
Train the Trainer – Specialist 
Portfolio Assessor Training
Donna Torrance- Head of Learning and Development IBMS



Introduction & Housekeeping
Agenda:
• Introduction and presentation by Donna Torrance -14:50
• Break 14:50- 15:00
• Breakout room 15:00-15:20
• Post breakout discussion 15:20 – 15:30
• Finish presentation 15:30-16:00
• Next steps and close meeting 16:00 – 16:15
Respect confidentiality
Mute microphone when not in use, keep cameras off
Use chat function during the meeting to ask a question
QA’s not addressed during the meeting from the chat will 
be addressed in due course
Certificates will be sent with the link to the evaluation form



Role of an IBMS Specialist Portfolio 
Examiner

• Examiners are responsible, alongside trainers, for 
upholding the quality of specialist portfolios

• Determine appropriate training has been undertaken by 
reviewing the portfolio of evidence

• Check all sections have been signed off
• Assess candidates knowledge and understanding of their 

speciality through presentation and tour
• Assess whether or not the laboratory is complying with 

IBMS standards for approval of the laboratory for post-
registration training.



Who can be an Examiner?
To become an IBMS Specialist Portfolio Examiner  you 
need to:
• Be an IBMS Member or Fellow
• Be Health and Care Professions Council (HCPC) 

registered (or equivalent registration authority for non-
UK members)

• Have a minimum of 3 years post registration experience
• Be currently working in an IBMS approved training 

laboratory
• Be actively participating in a CPD scheme for at least the 

last two years



Benefits of Being an Examiner
Personal Benefits
• It refreshes your knowledge
• You become aware of different methodologies
• It provides new experiences and new ideas
• You develop new skills in peer review and assessment
• It creates networking opportunities
• It can refresh your CV by demonstrating active professional 

engagement
Organisational Benefits
• Learning opportunities to continue to develop and improve internal 

training processes
• Ensure individuals within your organisation are assessed in a timely 

manner
• Networking opportunities



Skills Required for Examiners
• Good comprehension of the requirements for IBMS 

specialist portfolio knowledge and competences and 
the process for assessing them

• Ability to discern between good and poor evidence
• Good communication
• Ability to focus and isolate issues
• Firm but fair
• Tact
• Confidence in decisions
• Professional but approachable



Specialist Portfolios
Personal Details

Name:
IBMS Membership Number:

IBMS Membership Grade:
HCPC Registration Number:
Date of HCPC Registration:

Employment Address:
Telephone Number:

Date Specialist Training Commenced:
Name of Training Officer:

Confirmation of Completed Training
Date Training Completed Training Officer’s Signature Candidate’s Signature

Recommendation for Award of Specialist Diploma
Date of External Examination External Examiner’s Signature External Examiner’s Name

Personal Details 

Name: 

IBMS Membership Number: 

IBMS Membership Grade: 

HCPC Registration Number: 

Date of HCPC Registration: 

Employment Address: 

Telephone Number: 

Date Specialist Training Commenced: 

Name of Training Officer: 

 

Confirmation of Completed Training 

Date Training Completed Training Officer’s Signature Candidate’s Signature 

   

 

Recommendation for Award of Specialist Diploma 

Date of External 
Examination 

External Examiner’s 
Signature External Examiner’s Name 

   

 

Training Review 
A training review should occur on a monthly basis between the trainee and training 
officer. These will provide an opportunity for feedback, set targets, agreed deadlines and 
monitor progress. 

Reviewed by Date Comments 
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Details in the 
portfolio to be 
completed



Specialist Portfolio Sections

Each section of the portfolio is 
comprised of knowledge and 
competence.



Specialist Portfolio

No evidence required.
Trainers name, 
signature and date of 
sign-off

Appropriate trainer/internal 
assessors name, signature 
and date when set question 
evidence completed and 
signed

Trainers name, signature 
and date of sign-off of 
evidence selected by 
candidate.

