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	NHS Education for Scotland

GP Appraisal in Scotland

Performance Review for Appraisers

Preparation Form (Appraiser PR1)


To help you think about the job you do prior to your interview, please complete this form (including your self-assessment of Appraiser Competences) and send this at least 3 weeks in advance of your appraisal to your Local Appraisal Adviser.

	Name:
	
	Date of Appraisal:
	

	Time of Appraisal:
	
	Place of Appraisal:
	


Your work as an Appraiser
Section 1:  Your Job Description, Targets & Contract
Please review your job description as an appraiser (attached).
	Does it reflect what you are doing?
	YES
	
	NO
	


If not, what issues need to be addressed?
	


	Are you having difficulties meeting any of the tasks set out in the job description?
	YES
	
	NO
	

	
	
	
	
	


If so, what are they?

	


	What was your expected target of appraisals for the last year?
	

	How many have you completed?
	


If this was less than you intended, what got in the way?

	


Section 2:  Review your Competences as an Appraiser
When preparing for this part of your appraisal, please complete this competency self assessment form and also review feedback forms 6 (if you do not have a copy of this, request from NES).
	Appraiser Competences
	Self Rating

	Personal Management Skills
	Comments

	Organisational skills
	Is well organised in their approach to appraisal interviews, punctual, able to fulfil the allocated workload, able to complete paperwork within agreed timescales and able to produce clear written reports to agreed standards.
	1  2  3  4  5  6  7

	IT Skills
	Is able to word process and use email, use the Online Scottish Appraisal Resource to record learning needs and perform other locally agreed functions.
	1  2  3  4  5  6  7

	Liaison with others
	Is able to relate to and liaise with appraisees, practice staff, other appraisers and employing Health Board in such a way as to enhance effectiveness.
	1  2  3  4  5  6  7

	Personal growth and development
	Shows a commitment to their own learning and development within the appraisal role, participating effectively in the development opportunities provided locally and nationally.
	1  2  3  4  5  6  7

	Knowledge

	Familiarity with the appraisal process
	Understands, and has a good working knowledge of, NES structure, revalidation and the purpose of appraisal. Understands the principles and components of an effective personal development plan.  Uses appraisal paperwork confidently and effectively, writing clear, accurate and succinct reports.
	1  2  3  4  5  6  7

	Content of core categories
	Has a good working knowledge of the options and expectations within each core category, understands their role as appraisers in facilitating reflection on core categories, and knows when to refer the appraisee on for expert advice.
	1  2  3  4  5  6  7

	Knowledge of local and national CPD facilities
	Has a good working knowledge of the courses, meetings and facilities available both in the appraisee’s locality and in Scotland.
	1  2  3  4  5  6  7

	Local situation and facilities
	Has sufficient understanding of the local practice and health care situation to provide an appropriate context to the appraisee interview.
	1  2  3  4  5  6  7


	Appraisal Skills

	Agenda setting
	Develops ideas of what is likely to be important to talk about from an understanding of the paperwork provided by the appraisee.  Can introduce this into the appraisal, as well as negotiating an overt agenda with the appraisee.
	1  2  3  4  5  6  7

	Listening skills
	Shows that he/she is listening by paying attention.  This may be by maintaining eye contact, echoing, summarising or noting cues.  It involves valuing and responding to what is heard.  Allows time for replies to questions. 
	1  2  3  4  5  6  7

	Rapport
	Can quickly build up a good working relationship with a variety of doctors from different backgrounds to the appraiser.
	1  2  3  4  5  6  7

	Empathy
	Can display understanding with and a positive regard for a variety of doctors from different backgrounds to the appraiser.
	1  2  3  4  5  6  7

	Flexibility of response to appraisee
	Is confident in adapting their appraisal style to suit the needs of each individual appraisee.
	1  2  3  4  5  6  7

	Questioning skills
	Uses questions to help the appraisee to become more focussed and clear thinking – reflecting questions, probing questions, open (rather than closed) questions, etc.
	1  2  3  4  5  6  7

	Challenge and confrontation
	Encourages critical self-reflection, questions assumptions and may explore alternative view points or solutions.  Facilitates development and moving out of comfort zone.  Where appropriate will be able to challenge or confront behaviours and attitudes while still respecting and supporting the appraisee. 
	1  2  3  4  5  6  7

	Time management in the interview
	Is able to run appraisal interviews effectively ensuring that all aspects of the agenda are covered, using appropriate time management techniques and using summarising skills effectively.
	1  2  3  4  5  6  7


You are required to submit an anonymised copy of a GP Scot 4 that you have completed for one of the appraisals you have undertaken in the last year.  Analysis and discussion of this will be included in your review.  Please ensure you have agreed this with the appraisee concerned.

Please detail any training events you have attended in the last year and if applicable any learning points you identified from these. These can include local or national meetings or any other event which you felt was relevant to your role as an appraiser.

