navigate to the Assessment Team section of the dashboard. ssessment feam

IBMS Training TRAINER 1 . IBMS Training TRAINER 2
(IBMS) (IBMS)
& " Primary Trainer __ ) Additional Trainer
1.4.2 Trainers, verifiers and observers i [ onine [ [ offine |

Any trainer, observer or verifier can view a candidate’s training team from the
portfolio.

1. Click on the candidate’s name to access their portfolio

2. Click the Manage tab rmasion & Opsions

3. Click the candidate’s profile picture

All associated users are shown on the right-hand side

l ‘ IBMS TRAINING CANDIDATE 2 IBMS (Candidate)

Institute of Biomedical Science (2025) OneFile User Guide for Candidates and Trainers Page 17 of 52



1.5 The task list

OneFile manages the workflow associated with the completion of the
portfolio.

Tasks are continually being created and routed in OneFile, and your task
list will be constantly updated to reflect actions that you need to take.
Some examples of how tasks can be created are shown opposite.

1.5.1 Filtering tasks
Use the dropdowns at the top of the task list to filter your tasks.

Filter by: Period: | Show all v] SEEIUSZ[ Pending tasks b

Completed tasks are always available to view by changing the status to
completed.

Tasks cannot be deleted; however, they may be hidden. You should only
hide a task when there is a legitimate reason to do so.

1.5.2 Reassigning tasks

a candidate is sent a training
plan by a trainer

a candidate accepts a training
plan

a candidate signs an
assessment and submits it for
marking to a trainer

a trainer signs a unit summary
as complete

a trainer completes a progress
review meeting

a verifier signs the verifier
report form

When ... atask is sent ...

to the candidate asking to
accept the plan

to the candidate asking to
complete each assessment the
plan contained

to the trainer asking them to
review the submission

to the candidate asking for a
sign off

to the candidate asking for a
sign off

to the default trainer asking
for sign off

Trainers and verifiers have the option to reassign a task to a different user. For example, a trainer may no longer be able to review
an assessment submitted for marking and wishes to reassign it to another member of the training team.

1 Click on Reassign task beside the task in the task

i Please complete [Section 1 - Module 1] Unit Summary
list. . . . 09]?:?525 for Test Candidate (IBMS) (Last Unit to sign off for 03/?;_/52528
All the users associated with the pOthOIIO that : Registration Training Portfolio (V5)) ’
the task relates to are displayed.
2 Select the recipient and add a note (optional).
. . o
3 Click Rea§S|gn task. N ' _ _ SUbmits o) a0 m S Sims O
The task is removed from the original user’s task list and is sent to the T m /m \m

specified recipient.

I

Assessment
I_lj — signed off

A task can be reassigned multiple times to multiple recipients until it is finally completed.

Institute of Biomedical Science (2025)
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1.6 First task — Update your profile information

When you first log in you will see a task in your task list that asks you to

. . . DETCRT Task (click to open)

update your profile information.

15/05/2025 11:39 Please update your profile information
Click on the task text to complete the task.
Enter any details you are happy to Choose whether to Trainers, verifiers
complete View a time- allow OnefFile to and observers can
Upload a profile picture star:pe:‘ll;)tg ?: collect data on how have a separate
VeLr B you use the platform. public profile

Check the time zone is correct for Dublin, OnefFile
Edinburgh, Lison. London

My Profile  Email Preferences =~ My Activity  Privacy  Public Profile

1.6.1 Adding a new email address A ve_rlflcatlon email will be_ sent aut_omatl_cally 'Fo fany n_ew
email address you add which contains a time-limited link.

It is important that your email preferences are correct. Your

primary email address will be set as the email address you 1.6.2 Email alerts

registered with. Ensure that you have chosen a primary email

that you have access to as password reset emails are sent to

this.

Set the system to send you emails on each of your working
days and always include the Tasks to do and Unread

+ Add new email messages.

] . ] A daily digest is recommended rather than ad hoc alerts.
If you wish to add an email address to this account, for

example a personal email address, then click to Add New
address.

Institute of Biomedical Science (2025) OneFile User Guide for Candidates and Trainers Page 19 of 52



2 Assigning and accepting training

P REFER TO TRAINING VIDEO 2

Before a candidate can begin working on their portfolio in OneFile,
a trainer must first assign a training plan.

The training plan contains assessments. Each assessment is mapped to a set of
HCPC standards of proficiency (SOPs). Assigning the correct plan is essential to
enable the candidate to start uploading evidence to assessments and progressing
through evidencing SoPs.

This section provides guidance on:

e Finding and selecting the appropriate training plan template

e Assigning the plan to candidates

2.1 How are training plans structured?

The digital portfolio follows the same structure as earlier paper-based versions
of the IBMS Registration Training Portfolio. Default training plans are divided
into two sections, each containing five modules aligned to the HCPC Standards
of Proficiency.

Each module contains three assignments:

e One for mandatory evidence
e Two for candidate choice evidence

To complete the full portfolio, candidates that are not on the equivalence route
are expected to complete 30 separate assignments — three per module — to
generate the 30 required pieces of evidence.

Institute of Biomedical Science (2025)

Module 1: Personal
Responsibility and
Development

Section 1 Section 2

Module 1: Professional
Knowledge

Module 2: Equality,
Diversity and Inclusion

Module 2: Health and
Safety and Wellbeing

Module 3: Communication

Module 3: Quality

Module 4: Patient Records
and Data Handling

Module 4: Performing
Standard Investigations

Module 5: Professional
Relationships

Module 5: Research and
Development

v —
W —
v —
v —

AN
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2.2 Understanding assessments

In OneFile, an assessment (or assignment) is the framework a candidate uses to submit evidence. Each assessment links to a module
and allows trainers to monitor progress and track which HCPC SoPs have been demonstrated.

The term “assignment” in this context refers only to the digital structure in OneFile. It does not dictate how the evidence is gathered
or what form it takes. Trainers should set learning tasks appropriate to their laboratory and candidate needs.

2.2.1 Mandatory and Candidate Choice Assessments

Assignment One in each module is pre-defined and used to collect the mandatory
evidence required for that module. OneFile uses the prefix MER for these.

Assignments Two and Three are listed as candidate choice. These can be tailored by the
trainer and candidate to meet the remaining SoPs associated with that module. OneFile

uses the prefix CCR for these.

—)o

Default
Trainer

i

Additional
Trainers

Assigna
training plan
(not individual
assessments)

Assessments are
created and sent to

Accepts the
" training plan

candidate’s task list

Candidate

Candidates on the
Equivalence route have a
different default training
structure

AN

The prefix APL is used for assessments
for candidates on the equivalence
route only. No non-equivalence
candidates should have APL
assessments in their portfolio.

Default training structure for non-
Equivalence routes to registration

Training Plan

sessments

| Related Tosks

Examples of acceptable evidence types for candidate choice assessments are given in the guidance documentation.

Institute of Biomedical Science (2025)
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These suggestions are for guidance only — trainers are encouraged to support a variety of evidence types and assessment methods
to suit the candidate’s learning style and workplace environment.

o]
2.3 Assigning default training plans @
Trainers assign training to candidates. There is a precise T — .
sequence of steps that must be followed to accurately assign training . ey || e ][ omm || e
plans. Please follow the instructions given here and shown in Training i P @ <
Video 2. gine faEt e
. . o s Pt ety b el
Key principles:
e Training plan templates, not individual assessment templates, e ot 7
are used to deliver training to candidates L= E :
e Training plan templates contain a set of 15 assessments for each |
. . '}
section of the portfolio _— | R B et e e
e When the candidate accepts the training plan, OneFile creates = = - O e 0 2o
assessments in the candidate’s portfolio o , : —— ===
[ omes |
e Assessments are numbered consecutively at the time of their s = o — 0 =
creation
o
2.3.1 Selecting the training template & candidate(s) Forms & Tempiaes v
1. Select Training Plan Templates from the Forms & Templates 7
section in the trainer dashboard.