Internal assessor to sign when 
section completed and signed-off



Specialist Portfolio Guidance
Specialist-portfolio-guidance-to-candidates-trainers-and-external-
examiners-v2.2
Candidate Assessed by the trainer to work in accordance with 
standard laboratory procedures
• Other than the trainers signature no other evidence is required
This will have been assessed in-house by the trainer and might have 
been formed from competence assessments or additional activities, 
such as:
• Work based training and observation
• Case based discussions
• Tutorials and discussions
• Self-directed study and reflection
• Question/answer sessions



Specialist Portfolio Guidance cont.
Questions set by trainer
For each module the application of knowledge and understanding is 
assessed,  primarily through the answering of questions set by the 
trainer. 
The portfolio is not prescriptive about the type of assessment, which 
may be done via an oral tutorial, written questions or other suitable 
task. (Please note: Essays are NOT considered a suitable form of 
assessment). 
Methods could include:
• Written short question/answers
• Verbal QA- Evidenced by witness statement from individual who 

assessed the candidates knowledge and the areas covered
• Set of questions with set answers ticked off as candidate answers
• Multiple choice questions.

Evidence of constructive feedback is expected.



Specialist Portfolio Guidance cont.
Additional piece of evidence
Although evidence of training and assessment may be generated as 
part of good laboratory practice only ONE other example of evidence 
is required for the Evidence of Achievement section. This is chosen by 
the candidate and is an opportunity for the candidate to choose 
something interesting. The choice of evidence needs to be justified in 
the reflective practice statement.
Evidences selected can be varied and could include:
• Case studies
• Method comparisons
• Annotated morphology images
• Annotated results
• Reflection on training sessions
• Comparison table, advantages and disadvantages of methods



Specialist Portfolio Guidance cont.
• Evidence should not exceed that stipulated and should be no more 

than 1 lever arch file. This does NOT mean one full lever arch file is 
required. Training officers should be guiding evidence requirements 
and as they set the questions for the bulk of evidence this should 
inform the amount of evidence collected

• Evidences should be dated within 3 years of the examination 
• There should be annotations of any piece of evidence not the 

candidates original work
• Evidence should be clearly linked to the relevant module
• Full cross-referencing is important
• All work must be signed and dated by trainee and assessor
• Expect to see constructive feedback
• Plagiarism statement- evidence of plagiarism will result in failure of 

the portfolio and the candidate will be required to complete a new 
portfolio



Example of Portfolio Section

May not do all of these, 
should still have 
knowledge, e.g. verbal 
QA



Reflective Statements

Include why the additional piece of 
evidence was selected in this section



Examples of Portfolio Evidence
Name present, date, 
evidence titled, 
questions set by trainer



Examples of Portfolio Evidence

Pictures from 
laboratory show 
that the evidence is 
original, as does 
the use of results.
Candidate has 
added notes and 
there is evidence of 
feedback from the 
internal assessor.



Examples of Portfolio Evidence

Name present, 
questions asked, 
evidence of correction 
and feedback.



Examples of Portfolio Evidence

No name, no 
labelling, no 
comments or 
evidence of 
interaction 
between 
trainer and 
candidate.

Text from 
Wikipedia, 
answer 
identified 
as 
incorrect, 
no 
evidence 
of 
correction 
or 
discussion.



Specialist Portfolio Examination 
Process

Application Process
The application form should be accompanied by a signed statement 
from the laboratory manager testifying to the range of laboratory 
investigations undertaken by the candidate. This will be used by the 
external examiner to guide the areas for questioning during the 
laboratory tour. 
Allocation Process
Once an Examiner is identified, the IBMS introduce the Training Officer 
to the Examiner(s) by email with the details for the assessment so that 
the Training Officer and the Examiner liaise to find a suitable date and 
time for the assessment.
Laboratories, at application, can state a preference for face to face or 
on-line assessment.



IBMS Communication
Dear Examiner, 
 
Please find below the pending examinations details.  
 
Note: We will prioritise the older applications where possible when allocating an examiner. 

