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	Overview and definitions

	

	Purpose of appraisal in HEE (working across the South West) (HEE-SW)

	

	1. Reviewing and clarifying expectations/objectives/priorities – i.e. how well the appraisee is managing the School or rotations as Training Programme Director

	2. Consideration and planning of professional development

	

	Approach to appraisal

	

	Appraisal should be carried out in a reflective and supportive way with the aim of valuing the contribution that the appraisee has made to medical education. This will involve reviewing how well the appraisee has achieved work targets and professional developmental aims and what may be learned learn from this in planning ahead for the next year.  It should be confidential and motivating – badly or unskilfully handled appraisals can be very negative for appraisees.  The ideal balance of speaking is 75% appraisee and 25% appraiser

	

	Other aspects of appraisal

	

	Professional development is about the advancement of knowledge, skills and attitude and how these contribute to the organisation and/or personal development and satisfaction.  This may include stretching people and feeding back on potential that the appraiser perceives in an appraisee

	

	Assessment is a process of review against expected achievements or standards (these could be defined professional standards or behavioural expectations).  The process has four aspects:

	

	1. Asking about what has occurred

2. Analysis

3. Looking at how achievements were accomplished

4. Consideration of evidence and relevant information including the School annual report to HEE-SW.

	

	Evidence that might be considered in appraisal

	

	· PDP from Form 4 of appraisal from substantive job

· Job plans for substantive job and HEE-SW role

· Budget and details of expenditure/use

· 360° feedback every 3 years

· Relevant annual reports

	Performance Management

	

	Is about fitting in with the larger context of HEE-SW and creating and measuring objectives related to this – i.e. deciding what one is trying to do and assessing how well this has been achieved both against work accomplishments (the what) and the standards to which this has been carried out (the how)

	

	Principles to follow

	

	Appraisal should be carried out with sincerity and in a calm manner.  It should be conducted in a suitable environment that is free from barriers and interruptions and usually at the appraisee’s place of work.  Paperwork should be low, evidence used and positive feedback provided.  It is likely to include a review of resources available to the appraisee and how these have helped or hindered achievements and progress during the period reviewed

	

	

	

	

	

	Preparing for appraisal

	

	To prepare for the appraisal it is suggested that both appraiser and appraisee consider the following questions

	

	1. Managing and Leading the Education within the Trust or the School

	

	1. What liked/disliked in the role?

2. Who is in the team and how well does it function?

3. How well do the following work?
· Rotation arrangements

· Budgets

· Management support outside HEE-SW
· E-portfolios

· Flexible trainees

· Educational and Clinical Supervisors
· Issues relating to OOP & IDTs
4. GMC Annual report implications?

5. Are there any formal complaints, significant incidents or near misses?

6. Are there any probity issues?

7. How is quality indicated and measured?

	

	2. Personal performance in the job

	

	1. What went well in the last year?

2. What was rewarding?

3. What went less well and why?

4. What support was provided and how effective was it?

5. How would you describe the working environment?

6. How would colleagues describe your performance?

7. What feedback have you received and what did you learn from it?

8. Are there any health aspects that you are concerned about and that may affect you?

	

	3. Personal qualities

	

	1. What are your key personal qualities and how do these assist you in the role?

2. How do you handle the stress and tensions that arise within the role?

3. How adaptable and self aware are you?

4. How do you organise and motivate yourself?

5. How well do you attend to others and respond to their needs?

6. How well do you communicate with others and assert yourself?

	4. Balance between jobs and life

	

	1. How do you manage the balance between your roles?

2. How do you manage work life balance for yourself?

	

	5. Are there development aims in your other job(s) that link to your HEE-SW role?

	

	6. Educational expertise

	

	1. What developmental/educational activities have you undertaken to help you with your job/role?

2. Any difficulties here?

	

	7. What should be the key job aims (as Head of School/ TPD) for the next year?

	

	8. What are your future development needs and aims as Head of School/ TPD?

	

	9. Is there anything else needed or relevant to discuss?


	

	


	Appraisal record

	

	Name:
	     

	

	Signature:
	     

	

	Date of Appraisal:
	     

	

	Venue:
	     

	

	Appraiser Name:
	     

	

	Appraiser Signature:
	     

	

	Notes on last year’s objectives and achievements

	     

	Notes on last year’s development plans and progress

	     


	Objectives for next year

	     


	Personal development plan for next year

	Development needs
	How to address needs
	Expected outcomes
	Target dates
	Notes on achievement

	1. 
	     
	     
	     
	     

	2.
	     
	     
	     
	     

	3.
	     
	     
	     
	     

	4.
	     
	     
	     
	     

	5.
	     
	     
	     
	     

	Additional notes/comments if required

	     


SIGN OFF FOR APPRAISAL DISCUSSION
We agree that the above is an accurate summary of the appraisal discussion and agreed actions and also for the agreed personal development plan.
	Appraiser:

Name: ……………………………………………….

Signature: …………………………………………..

Date: …………………………………………………


	Appraisee:

Name: ……………………………………………….

Signature: …………………………………………..

Date: …………………………………………………




	Date of next appraisal: …………………………………………………………………………………………


	Record here the names of any third parties who contributed to the appraisal and indicate the capacity in which they did so.
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