2. The centre templates available to you to assign are shown. Each contains 15 assessments, mapped to the relevant SoPs. You

may view the template to see the

ion i Centre T lat =
content before you assign it. entre Templates

Training Plan Template Name (Centre Ref) Training Plan Name (Candidate Ref) “

3. Select which section you wish to assign.

4. Click Assign to Candidate(s)

Institute of Biomedical Science (2025)

[REG] [INT] [NADA] Section 1 - Professional Conduct

Section 1 - Professional Conduct

[REG] [INT] [NADA] Section 2 - Professional Practice Section 2 - Professional Practice

Assign to Candidate(s)
Assign to Candidate(s)
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5. Choose the route.

1. [INT] Accredited BSc CONTAINING Portfolio (HCPC Route: 1)

shown

~  Only routes that use the assessment method(s) set in this Training Plan are

Do not change any of the three check boxes that
are preselected below the route dropdown.

Show candidates studying at least one unit set in this Training Plan (remove tick to show all candidates)

. . . Only show candidates who have not been set any of the Written Questions or Assessment Templates set in this Training Plan
6. A list of candidates to choose from is o : o
Hide candidates already assigned to this Training Plan
displayed.

Click the checkbox to the left of the
candidate(s) name to select the candidate. To select all candidates, click once on Select All above the list of candidates.

Note: Selecting more than one candidate allows you to issue the same training plan to all candidates selected. This should
only be done if you want to use the same start and due dates for the assessments within the training plan for every

candidate you choose. If you wish to use different start/end dates for each candidate, then they will need to be assigned
training plans individually.

The training plan that will be assigned to the candidates selected is displayed.

2.3.2 Reviewing the training plan

Two changes must be made in the training plan section:

lTraining Plan

This Training Plan Visit

Title:  |Section 1 - Professional Conduct

Date:  (4/06/2025 Type: | ® Remote session O Flice-to-face visit

1 A < 2

Set Next Planned Visit
4

AN

This will be Select Remote
selected by i
session not face-
default but must to-face visit
be unchecked

Institute of Biomedical Science (2025) OneFile User Guide for Candidates and Trainers Page 23 of 52



2.3.3 Amending assessment start and end dates

Each assessment in the plan is shown. You can amend the start and end dates if you do not wish to use the defaults.

Start date: The date that the End date: The date in which the
assessme;mt will be planned candidate has been set as the
deadline date for the
to start from. By default, this

; assessment. Defaults to a year
will set to the current date. alhas) aftier SE daie

sime | —pine

Candidate Instructions
Sectian: 1 - Module: 1 (Personal Respansibility and Development] Mandstary Evidence 1

Task
Produce a persanal statement that demanstrates your understanding of the limits of yaur practics and how you act sccordingly.

Yau may type inte the evidence bax provided or uplosd attachment(s), making surs yaur evidence cavers the fallowing HCPC Standsrds of Proficiency
(SoPE 4.1, 45, 101

Guidance
- Candidstes ars expecied to uplaad svidence that complies with the principles of information governance and standards of prafessional practice.
The instructions for - The Candidate 2nd Trainer 2re jainty rezponsible for ensuring that Onefile sUbmissians do not cantain identifisals patient infarmation, redacting
infarmation where
each assessment ecessary to ensurs it is not ressined in files uploaded to OneFile
« Candidates are reminded that wark must be produced in accardance with the plagiarism dedlaration signed st the start of portfalic completion.
that th eca nd |d ate » Each piece of avidence is expacted to indude annotation by the trainer and show a process of discursive, constructive feedback.
will see. R
HCPC Standards of Proficiency - Biomedical Scientists [2022] implemented from 1% Sept 2023 O C1rpeana
Section 1 : Moduls 1 - Module descriptar =
This includes the Ancrymisstion: Managing dats protection risk coda of practice - 100

assessment title, Learning Resources
SoP mapping,
guidance and

(¢)  Anonymisation: Managing dat.__url /o HCPC Standards of Proficienc... .url

C/ {0.00 KE) ([T

resources E e 1. Click Edit Dates to open the pop-
o] | Assessment Method Use Template (optionalk
Mandatory Evidence 4 [REG] [INT] [NADA] 51-M1 - Evidence 1+ u p
Learnin | Start By: Start Date: Due Date: Map Evidence: @
Bl | [ ndsae v | | oonszozs | B | otoszozs | B © Holistially  Per-criveria 2. Enter the Start Date and Due

s [ R— i oo Date in DD/MM/YYYY format.

Section: 1 - Module: 1 (Personal Responsibility and Development) Mandatary Evidence 1 | [Section 1-Module 1] [Qutcome 02] [Qutcome 01]
- .
o e - 3. Click Save
Produce a personal statement that demonstrates your undersianding of the limits of your practice and how you act P

Learning Resources: 4. Confirm the updated dates appear

on the training plan
(7 Anonymisation: Managing data...ur (7 HEPC Standards o Proficiency . ur ™ Section1: Module 1 - Module __pdt
& wooke & ook (201 | (122 52 ey

5. Double-check for accuracy. If
incorrect, repeat the steps to edit
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Points to consider when amending assessment dates:

When you assign the training plan to a Conversely, if you delay the release of an entire
candidate, they must formally accept it through section of the portfolio, or choose start dates too
OneFile. At the point they accept the plan, each far in the future, candidate progression through the
assessment within that plan is created and a portfolio might be delayed if they get ahead of their
separate task for each sent to the candidate’s targets.

task list. Using staggered start/end dates will
overcome the potential for being overwhelmed
by a large number of assessments

2.3.4 Signing the plan

The plan must be signed by the trainer. A signature in OneFile is captured by ticking in any Signed checkbox. The date and time of
signing is captured.

1. Scroll past the Attachments, Feedback & Comments and Issues Ticking the Signed box is a feature throughout OneFile
Arising sections. These should be left blank and ignored. used by candidates, trainers and verifiers. The digital
‘tick in the box’ replaces the need for a ‘wet’ signature
. . on a physical document.
2. Tick the Signed box. Py

3. Click Assign. The candidate(s) selected will be sent a task (see Section 2.5).

m Signatures

Trainer IERAS Training TRAIMER 1 (IEMS) 0408/2025 18:10:46

e L
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2.4 Assigning custom training
P REFER TO TRAINING VIDEO 8

Custom training plans can be developed by a trainer. Video guidance is available that describes how to create a custom training plan
template.

Note that:
* You should become familiar with the default training plans and OneFile use first before developing custom training
* Mandatory tasks (MERs) must be completed using the IBMS tasks as written (SOPs can be added but not removed)
* Customisation revolves around candidate choice content and mapping, and the timing and structure of assessment release

* All SoPs must be covered across the portfolio — this can be checked using portfolio tools such as the Gap Analysis

2.5 Accepting a training plan @

The overview shown in Section 2.2.1 illustrates that a training plan must first be: (1) assigned by a trainer to a candidate, and (2)
accepted by the candidate before any assessments are created in the candidate’s portfolio.

When you receive a task to sign a training plan that has recently been sent to you by your trainer, you must check the tasks and accept
the plan to confirm you have understood what is required.