Portfolio Discipline: Cellular Pathology 
Number of pending allocations:  16 
Oldest pending allocation date:  31/03/2022 
Number of urgent allocations:  10 

 
If you would be available to carry out one (or more) of these examinations, please let us know and 
we will send the details to you as soon as possible. 
  
Training Officers are informed upon submission of an examination application that the IBMS will 
endeavour to allocate an examiner within 3 months of application. Once appointed, it is expected 
that the examiner will then contact the training officer within two weeks to arrange a mutually 
convenient date and time to receive the portfolio being assessed and to carried out the examination. 
  
Examiners must be from the same discipline as the portfolio they are applying to examine, not 
employed within the same department as the candidate and will be expected to sign a declaration 
on the examiner report to confirm that the candidate is not previously known to them.  
  
If you are an IBMS member you can submit your expenses claim electronically via the secure portal 
on our website (www.ibms.org). If you do not currently have a login for the IBMS website you can 
register on the Home page. 
 
For details on how to submit a claim and further information for this, please click on this link:- 
www.ibms.org/my-ibms/expenses/ 
Please note you must be logged into the website before you click the link. If you are unable to access 
the website please contact website@ibms.org 
   
Thank you for taking the time to read this and for your services to the Institute. 
 
NB: Our staff members are working hard to ensure that we continue to maintain a high level service for our 
members and service users wherever possible. 
 

The examiner should contact the 
training officer as soon as possible to 
arrange an examination date.



Allocation of Examiner

Details of training officer and lab 
are sent to the examiner.

Result of examination returned 
prior to the feedback form

Submit examination report 
within 1 week

Both the training officer and Examiner 
receive an email to connect the two 
parties.



Communication Between Examiner 
and Training Officer

Online Examination
• Ideally arrange a method and deadline for when the 

portfolio and other requested material is sent.
• Examiner should check that they have received the 

material and they can access it, they can then let the lab 
know they have it or they don’t.

• Give enough time between receiving the portfolio and 
setting the examination to review the material and 
request clarification if required.

• Communication is key to a comfortable assessment- This 
does not mean things won’t go          shaped.



Specialist portfolio Examination 
Process cont.

Presentation- 15-20 mins. The candidate should cover:
• Current scope of practice and how this has developed since 

registration
• Current developments in the laboratory and recent trends
• Their special interest areas or professional activities
Presentation should be presented on powerpoint or equivalent 
Presentation skills are not being tested.

Portfolio Assessment- 90mins
• Review of the Portfolio - Verifiers can check before a face to face 

visit that the portfolio of evidence is only 1 lever arch and if not 
request that it is before the visit. If reviewing online it is useful to 
receive the material with sufficient time to ensure it can be viewed 
correctly.

(15 minutes)
• Feedback to the candidate and Training Officer (15 minutes)



Specialist Portfolio Examination Process cont.

Lab tour with viva- max 60 mins
• Not to include specimen reception, this was covered in 

registration verification
• Examiner should proactively question the candidate and record 

examples of questions asked
• Candidates should be able to answer questions on:

• Correct sample handling, pre and post-analysis
• Application of H&S requirements
• Principles of laboratory investigations
• Practical aspects of particular tests
• Significance of abnormal results, possible causes and further 

testing indicated
• Correct operation and maintenance of equipment
• Principles of quality control and quality assurance



Examination 
Specialist Portfolio Examination Feedback

• The examiner may wish to meet first with the trainer to discuss any 
issues or concerns raised

• Examiner should communicate Pass/Fail to the candidate before 
feedback is given

• If candidate fails the examiner will provide detailed feedback and 
guidance on how to address the issues raised and a timeframe for 
this agreed. A partial or full re-examination will be arranged 
through the IBMS

• The examiner will consider if the laboratory continues to meet 
IBMS laboratory approval standards for post registration training

• If the lab fails, the examiner will provide specific details in the 
examiners report and the IBMS will provide guidance and support 
to address the issues

• It is possible for a candidate to pass the examination and a lab to 
fail



Specialist Portfolio Examination Feedback 
cont.

