
 

Peer Assessment Tool: User guidance for learners | 1 

 

 

Peer Assessment Tool 
User Guidance for Learners 
 

The peer assessment tool (PAT) is enables you to seek feedback from your peers on a clinical case, 

stimulating self-reflection thus supporting your development. The PAT takes place over a six-week period and 

involves a review from three peers and a remote supervisor, who are randomly assigned your case. The 

whole process is anonymous therefore you will not know who has provided feedback and they can be from a 

range of practice settings. All feedback will be collated, and a final review will be conducted by your 

educational supervisor or tutor. For further information about the tool and its benefits, please see the Health 

Education England (HEE) Peer Assessment Microlearning. 

 

In addition, you will also be asked to review cases for three peers and support the development of others. You 

will be expected to do this anonymously.  

 

This technical user guide outlines the main functions of the PAT for learners. If you are undertaking a 

structured training programme, such as a national interim foundation programme (e.g., HEE Interim 

Foundation Pharmacist Programme (IFPP)) or clinical diploma, please also refer to submission criteria from 

your employer and/or training provider. 

 

The PAT can be found within the Royal Pharmaceutical Society (RPS) Provisional Registration E-portfolio 

(https://www.rpharms.com/development/e-portfolio). Simply log into the portfolio using your usual login details. 

If you are an RPS member, this will be your membership log in. If you are not an RPS member, you can 

create an account through the registered user process. For any access or technical enquiries, please contact 

support@rpharms.com for further assistance.  

  
 

Completing a PAT 
The four key steps of the PAT are summarised in the diagram below: 

 

 
 

 

As there is a set period for completion of the tool, it is important you set aside some dedicated time to focus 

on each phase of the process. The E-portfolio will send you automated messages about the timelines so do 

keep an eye out for these reminder emails. 

 

NOTE: Emails from the e-portfolio are autogenerated from a no reply account 

(noreply=messages.axiadigital.co.uk@mg.axia.support). You may find that these can land in junk folders so 

do check this regularly for any updates and reminders.  
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1. Submission of your case 
You will have two weeks to submit a case and will be informed by your training provider of when the PAT 

cycle opens. For individuals who are undertaking the HEE IFPP, the date will be available via IFPP update 

newsletters and the peer assessment microlearning. 

 

The PAT can be found under the navigation menu on the right of the screen. Click on ‘Toggle Menu’ to 

expand the view. All tools are listed in alphabetical order. 

 

 
 

Warnings: Please note that you may also see a screen that indicates that there are ‘No active batches’; this is 

because the PAT cycle has not opened. Please return on the date that the PAT goes live. 

 

You may also see a warning explaining that ‘You do not have a linked Education supervisor / Tutor’. Please 

ensure that you give your educational supervisor/tutor access to your portfolio by inviting them via the 

‘Portfolio Collaborator’ feature which can be found in the navigation menu. 

 

https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsway.office.com%2Fb7iPARf5NVXJkTB4%3Fref%3DLink&data=04%7C01%7Chelen.chang%40rpharms.com%7Cf0cd5007ab514cede17308d92a7bb2b2%7C99193c61658d4076952f07c345a3be97%7C0%7C0%7C637587533364303976%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=5qceDrJp2x9JANB2jZO9BlYEV0PZPatyadIphWGxC9o%3D&reserved=0
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Before you submit a case, you need to provide some additional details about your current sector of practice 

and your location of work. We need to capture these details so that the system can assign your case to others 

for their review and feedback and allocate you with cases from peers to review. You will only be asked for this 

information once. Please ensure that you complete the information as requested and ‘Save’; you will not be 

able to proceed until this step is completed. 

 

 
 

To start the peer assessment submission process, select ‘Start New Peer Assessment Case Submission’.  

  
 

We have provided some example peer assessment case from various sectors of practice at the top of the 

page; this will give you an idea of what detail to include in each section. Click on the files to open them in a 

new window 
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Complete all the fields in the case submission form as instructed. Please note that there are word limits on 

certain fields. 

 

 
For the sections about medication details, problems identified and pharmaceutical contributions, you will need 

to click on ‘Add New’ to add further details. 
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This is an example of the medication details page and the view once you have added further details.  

 

 

 
 

At the bottom of the case form you also have the option of attaching files. Click on ‘Add/Manage 

Attachments’ to add a file. 
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Select ‘Choose file’ to upload a file from your device and give the file a name. Click ‘Save’ when you are 

done, and ‘Finish’ to return to the case form. Please ensure that all patient identifiable information is removed 

from any upload. 