14/05/2025 15:24 Please sign your recently prepared Training Plan by IBMS Training TRAINER 1 (IBMS)

1. Click into the Task title to open the Training Plan for signing:

Fa
\) Please sign your recently prepared Training Plan by IBMS Training TRAINER 1 (IBMS)

. Read this training plan carefully' before choosing to Accept or Reject it. If you Accept it you must also sign the box in the highlighted band below.
. After signing, Tasks for you to start today or in the past will appear in your task list.

2. Read through the Training Plan requirements.
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The due dates will appear on the right-hand side of each task. This will be the maximum time you have to complete this work.

3. Once you are ready to accept
the plan, sign the declaration at
the bottom of the page by T R N
checking the signed box and Candidate IBMS Training CANDIDATE 1 (IBMS) [=] 14/05/2025 15:27:17
click the green Accept button. Trainer IBMS Training TRAINER 1 (IBMS) 14/05/2025 15:24:01

‘ Signatures

Verifier

Not In Use

Ticking the Signed box is a feature throughout OneFile used by candidates,

trainers and verifiers
A The digital ‘tick in the box’ replaces the need for a ‘wet’ signature on a
physical document.

What happens when a training plan is accepted?

Date Due Date |
Completed

ome Date Set Task (click to open)

Please complete your new assessment MER1: Section: 1 - Module: 1 (Personal Responsibility and

Once the training plan is accepted by the candidate, OneFile: Pl compis e e

e Creates the assessments that the plan contained in the
candidate’s portfolio

Please complete your new assessment CCR1: Section: 1 - Module: 1 (Personal Respansibility and
Development) Candidate Choice Evidence 2

Task
Meet with your Training Officer to discuss and agree the second piece of evidence for Module 1 -
Personal Responsi.

e Sends a series of tasks (one for each assessment) to the
candidate’s task list

Please complete your new assessment CCR2: Section: 1 - Module: 1 (Personal Respansibility and
Development) Candidate Choice Evidence 3

Task
Meet with your Training Officer to discuss and agree the second piece of evidence for Module 1 -
Personal Responsi

ment MERZ: Section: 1 - Module: 2 (Equality, Diversity and

130972025
Using specific examples, demonstrate how you apply the principles of equality, diversity and 00:00
inclusion in your practice.
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2.6 Viewing assessments

The Assessment list shows all the assessments in the
portfolio and can be accessed in multiple ways to all users
associated with the portfolio.

The list defaults to show ‘Pending’ tasks, but you can
change the dropdown to show ‘Completed’, ‘Pending’,
‘Pending requiring your action’ and ‘Future Planned’
assessments.

The list also indicates where each assessment is located.
In the example shown, all assessments except CCR4 are
currently being worked on by the candidate. CCR4 is
awaiting action by the trainer.

Assessment Title Trainer Assessment Time Candidate Assessment Time Related Training Plan Action Req uired
(minutes) {minutes)

ST:M5-

12/05/2025 CCRWO Evidence: 3 Candidate Choice
S1:M5-
12/05/2025 | [ CCR9 Evidence: 2 Candidate Choice 0 0
S1:M5 - Mandatory
12/05/2025 | [ MERS . 0 0
- Evidence: 1 Evidence
S1:M4 -
12/05/2025 CCR8 Evidence: 3 Candidate Choice 0 0
12/05/2025 CCR7 ?,;NM - 5 Candidate Choice 0 0
vidence:
S1:M4 - Mandatory
12/05/2025 | | MERA Evidence: 1 Evidence 0 0
S1:M2 -
09/05/2025 | | CCR4 Evid 3 Candidate Choice 0 0
vidence:
09/05/2025 | | CCR3 i\“/'u:j':‘nzc; 5 Candidate Choice 0 0

Candidates can view
assessments by clicking...

Trainers can view assessments
by clicking ...

e on atask related to the
assessment in their task list

e the Assessment tab in the
left side menu

e the Assessment tile in the
dashboard

e on Portfolio in the left side
menu and clicking on the
Assessment tile

e on a task related to the
assessment in their task list

e on Assessment on the right
side of the list of candidate
names in the dashboard

e the candidate’s name in the
dashboard to open the
portfolio and then clicking
on the Assessment tile

Show:| Pending v

S
ection 1 - Professional Candidate
Conduct
Section 1 - Professional
Candidate
Conduct
Section 1 - Professional
Candidate
Conduct
Section 1 - Professional i
Candidate
Conduct
Section 1 - Professional Candidate
Conduct
Section 1 - Professional
Candidate
Conduct
Section 1 - Professional

Trainer
Conduct

Section 1 - Professional
Conduct

Candidate

Institute of Biomedical Science (2025) OneFile User Guide for Candidates and Trainers

An assessment must always be in
a user’s task list.

The assessment list shows both
the status of the assessment
(Future Planned, Pending,
Completed) and, if not completed
where it is located (with the
Candidate or Trainer user role).

Once signed by the trainer, the
assessment is Completed:

Action Required By

Action Completed
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3 Submitting evidence

P REFER TO TRAINING VIDEO 3

A candidate can view assessments in multiple ways (see Section 2.6) and should work through the assessments as requested by the

Training team.

3.1 Understanding SoPs

Each assessment is mapped to specific SoPs. The candidate uploads evidence that demonstrates the associated SoPs. Eventually,
both trainer and verifier confirm whether or not the SoP has been evidenced. OneFile tracks both SoP mapping and evidence status.

The candidate uploads

evidence in each WA
assessment thato J
demonstrates

the SO PS m re-submit

[Section 1 - Module 3] Communication

[Outcome 01] Knowledge

[SoP 2.7] Understand the impol
[SoP 7.3] Understand the char:
) intersectional experiences and
clency [SoP 7.6] Understand the need

Standards
of
Profi

[Outcome 02] Competency

standards | [SOP 7.1] Use effective and app
of [SoP 7.2] Communicate in Engl
Proficiency | [S0P 7.5] Modify their own me

The trainer marks the

candidate’s evidence, a
gives feedback and

are evidenced in an
assessment

[Section 1 - Module 3] Communication

[Outcome 01] Knowledge

ticks off which SoPer\

[SoP 2.71 - Understand the importanc
standards [SoP 7.3] - Understand the characteri

f T X .
o characteristics, intersectional experienc
Proficiency o . ) .

[Outcome 02] Competency

standards [SoP 7.1] - Use effective and appropri
of [SoP 7.2] - Communicate in English to
Proficiency [SoP 7.5] - Modify their own means of]

The verifier reviews the
assessments and ticks
off the SoPs that they

believe are evidencedﬁ

[Section 1 - Module 3] Communication

[Qutcome 01] Knowledge

[SoP 2.7] - Understand the importance o

S';andards [SoP 7.3] - Understand the characteristic
it . intersectional experiences and cultural diff
Proficiency -

[Outcome 02] Competency

standards [SoP 7.1] - Use effective and appropriate
of [SoP 7.2] - Communicate in English to the
Proficiency | [ (SoP 7.5] - Modify their own means of co

The SoPs in mandatory assessment must be met. SoPs can be added to mandatory assessment but not removed. Trainers can adjust

the SoP mapping in candidate choice assessments

Institute of Biomedical Science (2025)
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3.2 Adding evidence to an assessment

Assessmen|

3.2.1 Methods of adding evidence e.g. CCR12

e Evidence is all the information that has been associated with an assessment by the candidate.

e Evidence can be: (1) imported from a MS Word document, (2) typed directly into the evidence
field, or (3) attached as a file(s) from the uploaded evidence area or directly from a computer.