• Feedback should be concise, constructive and based on the 
Institute’s guidance in relation to Specialist Portfolio training 
and completion. 

• Labs might seek guidance from the examiner on evidence and 
completing the portfolio. This is at the discretion of the 
examiner and should happen outside the examination process.

• Unsuccessful candidates may appeal the decision, appeals will 
come from the training officer within 7 days of the examination.

• Appeals are heard by an appeals panel consisting of the external 
examiner and two HCPC registered members of the IBMS 
Council who have not been involved with the applicant.



Specialist Portfolio Examination 
Feedback

In order for the examination process to be complete and the specialist 
diploma certificate issued the following must occur:
• Submission of the Specialist Diploma examination report within 1 

week of the examination process.
• Laboratory feedback form within 1 week of the examination.

When received and no issues have been identified the candidate will 
be sent their certificate awarding them the Specialist Diploma.



Examination Feedback Form
Lets look at the report- 7 pages
• Comment on the presentation
• Does the portfolio meet the standards?
• Comment on range of evidence used, overall standard of the 

portfolio and ease of use.
• Highlight strong and weak areas
• Does the lab tour meet the standards?
• Provide a brief summary, indicating the range of questions asked 

and the candidates response.
• Set questions to candidate on training and laboratory
• Does the laboratory meet the standards for training approval?
• Comment on training in the laboratory
• Feedback given to trainer and candidate



Laboratory Feedback Form
Laboratory Feedback
Laboratories will feedback on:
• Communication with IBMS and assessor
• Length of assessment process
• Whether assessment was consistent with IBMS 

guidelines and with other visits and if the answer is, No, 
then to comment.



Break
Please complete the IBMS 2022 
members survey sent this week



Examples of Presentation Feedback
Comments on the presentations

COMMENTS
Please indicate the content of the presentation and 
overall standard of presentation skills.

Candidate gave a good clear presentation and 
included all the expected elements.
The scope was extensive and easily understood, but 
did miss out serology testing.
His special interests were given as antimicrobial 
resistance, Enteric bench especially parasitology and 
Wounds. He has attended the parasitology course.
There are a number of new developments the 
candidate and the laboratory has been involved in, 
including the:
• introduction of the Sedimax for automated 

urine microscopy
• introduction of the replacement Fx blood 

culture system
• the formation of a Joint venture for the 

provision of pathology services with the 
Microbiology planned to be performed out of 
2 hubs.

Clear description of what the candidate 
covered and how they communicated the 
presentation. Special interest areas are 
noted.



Feedback Examples cont.

W

What do we think 
of these?

No details on what was 
presented or areas of 
interest.

No details on sections rotated through 
or areas mentioned in presentation, or 
on progression from HCPC registration 
till now.



Examples of Portfolio Feedback
Comments on the portfolio

Questions and answers 
contained feedback 
from trainer and 
candidate

References within the 
work were relevant

Mentions reflective 
statements used examples of 
negative experiences  and 
good cross references were 
in place.



Portfolio Feedback cont.

Comments on 
how easy the 
portfolio was to 
use, list of 
different types of 
evidences used, 
commenting on 
both strong 
areas within the 
portfolio and 
where 
improvements 
could be made.



Portfolio Feedback cont.

Mentions areas of the 
portfolio pertaining to 
how well it was 
organised.
Questions set by 
training officer.
Summarises the variety 
of evidence used within 
the evidences.

What do we think about 
certificates from courses and 
annotated SOPS as evidence?



Portfolio Feedback cont.

No comments on weak/strong evidence, 
nothing written on interaction between 
trainer and candidate, nothing to say how 
easy the portfolio was to navigate, nothing 
on referencing or cross referencing.
This is simply a list of evidence types 
observed.



Feedback on Tour and Questions Answered 

Report 
on tour

Good summary of 
what was 
discussed. Unsure 
what was 
prompted by the 
assessor and what 
was part of the 
tour.



