	This template is created specifically for the purposes of Appraiser training courses delivered by PSD Scotland.
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New Appraiser Practice Appraisal template
Complete both sections and upload to Teams before attending (Teams > General > Shared tab > Named folder).
[When saving this document, rename it to your own name.]
	Your name:
	

	Please provide a short description of your role:
	



Purpose of this template
On days 1 and 2 of New Appraiser training, you will rotate through practice appraisal roles.  Complete this template with a Quality Improvement Activity (QIA) for day 1 and a Personal Development Plan (PDP) for day 2, giving appraisers a realistic basis for discussion and appraisees relevant topics.
Practice session format
In groups of three or four, depending on attendance, you will rotate through appraiser, appraisee, observer and timekeeper roles. Each participant’s day 1 session lasts 20 minutes: 10–12 minutes of appraisal practice and around 8 minutes of feedback. Day 2 lasts around 30–35 minutes: 20 minutes for a mini appraisal and 10–15 minutes for feedback.
Feedback
The observer leads feedback, asking the appraiser (the learner) what went well and what could improve. Tutors then offer final reflections.
Complete both sections as the appraisee submitting information to the appraiser.

New Appraiser Training:  Day 1 mini practice appraisal (QIA template)
This section is for facilitating the day 1 mini practice appraisal session.  Grouping details on who will appraise whom will be shared on training day.
	Briefly outline the QIA you wish to discuss in the day 1 practice appraisal:

Describe the situation and challenges or barriers, drawing on your experience for realism.

The focus is on the appraiser’s role, not on you as the appraisee or the scenario you share.
	






New Appraiser Training:  Day 2 mini appraisal (PDP template)
Use your own PDP to make it easier for you to discuss on the day.  The below is based on the PDP section on SOAR so participants can, if they wished, copy and paste directly.
Day 2 grouping details on who will appraise whom will be shared after day 1.
Remember:  PDPs need to be SMART.
Please enter no more than two PDP items as you only have 20 minutes for the mini appraisal discussion (and 10-15 mins for feedback).
	Item
	Please detail what you need, or would you like to change, develop or do differently in the way you practise, and also why?  
	How will you know when this is achieved? And what will you do with this new learning
	What is your timescale?

	
	Try to be as Specific as possible (e.g. "indications, side effects and use of new drugs in Type 2 diabetes” rather than "I need to refresh my knowledge of diabetes") and consider the Relevance to your role.
	Explain how you will Achieve this.  What resources will you need?  How do you Measure when the learning/development need is met? (Share learning with colleagues? Write up guidance? etc)
	Timescale to be firmed up at appraisal.
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