	


What do you consider to be your particular strengths as an Appraiser?  What is your evidence for this?

	


What do you consider to be your weaknesses or areas for development as an Appraiser?  What is your evidence for this?

	


Section 3:  Your Support & Development as an Appraiser
What specific training or development do you feel would help you as an appraiser?

	


As you consider GP Appraisal in your Health Board area, do you have any ideas about how the delivery of GP Appraisal could be improved?

	


As you consider the GP Appraisal Scheme in Scotland, do you have any ideas about how the delivery of GP Appraisal could be improved?

	


Are there any other issues you would like to raise at your appraisal?

	


	Signature of Appraisee:
	
	
	Date:
	


NHS Education for Scotland

GP Appraisal in Scotland

Current Model GP Appraiser Job Description

Section 1:
Job Purpose

Post Title:

GP Appraiser

Accountability:
Appraisers report to the Local Appraiser Adviser who reports to the Medical Director (or designated medical lead for GP Appraisal) of the local NHS Board and is also accountable to the GP appraisal team at NHS Education for Scotland.  

Your contract of employment is with your local NHS Board.

Purpose:
GP Appraisal is a formative, systematic and regular review of development for all GPs in Scotland, allowing GPs to reflect on areas of strength and where change and improvement could be made. The appraiser’s role is to act as a peer appraiser of their colleagues, using the interview skills and processes that are standard to the national appraisal scheme. 

Commitment:
As agreed.

Remuneration:
Associate Advisers scale (point AA01) per annum per session. 

Section 2:
Duties of the Job

1. To carry out an agreed number of appraisals (up to 22 or agreed locally) per year per weekly sessional commitment.  

2. To conduct appraisals according to the aims and objectives of the GP appraisal scheme in Scotland.

3. To manage time effectively, so that time is allowed for the support, interview and paperwork for each appraisee.

4. To space workload effectively over the year, aiming to complete around 6 appraisals each quarter.

5. To arrange all interviews with up to 3 months notice (unless the appraisee agrees otherwise).

6. To contact appraisees again 4 weeks before their appraisal to confirm date and time, agree topics and agenda and to address any questions or concerns from the appraisee.

7. To undertake preparation for the appraisal interview, reviewing the material the appraisee has submitted, with adequate time to contact the appraisee should further information be needed.

8. To complete all GP appraisal paperwork to the agreed standards as set out in the national appraisal scheme and as reviewed regularly.

9. To complete all appraisal record forms and summary sheets, sending all copies to the appraisee for signature within 7 days of the appraisal interview.

10. To ensure that feedback for every interview is completed electronically and to actively encourage all appraisees to do the same within 14 days of the appraisal interview.

11. To send to local administration, within 14 days of the appraisal interview, a completed Appraisal Notification Form for every appraisal completed.

12. To send to the Local Appraisal Adviser a completed Notification of Non Participation in Appraisal for every appraisal that is uncompleted.

13. To contact the Local Appraisal Adviser or the GP appraisal team at NES for help and support with difficult appraisal situations, ensuring that appraisal is carried out to agreed standards and the scheme is kept appropriately informed of difficulties that arise.

14. To observe the guidelines on Data Protection and Confidentiality for GP Appraisers Working in Scotland at all times.

15. To enter a summary of learning and support needs to the Scottish Online Appraisal Database for every interview completed.

16. To respond to other reasonable requests for information or feedback from the local appraisal administration or the national GP appraisal team.

17. To attend at least 50% of local appraiser support meetings.

18. To attend at least one national appraisal review or training meeting per annum.

19. To prepare for and attend an annual performance review meeting with a Local Appraisal Adviser.

20. To undertake the personal development within the role that is identified from that meeting and through other sources of feedback, devoting a minimum of 4 sessions per year to achieve this.

Section 3:
Personal Specification

	
	Essential
	Desirable

	Experience
	Must be a trained GP working an average of at least 2 clinical sessions in general practice per week (or equivalent) or within 2 years of retirement from that clinical activity.
Must work in the local health board area unless otherwise specified.

Must have a minimum of 2 years post qualifying experience as a GP.
	

	Qualifications/Registration
	JCPTGP or equivalent
Registered with the GMC

Member of a Medical Defence Union
	MRCGP

	Knowledge/

Skills
	The interpersonal skills necessary to conducting an effective, supportive peer appraisal including skills in listening and giving effective feedback.
Effective time management and general organisational skills.

Able to word process, use email and browse internet resources.

Able to write clear, succinct reports.
	A knowledge and understanding of GP educational tools such as audit or SEA.



	Disposition
	Credible with the local medical profession.
An understanding of and commitment to the principles of peer appraisal.

Sensitivity to the issues likely to face GP colleagues and to issues of confidentiality.

Approachable. 

Willing to deal constructively with colleagues who are reluctant to undergo appraisal.

Committed to own ongoing personal development.
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[Boxes will expand as you type]