Feedback on Tour and Questions Answered 

Outlines the questions 
asked, in this case no 
details given but the 
examiner was happy with 
all answers to the 
questions.

Notes on questions asked and responses given.



Feedback on Tour and Questions Answered 

Both of these reports outline areas 
discussed and responses given. No real 
notes on questions asked particularly for 
the evidence above. The report opposite 
includes comment where responses 
were not as full as they could have been.  



Feedback on Overall Training Within the 
Department

Examiner provides 
feedback on the 
training within the 
departments, e.g. 
support for the 
portfolio training, 
support for CPD,



Feedback Comments to Trainer and 
Candidate

Opportunity to provide 
feedback to the trainer 
and candidate on the 
evidence seen, the tour 
and to give one or two 
points that could benefit 
future training.



FAQs
In order to sign off some of the sections it says "answered questions set by trainer..." (on a 
particular subject). Does this mean that there is no point getting other evidence for this, and that 
the only evidence required are some questions I have answered? Also, I have several pieces of 
evidence for some sections but haven't yet been given any questions to answer from my trainer, so 
I’m guessing this section cannot be signed off until I’ve done them?
The requirements for the evidence of achievement sections are clearly stated.  All of them have 
"questions set by trainer".  It is essential that your trainer conducts an assessment exercise that tests 
your knowledge as applied to the particular techniques - this is the purpose of the "questions asked 
by trainer".  Once completed and you have evidence of this the trainer can sign off this part of the 
standard.

I have partially completed my portfolio in a previous laboratory.  Do I have to start over in my new 
job?
No, evidence collected from a previous job can be used as long as it is still up to date and relevant to 
the standard.  However, it is the responsibility of the training officer in your current laboratory to 
check your knowledge, competency and portfolio to ensure it is up to standard and ready to be 
assessed.  They may ask for you to review some of your previous work if they feel it is not up to 
standard or they wish to confirm your competency.

Is the person who signs the person who actually trained you in that technique, or does it have to be 
the training officer? Is it okay for a BMS1 to sign (if they did the training) or does it have to be a 
more senior person? 
The person in the laboratory who has assessed your competence should provide the signature for 
the portfolio.  As long as they are competent to train and assess you, the grade of staff should not be 
an issue.  However, the training officer (or someone senior) should take responsibility for assessing 
the evidence is appropriate for each section and sign the section underneath the Evidence of 
Achievement section (assessor’s box).



FAQs cont.
The portfolio says: "Answered questions set by the trainer". What questions do I 
set?
Questions must relate to the knowledge and competence sections and are 
informed by your own professional ‘working’ knowledge of the principles and 
application of the techniques. The level of knowledge should reflect that required 
of a specialist practitioner (see Learning Outcomes in the introductory section). 
Questions may be verbal during a tutorial session (if so, keep a record of them), 
written short questions and answers or multiple-choice exercises. The format is at 
the discretion of the individual trainer and will depend on local circumstances. The 
purpose of this section is to check the candidate has the required knowledge.

Once I am a Verifier or Examiner do I need to participate in any additional 
training?
We advise the following:
• Refresher training session every two years to remain current.
• Shadow experienced assessors.
• Discuss any issues that arise at a verification.
• Feel free to ask questions



How to Become a Specialist 
Examiner

How to apply
To apply to become an IBMS portfolio Verifier or Examiner send:
•a completed application form
•an overview of your past 2 years of CPD
to:cpd@ibms.org if you are applying to become an IBMS Registration 
Training Portfolio Verifier, or IBMS Specialist Portfolio Examiner
If you meet the criteria listed above the IBMS Education Team will add 
your details to our listing of IBMS Verifiers and Examiners.
Before you can carry out a portfolio verification or examination, you 
will need to attend an IBMS training session.
Application form to become a specialist portfolio examiner is on the 
IBMS website.

mailto:cpd@ibms.org
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