 
 

Once you have completed all the mandatory fields, click ‘Save’ to save your case. You will be able to come 

back and edit the case up until the submission deadline. Once the deadline had passed, the form becomes 

locked, and you will only be able to view your case. 

 

 
 

However, if you have no further edits and are ready to submit, select ‘Save Changes and Submit’, and 

confirm this when the pop-up box appears. This also ensures that your case is included in the next phase 

(peer review), therefore it is important you click ‘Save Changes and Submit’. 

 

Please note that your case will be saved in your portfolio until the next phase (peer review) is triggered (two 

weeks after the case submission phase opens). 
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If you have not completed any mandatory sections a pop-up will appear advising you to complete that section 

before proceeding. 

 

 
Once you have submitted your case it will become read only and you will not be able to make further edits. 
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2. Reviewing a case for a peer 
This phase opens once the case submission period has elapsed. You have two weeks from this date to 

review cases that have been submitted by three other learners.  

 

 

To view and review your peers’ cases select ‘Peer Assessment Case Review’ from the navigation menu on 

the right of the screen. Click on the ‘Waiting’ tab to view the cases that have been allocated to you for review. 

 

 
 

Complete all fields as instructed. 
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To view the details of the case, select the ‘View Peer Assessment Case Submission’. A window of the case 

will pop up of the relevant sections. Simply click on ‘x’ in the top right-hand corner of the pop-up box to close 

it. 

 
When you have completed your review, select ‘Save’. You will be able to come back and edit the case up until 

the submission deadline. Once the deadline had passed, the form becomes locked, and you will only be able 

to view your case.  

 

However, if you have no further edits and are ready to submit, select ‘Save Changes and Submit’, and 

confirm this when the pop-up box appears. Once you have submitted your case it will become read only and 

you will not be able to make further edits. This also ensures that your case is included in the next phase 

(remote supervisor review), therefore it is important you click ‘Save Changes and Submit’. 

 

Please note that your review will be saved in your portfolio until the next phase (remote supervisor review) is 

triggered (two weeks after the peer review phase opens). 

 

 
You can view all your completed cases under the ‘Completed’ tab.  
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IMPORTANT: Please ensure you complete reviews for all your three peers before the required deadline. 

 

 

3. Remote supervisor review 
A remote supervisor will review your case including the feedback that your peers have provided to ensure 

feedback is moderated and supported by an experienced practitioner. 

This process takes two weeks and there is no action for you to take during this period. 

 

4. Reflecting on feedback and discussion with educational supervisor 
Feedback on your case (from peers and your remote supervisor) will be ready six weeks from the date that 

the peer assessment cycle opens. Once you have received your feedback you should reflect and review the 

feedback with your educational supervisor or tutor.  

 

 

4.1 Reflection  
This step can be completed in advance as preparation for the final review with your educational supervisor or 

tutor.  

 

To view and reflect on feedback provided by your peers and remote supervisor, select ‘Peer Assessment 

Case submission’ in the navigation menu on the right of the screen. 

 

Under the ‘Peer Assessment Case submission’ tab, you will be able to view your submitted case. The ‘Peer 

Assessment Case Review’ tabs displays feedback provided by your peers. 

 

Feedback from your remote supervisor is displayed in the ‘Overall Feedback’ tab. 
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Take some time to read the feedback provided and reflect on your case again, and then complete a reflective 

summary. Select the ‘Reflective Summary’ tab and then ‘Add Reflective Summary’. 

 
 

Complete all fields as instructed. Click ‘Save and continue’ when you are done to save the details. 
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Select all the learning outcomes that are associated with this case and reflective summary. Click ‘Save and 

continue’ when done. Click ‘Skip’ to skip this step. You can come back to this complete this mapping at any 

point. 

 
You also have the option to upload any other documents associated with this case. Select ‘Choose file’ to 

attach a file located on your device. Give the file a description and click ‘Save’ when done. You will see the 

attachment appear under ‘Linked Attachments’. Click on ‘Finish’ to skip this step or to complete the reflective 

account. 

 
4.2 Discussion with your educational supervisor 
 

The final step of the peer assessment is to meet your educational supervisor / tutor to discuss the case and 

share your learnings. At the meeting your educational supervisor will also sign off the peer assessment.  

 

However, we know that some learners prefer to combine this step with the reflection step or have a discussion 

first as this stimulates reflection. If you are completing your reflection after your discussion, ensure that your 

educational supervisor / tutor remembers to sign off the peer assessment (if they haven’t done so already).  