Candidates should liaise with their trainers to agree the preferred method of evidence addition. Images
How evidence has been added determines how it can be marked.

Text

=]
2 —1 |
b

Methods (1) and (2) support trainer annotations and are therefore recommended. However only Method (3) supports the use of the
plagiarism checker, Turnitin. A hybrid model can be used successfully whereby candidates use the import feature on drafts to support
annotation, but also upload a final version of the imported Word to provide a plagiarism checking score.

Evidence
"Times Ne._.» | Mormal » | 16px vAa || B F|U e EE=ElEF R
s [Import Word Document Type
/ =% Andit Participation Overview™* ‘ d | rect I.y | ntO
|IT'I p Dl't a I participated m a scheduled intemal q..a] t'~ audit of our haematology ée-partrr:a".t':-. 5.1mpl-? process Lnlg '.\'erh"lo*.\'.lfau th e evi d ence
aceuracy. The andit involved reviewing 30 recent pationt eases cross-refarencine request forms, results and inciden
Word box
Words: 308 Characters: 3527
document
Evidence Attachments
# Add Attachment
. ﬁtu_dPi-L_a!J_tcames_dncx ; . ITp_rc_w_e_ment proposal plan.docx Attach
22,05 KB) 22,04 KB)
= T
ti it eck
urnitin Checker urnitin Checker document[s)

as evidence
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3.2.2 Adding justifications to assessments
A justification must be included in all assessments. A separate document containing justification is not required.

We strongly recommend that candidates state their justification in the Feedback & Comments section in the assessment. It means
that the justification is always immediately visible to whoever is reviewing the work. Verifiers have reported that this location makes
justifications immediately visible. Training teams can adopt a different approach, but this should be consistent.

3.3 Uploading evidence

Candidates can use the Assessment Evidence area of OneFile to upload files that they may subsequently use in an assessment.

Information & Options v
e ———— =L
Registration Training Portfolio (VS) 100%
Assessments | Assessment Evidence

Overall Progress:

0 Pendi 6Pend Overdue: 31/01/2024 View supported file 1y
‘ending — =S Show uploaded files fram: | All foiders  |UEGEE o £ View supparted file type
Led r Wiew pending and completsd = s .
| 7 s 1o@®  progesspro

7%

Laboratory: Default Laboratory

Assessments

Candidate Status: None

Progress Reviews

(A Cea=1 0 or drop new files here

I8 82 v I Uploaded Files in All folders (1 - 7 of 7)
Activity Assessment Learning Notes {0) Tasks
Evidence nal i2)

Institute of Biomedical Science (2025)

Records per page: | 1000 w :] m n

Audit cutcomes

e | OpenML 2 | Ecrg 02/04/2025 15:00 | 020420251500 | Simmilarity seares 0%
- Document
i No Partsble Dacument
[ | Equipment Protocol ‘ JerERE TeeAmE gy 13/02/2025 13:40 | 09/04/2025 1023 | Similarity score: 28%
folder | Format File
Microsof Word
Improvement proposal o
[u} pl:'! prop ;‘:Ider Open XML 2 02/04/2025 15:00 | 020420251500 | Simmilarity searer 0%
- Document
N Microsoft Word
) No
Reflective statament e | ORERXML 2z | MERn 02/04/2025 15:00 | 020420251500 | Similarity scares 0%
. Document

No

Microsoft Word

WL R EYE  Delete Selected Files

Description Document Type Size Used in Date Created Date Last Turnitin
Assessments Modified
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3.4 Plagiarism and Al writing detection

Candidate must acknowledge the various resources used during their training and in their evidence. Any evidence of plagiarism will
result in failure of the portfolio and the candidate will be required to complete a new Registration Training Portfolio.

3.4.1 Declarations

Every time a candidate or trainer signs an assessment or unit summary in OneFile, they are making a clear declaration that the work
is authentic and a true representation of the candidate’s own knowledge and competence. Additionally, candidates declare that
external sources of information have been appropriately referenced.

3.4.1.1 Individual assessment declarations

e e oo

| confirm that the evidence presented for this assessmentis

authentic and a true presentation of my own work. Ary extemal IBMS Training CAMDIDATE 1 {IBMS) (Candidate) . 05/06/2025 0B:28
sources | have used have been appropriately cited/referenced.

Knowdedge and competence has been demonstrated by the
Candidate in this assessment. | am satisfied that the evidence meets
the mapped 5ofs and is 3 true representation of the Candidate's
N weorke

IERS Training TRAIMER 1 (IBME) (Trainer) O 05/06/2025 08:32

3.4.1.2 Unit summary declaration

| confirm that the evidence presented for this unit is authentic and a true presentation of my own work. | am satisfied with the
wiay the assessment{s) was conducted and with the outcome(s).

_“_

Candidate IEMS Training CANDIDATE 1 (IBMS) 05/06/2025

Knowledge and competence has been demonstrated by the Candidate in all of the elements of this module using the required
assessment procedures and any special conditions/contexts. | am satisfied that the evidence meets the threshold reguirements
for HCPC registration as a Biomedical Soentist.

_“_

Trainer IBMS Training TRAIMER 1 (IBME) 05/06/2025

3.4.2 Plagiarism software
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OneFile integrates with the plagiarism detection platform Turnitin (https://www.turnitin.co.uk).

This feature can be used when a file is uploaded into the Assessment Evidence area of OneFile. It is not currently available when a
MS Word file is imported (see Section 3.2.1).

Turnitin provides both a similarity score and an Al writing score.

The Al writing score is visible to Trainers, Verifiers and Observers. Similarity 28% Flags  AI Writing 100%

Refer to the Support Tip — Turnitin FAQ found under the Resources tab
in left side menu for more information.

3.5 Saving, signing and submitting assessments
The Declaration & Signatures section is found at the end of the assessment.

What happens to the assessment next is determined by the presence or absence of the candidate’s signature.

Declaration & Signatures

Only sign here when you have finished with this assessment and wish to send it to the next person.

Declaration Signed ?n
Completion

I confirm that the evidence presented for
this assessment is authentic and a true

presentation of my own work. Any external IBMS Training CANDIDATE 1 (IBMS) (Candidate) 0 14/05/2025 15:31
sources | have used have been appropriately
cited/referenced.

[ (IBMS), IBMS Training TRAINER 1 (Trainer) VI

Save & Refresh Save & Quit
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Option 1 - Save, don’t send

To keep adding evidence to an

assessment but not submit it for

marking:

e Do NOT tick the Signed on

Completion box

e C(Click Save & Refresh

o

I}

Institute of Biomedical Science (2025)

Candidate can

Option 2 - Sign and Send

To submit an assessment to a trainer for
review:

o Tick the box next to your name to
sign the declaration

o Select the trainer you wish to send

the work to

7 Cxmm

e Click Save & Quit

continue to edit
the assessment

140572025
165:03

Please sign Assessment [CCR4] '531 : M2 - Evidence: 3' by IEMS
Training CANDIDATE 1 (IEMSE)

Candidate can no longer
edit the assessment.

The selected trainer
receives a task

07/02/2028
16:03
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3.6 Feedback & Comments

Each assessment has a Feedback & Comments section. Feedback to
IBMS TRAINING CANDIDATE 2 IEMS [Candidate) v by 8 prmr
. . . ESSEEE attachments are for fee aCk ani
Section 3.2.2 notes that this should be used by candidates to TmesNe. |Nomal - |16x - | A ||| B 7| U o =|= |  commensonlyandshouid notbe used forthe

submission of evidence towards this
iE = * | X | Aa | @A || TF BSSESSMENL.

state their justifications. =|[[:

i
x

Anything written in this section is visible to anyone with oining s stacned

access to the portfolio.

