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Managing Internal Review Documents 





WHAT documents do I need?


Documents to be completed and submitted to PGME:

· Pre Survey Questionnaire (PSQ) 
· Appendices for Pre Survey Questionnaire
· Internal Review Schedule
Required to complete the PSQ
· Copies of weekly rounds, presentations, academic half day, etc. representing examples of learning approaches identifying which sessions link to which CanMEDS role

· Curricula (i.e. lists of regular rounds, with topics; any workshops or other mandatory activities)

· Goals, Objectives & Evaluations 

· Residency Program Committee (RPC) Terms of Reference and Agendas
· Program Organizational chart with funding

Documents that are helpful in completing the PSQ (and should be available on-site)
· RPC minutes

· Residents’ educational resources, outcomes & achievements 

· Sample assessments of CanMEDS roles
· Sample Resident files (ensure you obtain consent)
· POWER report of the ITER completion rate 
· Organization charts or other documents which outline how the site functions

WHO does what?


Program/Site Director and Program/Site Administrator
· Submits the signed PSQ, appendices and Internal Review Schedule to the PGME Office 

Other Resources – Site Administrators, Chief Residents, Chiefs, teaching faculty, etc. 
· Program Director can consider assigning specific sections – others can be helpful in collecting data, publication lists, outlining clinical/academic content or resident evaluations 

Education Coordinators, Curriculum Consultants, PGME Office

· Review draft PSQs and Internal Review Schedules, provide feedback to programs
WHERE do I find what I need?


Education Coordinators, PGME Office

· We send the blank PSQ forms and the Internal Review Schedule template to you through ShareFile

· Sample answers are provided in the PSQ tip sheet – these are common answers to expand upon
· We are here to help you, if you have a question, do not hesitate to call us.
WHEN should I start…?

From your review date…

	3 - 4 months prior 
	· PGME Office will send your forms/templates - Start early!
· Begin gathering documents to have on-site
· Begin completing your draft PSQ and schedule 


	2 months prior
	· Review your draft PSQ (consider sharing the PSQ with Residents, other faculty members, site based training committee for input and information)


	6 weeks prior 
	· Submit your draft PSQ and draft schedule to the PGME Office 
· PGME Office will return PSQ and schedule with any questions for clarification

· Complete final edits


	2-3 weeks prior 
	· Submit final documents to PGME Office  
· Final documents are sent to the review team
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