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Email Notification from SOAR

• When trainee completes and submits 
their declarations, you will receive an 
automated email confirming so

• If you click on the link in the email, you 
will probably be met with a “Security 
Violation” message upon login - ignore it



• Login with your existing SOAR login
• Change role to “TR Educational Supervisor” 
     (click on your name to change role)
• “My Details” are the same as your appraisal details
• “Trainees” lists all those you are supervising
• “Declarations” lists all those declarations involving 

you as ES



• Click on Declarations
• Details of the declarations (note status: Not 

Submitted, Completed, Awaiting Sign Off)
• Similar to appraisals - click on the view icon 

to access individual declaration details



• Self declaration tabs to review
• General declarations details
• Date of submitted declarations
• If trainee wishes to amend their 

submission, you need to unlock 
the declarations for them

• After reviewing the declarations, 
add your comments and sign off



Apologies for return to old 
website screen shots!



• Health statement
• They are the same as the 

declarations you complete 
for your own appraisal



• Probity statement
• Again, same as the 

declarations you complete 
for your own appraisal



• Complaints statement
• Also the same as the 

declarations you complete 
for your own appraisal



• Work History
• Trainees are asked to 

detail all the places they 
have worked in the past 
12 months



• Add your comments after reviewing the 
declarations. Most common comment will be 
‘No issues declared’. Should highlight if no 
discussion with trainee

• If trainee has provided responses which 
required additional details, the corresponding 
declaration will be highlighted for your 
attention



• When all comments are added 
and you are happy with the 
declarations, click “Confirm 
Declarations” to sign off at 
bottom of page



When Can the TPD Sign Off 
Trainee Declarations?
• OOP: TPD acts as ES when trainee OOP
• In lieu of ES: should be rare 
   e.g. ES sick leave (not annual leave!) and
   trainee must request TPD 
   (will not be chased by deanery)
• Not permitted to fill in for omissions on day 

of ARCP, needs to be Outcome 5



What if the trainee declares a 
potential issue?
• If issue declared, all that is required of 

ES is to highlight this in supervisor 
commentary

• NES will then investigate further. 
• ES has no role to pursue any issues 

declared.



What if ES is aware of relevant 
issue which is not declared?
• As in any other situation regarding a 

colleague, ES has duty to inform NES 
(TPD) of concern

• It is then responsibility of NES to follow 
up what is potentially a probity issue.



Trainee fails to declare issue 
which ES has no knowledge of.
• ES cannot be held in anyway responsible 

for the failure of a trainee to make an 
appropriate declaration on SOAR.

• This would potentially be viewed as a 
probity issue on the part of the trainee 
and would be taken forward by NES.



Further support
• Fellow ES or College Tutor
• Local Deanery Administrator:

• kathleen.forsyth@nes.scot.nhs.uk 
• Medical Appraisal Scotland website:

• http://www.appraisal.nes.scot.nhs.uk/help-me-
with/soar/trainees.aspx 

• Resources, FAQ and other useful sections
• SOAR Helpdesk

• For technical queries relating to SOAR
• “Help” box / form when logged into SOAR;
    or email SOAR@nes.scot.nhs.uk
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