Words: 0 Characlers: 0

When a trainer reviews a submission, feedback must be given Create task to acknowledge this feedback

to the candidate. A task should be sent, asking the candidate ==
Send Now

to acknowledge this feedback.

05/06/2025 | Please acknowledge the Assessment feedback provided by IBMS Training TRAIMER 5 (IBMS) on CCR12 20/02/2028
10:15 for IBMS TRAINING CANDIDATE 2 IEMS 10:15

3.6.1 Acknowledging trainer feedback
1. Click into the task text to open up the assessment.

2. Scroll down to the Feedback & Comments section where you
can read the feedback on your achieved work

3. Click the button to ‘Mark as Read’

This will provide acknowledgement that you have read the
feedback

If required you can reply to the feedback. This will not create a
task for the trainer; however your feedback will be visible in the
assessment.
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4 Marking work

P REFER TO TRAINING VIDEO 4

When a candidate submits an assessment, the Trainer receives O Sbmbton
a task asking them to ‘sign’ the assessment (see Section 3.5). [/—\\/ marking =
The Trainer assesses the evidence, confirms which criteria

(SoPs) have been met and leaves feedback.

Trainer
decision

Evidence can be resubmitted (returned) back to the Candidate

for additional work or accepted (marked as completed). Accept

ASSESSMENT
COMPLETED

Ask for
4.1 Types of marking resubmission

The method of marking work is determined by how the
evidence has been submitted. For example, if the
candidate has used the import MS Word feature, then
the trainer can annotate the evidence directly.

In every case, the trainer reviews the evidence against
the required SoPs, unticking those which are not met,
and leaving those that are ticked.

In candidate choice assessments SoP mapping can be
adjusted. In mandatory assessments SoPs can be added.

Constructive feedback should always be given to the
candidate.
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4.2 Marking an assessment

1. Select ‘Task’ from the left side menu. You will be presented with a list of all the work you have been asked to sign.

14 05/2025 | Please sign Assessment [CCR4A] '51 : M2 - Evidence: 3" by IEMS 070272028 "
. i Reassign Task m
16:03 Training CAMDIDATE 1 (IEMS) 16:03

2. Click on a task to open the assessment it relates to.

3. Read the Task Overview section to understand the Candidate requirements for the task and therefore what you will be
assessing.

4. Carefully review the SoPs and tick/untick to reflect the work presented. The criteria for the evidence are pre-assigned.
Every pre-mapped SoP in a mandatory assessment (MER) must be met. You can only add (not remove) SoPs to MERs. For the
candidate choice evidence (CCR), you may need to make changes to the assessment criteria, depending on the work
presented (see Section 4.3).

5. Scroll to the Evidence section. Review any written or attached evidence from the Candidate.
This may be attached or imported.

6. Once you have assessed the evidence, leave constructive and specific feedback for the Candidate.

7. If the Candidate has successfully completed the task 9. If further work is required, do not tick this option as the
and the feedback will be final for this task i.e., there is Candidate will receive a task for further work on this
no further work required, then tick the ‘Create task to task anyway. Ensure you provide clear instructions to
acknowledge this feedback’ button so the Candidate the Candidate on what additional work is required.

reviews all feedback given. 10. To resubmit the evidence back to the Candidate for

8. To sign off the evidence as complete tick next to your further work, do not sign the assessment and click the
name and then click Save & Quit. Resubmit button.
IEMS Training TRAINEREI (IBMS) (Trainer) @

Save & Refresh
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4.3 Adjusting SoP mapping

The Gap Analysis tool should be used to see which assessments evidence which SoPs across the entire portfolio (see Section 5.2).
Candidate choice evidence for each module needs to cover, across the two submissions, the assessment criteria indicated in the

task.

It is not possible for the Centre Manager to know
which assessment criteria are covered prior to the
agreement of the evidence and submission. Trainers

will need to remove any assessment criteria

covered by CCR submissions and add any that are.

1. Scroll to the criteria section in the assessment

2. Click Set Criteria

3. Expand the tree and check/uncheck the SoPs to

reflect what is shown by the evidence

Click Save, then Back to return to the
assessment

I Criteria

Pleasze tick boxes to accept criteria

not

[Cutcome 01] Knowledge

Select: mm

[Section 2 - Module 1] Professional Knowledge

Standards 5 s _ - - - . . -
e [5oP 12.7] - Understand the role of the following specizlisms in the disgnasis, treatment and mansgement of disease:

Proficiency
[Outcome 02] Competency

Standards FEAE 1T BT Plermmnerrete ke

Proficiemey |

The SoPs associated with the assessment will have been changed.

,
l Please tick boxes to accept criteria

[Section 1 - Module 4] Patient Records and Data Handling

.l [Outcome 01] Knowledge

| standards 8 (SoP 6.4] - Understand the need to ensure confi
of (S0P 9.6] - Understand the need to adhere to pr

Proficiency | 8 [SoP 9.7] - Understand the importance of backyl

| [Outcome 02] Competency

Recognise and respond in a timely m

[ B (50P 6.3] -
B (S0P 6.5) -
| Standards
of
Proficiency

(SoP 9.1] - Kee
B (S0P 9.2] - Manag
B [SoP 9.4] - Recogn
[SoP 9.5] - Use systems for the accurate and cor

ds and all other inform,

communicate and unders|
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Regniranos Tranng Pareie (v

[sectem T Woie 1] Perssnn Besgons bty st o cpent
ISecion | - Modube I Rguality. Dversity sod indusin
[Sectnm 1 - Modele 3 Comrrunicaton
[ection 1 Aeduie & Patiest Records snd Dals Honding,

A7) o]

Hrcwme 51 Mraiedge

Searearts of Profisency

d s et p—Y

cellular science, blood sdence, infection science, molecular and genetic science and reproductive science

Please tick boxes to accept criteria

[Section 1 - Module 4] Patient Records and Data Handling

[CQutcome 01] Knowledge

Standards
of
Proficiency

[SoP £.4] - Understand the need to ensure config
[SoP 9.6] - Understand the need to adhere to pr

[Outcome 02) Competency

[SoP 6.3] - Recognise and respond in a timely mg
B [SoP £.5] - Recognise that the concepts of fid|
& (S0P 9.1) -
B (s0P 5.
E(sor 9
B(soP o

Standards
of
Proficiency

Keep full, clear and accurate rec
- Manage records and all other inform:
Recognise. communicate and unders
Use systems for the accurate and cor
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4.4 Signing unit summaries

Each unit in the portfolio is composed of one mandatory assessment and two candidate choice assessments. (" :n1 )
L . . . . . Unit
When progress within the unit reaches 100%, a task is automatically sent to the default trainer asking that CCRT ¢4 n,\',”
the unit summary is signed. However, the unit may only be signed off if the rules for unit sign off are met. \__ CCR2 p
("~ MER2 )
A red warning is shown if these rules have not been met. CCR3 S%IJ-T:Q
& From the left side menu, see Resources > Support Tips! > Meeting the rules for unit sign off \ CCR4 )
( MER3 )
ccrs YNt
S1:M3
. . ) ) \_ CCR6 )
There are two rules that must be met before a unit can be signed by the trainer and candidate: T <\
1. Each SoP must be evidenced CCR7 sh]-nnL
_ CCRs y
2. There must be three distinct pieces of evidence in each unit 0 <
. . . . . . . CCR9 Unit
As shown below, the trainer and candidate in turn receive a task asking them to sign the unit summary. S1:M5
CCR10
The trainer must provide feedback before signing. Unit summaries can be accessed by any user at any time S J

by clicking on any progress % in any menu, dashboard or tile.

Module 5] Unit Summary for IBMS Section 1 - Madule 1 100%
TRAINING CANDIDATE 2 IEMS

Saction 1 - Maodule 2 TRAINER CANDIDATE VERIFIER 10056

Section 1 - Module 2 100%
Please sign Section 1 - Module 5 Unit :
Summary to acknowledge the Section 1 - Module 4 100%
" O /V completion of this Unit O Section 1 - Module 5 100%
SIGNS Section 2 - Madule 1 100%
AND GIVES TASK —
FEEDBACK Section 2 - Module 2 100%
k IGNS Section 2 - Module 3 100%
Section 2 - Module 4 RAINER ANDIDATT R R 100%%
Section 2 - Module 5 TRAINER CANDIDATE VERIFIER 100%%
DEFAULT
TRAINER
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4.5 Unlocking a signed-off assessment/unit
D REFER TO TRAINING VIDEO 6

Signing an assessment (or unit summary) locks it and makes it un-editable by you. The item is moved onto the next step in the
workflow.

Trainers and verifiers can unlock items.

For example, a trainer may wish to adjust the SoPs in an assessment that they have
previously signed off. A duplicate assessment may need to be deleted.

)

1. Locate the assessment (see Section 2.6): Open the candidate’s portfolio from the o @'T'fiﬂirrai“i“g dlgn e

trainer or verifier dashboard A@')
¥

2. Click on the Assessments tile

3. Select the assessment you want to unlock. You may need to change the Show
dropdown to ‘Completed’

2. Click the padlock icon in the top right corner of the assessment (or unit summary)

3. Select the user who the assessment should be unlocked

If no users are visible, you do not have the permissions to unlock.
If you are a trainer, ask the verifier to unlock. If you are a verifier, I Unlock Assessment
contact eLearning@ibms.org.

4. Provide a brief reason that explains why you are unlocking the s

CCR1 Verifier IEMS Training TRAIMER 1 (IBMES)

assessment

5. Click Unlock.

Who should the assessment be unlocked to?
IBMS Training CAMDIDATE 1 (IBM3) (Candidate)
{IEM3), IBMS Training TRAINER 1 (Trainer])

® (IEMS), IBMS Training TRAINER 2 (Trainer)

To unlock an assessment in a unit that has itself been sighed off,
you will first need to unlock the unit summary.

Reason for unlecking assessment?

| forgot to untick Sofs

After unlocking, the selected user will receive a task notification, allowing
them to access and make changes to the item.

“ancel
Assessment CCR1 has been unlocked by IBMS Training

TRAIMER 1 {IEMZ). You now hawve access to this assessment.
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5 Managing progress

5.1 Overall progress

Progress in OneFile is measured against SOP completion. Progress at unit level can be viewed by clicking on any % Progress in any
menu, dashboard or tile. Scroll down a unit summary to drill through to the assessments the unit contains.

The Assessment list gives a very useful holistic view across the portfolio of where each assessment is currently located and its
status (see Section 2.6).

Information & Options v

Registration Training Portfolio (V3) 51% 6% e
Overall Progress: 51% Laboratory: Default Laboratory
0 Pending 12 Pending . .
Overall Progress: 51% [include pending assessments [ Show detailed view
iew pending and completsd r. Start ssEeEzments,
= Training Flans )A =2t oriteria & recor
Plans Assessments Registration Training Portfolio (V5) Unit Progress “
‘ ection 1 - Module 1 TRAINER CAMDIDATE VERIFIER 1008
Activity  Manage Forms

Section 1 - Module 2 ] 30%

section 1 -Module 3 | 55%

5o 3 Ll
Gap Analysis Learning Progress 5 Section 1 - Module 4 TRAINER CANDIDATE VERIFIER 100%
Journey (51%0)

Section 1 - Module 5 TRAINER 10086

Section 2 - Module 1 0%
Section 2 - Module 2 TRAINER 100%

Section 2 - Module 3 I 27%

Section 2 - Module 4 0%

Section 2 - Module 5 0%
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5.2 Gap analysis
D REFER TO TRAINING VIDEO 5

The Gap Analysis tool allows any user to view the portfolio from a SoP perspective.

We recommend that trainers use this feature pre- and post-marking to identify potential evidence gaps.

Learning Aim Current Progress Target Progress
Registration Training Portfolio (v5)
Overall Progress: 10% Laboratory : Default Laboratory Candidate Status:
[Section 2 - Module 5] Research and Development (Progress 40% - Unit rules not satisfied) v |
0 Pending 14 Pending
Create an Training Plan of teaching, 2 Start assessments, attach evidence, g [Outcome 01] Knowledge
o learning & development #|  setcriteria & record feedback i
= * Criteria Progress
Plans Assessments
Pi SoP i -
138 Recognise a range of research methodelogies relevant to their role P
i Sof
Activity | Manage IProgress ” Formsl 1;9 Recognise the value of research to the critical evaluation of practice P
SoP . - .
I I @ 1329 Use statistical packages and present data in an appropriate format P
Gap Analysis Learning Progress Scorecard SoP | Design experiments, report, interpret and present data using scientific convention, including application of S units and other units 3
Journey (10%) 1330 | used in biomedical science
‘Outcome 02] Competen
P cy
Criteria Progress
Sof N -
46 Demonstrate a logical and systematic approach to problem solving
SoP - . . . N -
27 Use research, reasoning and problem-salving skills when determining appropriate actions
SoP | Demonstrate awareness of the principles and applications of scientific enguiry, including the evaluation of treatment efficacy and
122 | theresearch process
‘IS;? Change their practice as needed to take account of new developments, technologies and changing contexts P
SoP . - . .
1310 Critically evaluate research and other evidence to inform their own practice
SoP N B N
Engage service users in research as appropriate P

1311

Institute of Biomedical Science (2025) OneFile User Guide for Candidates and Trainers Page 42 of 52



6 Verification

D REFER TO TRAINING VIDEO 7 and USER GUIDE FOR VERIFIERS

The purpose of verification is for the candidate to demonstrate their understanding of the HCPC standards of proficiency (SoPs).

Scrutinising the digital portfolio of evidence is one part of the verification process. ;
verification

It is the candidate’s choice whether the verification is conducted in-person or virtually.

Regardless of the format, the verifier will have immediate access to the full candidate Digital Laborat Im‘:’rrvrl';a‘:,
H aborator

portfolio as soon as they have been assigned to the verification. It is therefore likely p°;t:s"° tour Y with

(but not a requirement) that the verifier will have reviewed the evidence in the scrutiny candidate

candidate’s portfolio in advance of the verification visit/meeting.

e During the scrutiny of evidence, the verifier’s actions may generate tasks that are sent to the trainer.

o All ‘paperwork’ associated with the verification is created and signed digitally in OneFile.
Trainers, candidates and verifiers are sent a notification task when there is a form to review and sign (see Section 6.3).

e The result of the verification is reported automatically by OneFile.

During verification, the verifier:

Logs into OneFile Accesses each Reviews the Decides which SoPs
using a verifier assessment in turn evidence against the evidence meets,
profile which gives through the unit the required SoPs ticking off those that
access to the unit sampling table for the assessment are evident
sampling

Where the verifier decides that additional evidence is required to demonstrate a SoP, the verifier can ask for resubmission, returning
the associated assessment to the trainer with feedback.
6.1 Pre-verification checks

It is important to check that the correct default trainer is associated with the candidate. The default trainer is automatically sent the
Verifier Report Form once it has been signed by the verifier. See Section 1.4 to view the candidate’s training team and check that
the default trainer is correct.

When the verifier has been assigned to the portfolio, only fully signed off units will be visible in their unit sampling table.
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6.1.1 Checking that the portfolio is complete

CHECK 1: Is Progress 100%?

Overall Progress: 100% I
Ll

Progress
(100%)

E Progress (Target)%
-

Progress: 100%

Portfolio | |
|
(Target: 31%)

Not all the assessments in the portfolio
have been signed off by either the
candidate or trainer.

Check your task list—including hidden
tasks—for any missed signatures. Review
the Assessment list in the portfolio to
determine the location and status of
assessments.

In this context, ignore any target%. It is
automatically calculated based on assessment
dates set by your Trainer and your expected
portfolio completion date.

Institute of Biomedical Science (2025)

CHECK 2: Does the unit summary page look like this?
(the text “TRAINER CANDIDATE VERIFIER” must appear every green bar)

Section 1 -

Section 1 -

Section 1 -

Section 1 -

Section 1 -

Section 2 -

Section 2 -

Section 2 -

Section 2 -

Section 2 -

Module 1

Module 2

hodule 3

Module 4

Module 5

Module 1

Module 2

hodule 3

Module 4

Miodule 5

TRAINER

TRAINER

CAMNDIDATE VERIFIER

CAMDIDATE VERIFIER

AMDIDATE {ER

CAMDIDATE VERIFIER

CAMNDIDATE VERIFIER

1005

1005

1005

1005

100%

1005

1005

1005

1005

100%

Even if the progress % is 100, all unit summaries must be signed off.

Section 4.4 gives instructions on how to sign off a unit.

The Support Tip — Meeting the Rules for unit sign off also gives

information

OneFile User Guide for Candidates and Trainers
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6.2 On the day of verification

On the day of verification, the Trainer should ensure that:
For virtual verifications:

o MS Teams/Zoom calls have been scheduled as
appropriate and everyone notified in
sufficient time

o The candidate has access to a laptop/PC to
complete the verification in a quiet room with
no distractions

o Provision has been made for the laboratory
tour/video walkthrough to be undertaken
without the presence of the trainer

6.3 After the verification visit/meeting
The trainer must:

1. Agree the outcome of the verification with the Verifier.

For an in-person verification:

o The Verifier has access to a PC/laptop
during the visit to review the candidate’s
portfolio and discuss the portfolio with
the candidate during the visit.

o The candidate has access to a laptop in a
to navigate through their portfolio to help
them answering questions about the
evidence it contains in a quiet room with

no distractions

The decision regarding the success of the

verification is at the sole discretion of the Verifier

2. Ask the candidate to complete the confidential Form Created by Signed by Visible to
Candidate Feedback Form in OneFile Verifier o o o} Anyone
Report m m associated with
. P |_|_| |_|_| m the candidate’s
3. Complete and submit the Laboratory Feedback Form Form portfolio
. e . o) Q o Anyone
4. Sign the completed Verifier Report Form to confirm '-:b°;Zt°LV M 0 m associated with
. eedbac . X
they accept this as a true account of the process that Form m |.|.| |.|J the candidate’s
portfolio
took place.
The VRF is created and signed by the verifier, ia":i:at: The candidate
eedbac
triggering a task notification to the default trainer Form and the IBMS
and then to the candidate.
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6.3.1 Creating the Laboratory Feedback Form

The Laboratory feedback form can be I nstances
. Activity | Manage | Progress IFo’m'l
found in the Forms tab of the T - . o
Information and Options section of the —_ —_ Latorstory Feeduack Form v ®
=0 =5
Ca ndldate'S pOthO|IO. Laao’;:-:-r-,-' erifier Report
Feedback Form Form (1
Pending)

1. Navigate to the candidate’s portfolio. here are no nstances to display

2. Click Laboratory Feedback Form ===

3. Click Create a new instance | e veritcasa

Ensure that the Form dropdown list is NOT set to “all forms”

The New instance pop-up box suggests a name for the form.

4. Click Create to accept the suggested naming.

6.3.2 Completing the Laboratory Feedback Form
The form contains three sections:

° Pre-verification — collects information about making the
arrangements for verification

° Day of verification — confirmation that the Trainer
agrees a fair and due process

. Post-verification — feedback on the verification, the process and the
Institute

The Laboratory feedback form can be started before the verification event
and saved for completion and sign-off later. S

Once signed by the trainer it is sent to the verifier and then the candidate
for signing. All users associated with the candidate can see the completed |
laboratory feedback form.

Institute of Biomedical Science (2025) OneFile User Guide for Candidates and Trainers Page 46 of 52



6.3.3 Creating the Candidate feedback form 6.3.4 Completing the Candidate feedback form

The Candidate post-verification feedback form contains two

1. Goto the Forms tab in your portfolio. )
sections.

2. Click Candidate Post-verification Feedback Form.
1. Complete the form, providing an evaluation of your

3. Click Create new instance training as appropriate.
forms” your feedback is confidential
The New instance pop-up box suggests a name for

Pass/fail decisions regarding your verification are at

the form. the sole discretion of the Verifier.

4. Click Create to accept the suggested naming.
2. Tick the box to confirm your signature

3. Click Save.

6.4 Archiving the portfolio
The candidate user account and associated portfolio will be archived sometime after a successful verification.

e The candidate will be sent an email in advance to notify them that this
will happen and advising them of any steps that need to be taken. Activity Progress Forms

e Once archived, read-only access is retained to the portfolio by 4 E') ‘R rh’“
everyone associated with it. : il kil e

e Candidates will have perpetual access to their portfolio directly
through OneFile.

e We recommended setting up the portfolio with a personal
candidate email address, so that access to the system is The digital portfolio is

independent of workplace changes. complete, verified and archived!

e The portfolio can be downloaded at any time.
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7 Glossary

Term

Al detection

APL (Accreditation
of Prior Learning)

Archiving

Assessment

Assignments

Candidate choice
assessments (CCR)

Institute of Biomedical Science (2025)

Definition

A feature of Turnitin that flags content likely
generated by Al tools, visible to trainers and
verifiers.

This prefix is used for assessments specifically
designed for candidates on the equivalence
route. These assessments allow candidates to
demonstrate prior learning or experience that
meets the required SoPs. Non-equivalence
candidates should not have APL assessments
in their portfolio.

The process of locking a completed portfolio
after verification. It becomes read-only but
remains accessible to all associated users.

A digital structure within OneFile used by
candidates to submit evidence. Each
assessment is linked to a module and mapped
to specific HCPC Standards of Proficiency
(SoPs).

Also called assessments, these are digital
containers where candidates submit evidence
mapped to specific SoPs.

Optional assessments within each module that
allow candidates and trainers to tailor
evidence submissions to individual learning
experiences.

Term

Dashboard

Criteria

Default Training

Digital signatures

Evidence

OneFile User Guide for Candidates and Trainers

Definition

The main workspace in OneFile, tailored to
your role (candidate, trainer, verifier),
showing tasks, progress, and quick links.

In OneFile, criteria refer to the specific HCPC
Standards of Proficiency (SoPs) that each
assessment is mapped to. Trainers use these
criteria to evaluate whether the evidence
submitted by a candidate demonstrates the
required knowledge and competence. In
candidate choice assessments, trainers can
adjust the mapped criteria to better reflect
the evidence presented.

A standardised training plan provided by IBMS
that includes a fixed set of 15 assessments per
section, aligned with the HCPC Standards of
Proficiency (SoPs). These plans are structured
to ensure comprehensive coverage of
required competencies and are intended to be
used before developing any custom training
plan.

A tick-box mechanism used throughout
OnefFile to confirm authenticity and
completion of tasks, replacing physical
signatures.

Documentation submitted by candidates to
demonstrate competence, which can include
text, uploaded files, or imported documents.
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Term
Feedback &

comments

Gap analysis tool

HCPC standards of

proficiency (sops)

Keychain account

Login

Marking

MER (Mandatory
Evidence
Requirement)

Institute of Biomedical Science (2025)

Definition

A section in each assessment where trainers
provide feedback and candidates can respond
or justify their submissions.

A tool that shows which SoPs have been
covered across the portfolio and highlights
any gaps in evidence.

Regulatory standards that candidates must
demonstrate through evidence in their
portfolio to meet professional requirements.

A central login that links all OneFile profiles
associated with the same email address,
allowing users to switch between roles (e.g.
trainer, verifier) without separate logins.

The process of accessing OneFile using your
registered email and password via the OneFile
portal.

The process by which trainers review
submitted evidence, assess it against mapped
SoPs, and provide feedback.

This refers to Assignment One in each module,
which is pre-defined and used to collect the

mandatory evidence required for that module.

These assessments are fixed in structure and
must be completed as written. Trainers can
add SoPs to MERs but cannot remove any

Term

Modules

Plagiarism

Progress tracking

Sidebar menu

Tasks

Templates

Training plan

Turnitin

OneFile User Guide for Candidates and Trainers

Definition

Thematic groupings of assessments within the
training plan, each aligned to a specific area of
professional practice.

The act of presenting someone else’s work as
your own. In OneFile, this results in portfolio
failure and the need to restart.

A visual representation of how much of the
portfolio has been completed, based on SoPs
evidenced and assessments signed off.

A vertical navigation panel on the left side of
the screen that provides access to key
features like tasks, assessments, messages,
and resources.

Action items generated by OneFile to guide
users through the portfolio process, such as
accepting plans or reviewing feedback.

Predefined training plans created by IBMS that
trainers can assign to candidates, containing a
fixed structure of assessments.

A structured set of assessments assigned by a
trainer to a candidate, aligned with HCPC
Standards of Proficiency (SoPs).

A plagiarism detection tool integrated into
OnefFile that checks uploaded evidence for
originality and Al-generated content.
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Term

Unit

Unit summaries

Institute of Biomedical Science (2025)

Definition

A grouping of three assessments—one
mandatory and two candidate choice—within
a module. A unit is considered complete when
all three assessments are signed off and all
associated SoPs are evidenced. Trainers and
candidates must both sign the unit summary
before it proceeds to verification.

Summative overviews of each module, signed
by both trainer and candidate once all
associated assessments are complete.

Term

Unlocking
assessments

Verification

OneFile User Guide for Candidates and Trainers

Definition

A feature that allows trainers or verifiers to
reopen completed assessments for editing or
correction.

The final review process where a verifier
checks the portfolio to ensure all SoPs are met
before sign-off.
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8 Checklists

Candidate checklist

Access & Login
O I have received my OneFile account activation email (check
spam/junk folders) (Section 1.1).
O 1 have set up my Keychain account and can access OneFile
via https://login.onefile.co.uk

Profile & Notifications
O 1 have updated my profile information (Section 1.6).
O 1 have set a personal email address that | regularly check
(for password resets and notifications).
O 1 have configured email alerts to receive a daily digest on my
working days.

Orientation & Navigation

O 1 have watched the IBMS Training Videos (via the Resources
tab in OneFile) and read the User Guide.

O 1understand how to access: My Dashboard, my Portfolio,
Assessments, Task List and my Progress.

O I can view my training team.

O 1 understand the different roles on OneFile and how each
interacts with my portfolio.

Training Plan Awareness

O I understand that | must receive a Training Plan from my
Trainer before | can begin to submit evidence.

O I know how to accept the training plan once it appears in
my task list (Section 2.5).

O I understand that assessments are created once | accept the
training plan.

O I know what the default structure of the portfolio is and
understand the difference between MER, CCR and APL
assessments.

Institute of Biomedical Science (2025)
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Evidence Preparation

O 1understand what is meant by ‘a piece of evidence’.

O 1understand how to add evidence using Word import,
direct input, or upload (Section 3.2.1) and the differences
between these methods.

O 1 know where to add my justifications for my evidence
(Section 3.2.2).

O 1am aware that plagiarism declarations are used and that |
must clearly reference any sources | use.

O 1 know how to upload a submission to the similarity
checking software, Turnitin.

Portfolio Progress

O Iunderstand that the Assessment list shows the status and
location of all my assessments.

O Ican use the Gap Analysis tool to proactively check which
SoPs are evidenced where (Section5.2).

O I know that my trainer can unlock assessments or units if
amendments are needed (Section 4.5).

O 1 know how to download a copy of my portfolio once my
account has been archived (Section 6.46.4).

Verification
O 1 know how to prepare my portfolio for a virtual or in-
person verification (Sections 6.1.1).
O I know what forms | am expected to create and sign as part
of verification.

Support & Resources
O 1 know how to contact elearning@ibms.org
for technical/systems issues.
O 1 know how to access the Module Descriptors, User Guide,
Support Tips and video playlist from within OneFile.
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Trainer checklist

Access & Profile Setup

O I have received and accepted my OneFile account invitation
email.

O | have successfully set up my Keychain account and logged
in via https://login.onefile.co.uk.

O | have selected the correct Trainer profile from the OneFile
landing page (applies if | also have a verifier profile).

O 1 have configured email alerts to receive a daily digest on my
working days (Section 1.6).

Understanding Roles & Responsibilities
O I understand the different roles in OneFile.
O I understand my role in assigning training plans, reviewing
evidence, providing feedback, and signing off assessments
and unit summaries (Sections 2.3, 3.6, 4.2, and 4.4).
O 1 know which candidates | am the trainer for and how to
view my candidate list (Section 1.4).

Training Plan Management

O I understand how to assign default training plans and the
difference between MER, CCR and APL assessments
(Sections 2.2).

O I know how to set and stagger start/end dates for each
assessment to support manageable candidate progression.

O 1understand the structure of the default training plans and
the assessments within them (Section 2.2.1).

Marking & Feedback
O 1understand that evidence can be added using Word
import, direct input, or upload (Section 3.2) and the
differences between these methods.
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| know how to open, assess and annotate submitted
evidence (See Sections 3.2 and 4.2)

| understand how to check and amend SoP mapping,
especially in candidate choice assessments (Section 4.3).

| provide constructive, specific feedback and ensure the
candidate acknowledges it (Section 3.6).

| understand that authenticity declarations are made when |
sign an assessment (Section 3.4).

| know that | trainer can unlock assessments or units if
amendments are needed (Section 4.5).

O O o o 0O

Portfolio Progress
O 1understand that the Assessment list shows the status and
location of all assessments in a candidate’s portfolio.
O I can use the Gap Analysis tool to proactively check which
SoPs are evidenced where (Section 5.2).
O I know that after successful verification the candidate will
be archived and what this means (Section 6.4).

Verification
O 1 know how to sign off unit summaries to ensure the
portfolio is ready for a virtual or in-person verification
(Sections 6.2and 6.3).
O I know what forms | am expected to create and sign as part
of verification.

Support & Resources
O 1 know how to access IBMS video tutorials, user guides,
module descriptors and support tips from within OneFile.
O 1 know how to contact elearning@ibms.org
if | need technical support.
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