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ANNUAL APPRAISAL FOR GENERAL PRACTITIONERS

Introduction

This pack provides the North of Tyne appraisal documentation necessary for your annual GP appraisal and is effective from 1st November 2010.
There are three forms (Forms 1 - 3) plus supporting evidence templates to enable you to write up your audit, significant event analysis (SEA), case review and any complaints that you have had over the previous year.  
A learning log with space to record the credit value of you CPD activity, a PUNS and DENS log (if you wish to use one) and a PDP form with space to indicate whether last year’s aims were achieved, and if not, why not is also provided.
You are also required to complete the probity and health sections of the Form 3 and submit evidence of CPR and child protection training.

If you have additional roles e.g. undergraduate teacher, trainer, researcher, PCT employee, GPwSI etc. you will also need to provide your appraiser with electronic or paper evidence of performance review in these roles.
The documents in this pack must be completed by you and emailed to your appraiser AT LEAST two weeks before your appraisal date. 

Please do not send any additional documentation to your appraiser i.e. CPR certificate.  You can take any paper copies of these documents to the appraisal interview in a paper folder.
Supporting Evidence for GP Appraisal

This table outlines the supporting information which is likely to be required on an annual basis for revalidation.  The North of Tyne Appraisal Team suggest that appraisees focus on collecting and submitting this supporting evidence for the interim period until revalidation is introduced.
Patient and colleague feedback will be required for revalidation, but probably only once in the five year cycle.  There are no feedback tools yet officially approved for the purposes of revalidation, so we suggest that you delay collecting this feedback until after April 2012. 
	Basic documentary evidence required for appraisal
	Frequency

	General


	Fully   completed Form 3.
Last years form 4 
Evidence of prof indemnity


	Every year
Every year

Every year



	Good clinical care

Aim to write up and discuss two cases per year – at least one as an SEA discussed with PHCTeam (or locum group or SDLGroup) – if you have had no significant events in a year (unlikely) then write up two challenging cases you have discussed using SRT
	Clinical audit into which appraisee shows some personal input using proforma
	2 every 5 years

	
	Significant event audit  with learning outcomes using proforma
	One per year

	
	Case review with learning outcomes 
	One per year

	Maintaining Good medical practice

The CPD credit system is not yet finally ‘signed off’ but aim to discuss the ‘credit value’ of your last year’s CPD at your appraisal meeting 

Getting 50 credits is not yet a requirement but will become one from 1/4/2012 
	Last years PDP with reflections on completion of aims and reasons for non completion if necessary
	Every year

	
	Log or diary of Educational activities throughout including reflections

	Every year

	
	Certificates of CPR
	Every 18 months

	
	Safeguarding Children (3 modules)
	Once every 3 years (per module)

	
	Log of education activities, inc reflections
	Every year

	
	Estimated number of CPD Credits earned this year
	Every year

	Relationship with patients

Patient survey not required until approved instruments are agreed
	Declaration of complaints (or absence of) including learning points and resolution 

	Every year

	Probity
	Probity statement in form 3
	Every year


	Health
	Health statement in form 3


	Every year

	Teaching/training/research/

management GPwSI roles etc.
	Evidence of performance review/appraisal in all  additional   roles    
	Every year


APPRAISAL FOR GENERAL PRACTITIONERS WORKING IN THE NHS

Appraisal Statement

 

 

	Appraisee: 
	     

	Year of Appraisal: 
	     

	Date of Appraisal: 
	     

	Appraiser: 
	     

	Signed Off: 
	     


 

ANNUAL APPRAISAL FOR GENERAL PRACTITIONERS
FORM 1: BACKGROUND DETAILS
Name
	     


 

Registered Address and telephone number
	     


 

Main practice address and telephone number
	


 

Name of PCT you are registered with and date of registration
	     


 

Qualifications UK or elsewhere, with dates

	     


 

GMC registration Type now held, registration number and date of first full registration

	     


 

Date of last revalidation If any

	     


 

Date of certification JCPTGP certificate or date of starting practice if before 1981

	     


 

Date of appointment to current post If different

	     


 

Main current post in general practice e.g. GMS Principal or PMS doctor with a patient list, GP retainer, assistant or locum

	     


 

Other current posts Please list any other current appointments with (1) starting dates (2) average time spent on them (3) whether public sector e.g. Benefits Agency, or private sector e.g. nursing home. You should list here any regular locum posts you work.

	     


 

Previous posts NHS and elsewhere, last five years, with dates

	     


 

Other relevant personal details Please give any other brief information you wish that helps to describe you eg membership of professional groups or societies

ANNUAL APPRAISAL FOR GENERAL PRACTITIONERS
FORM 2: CURRENT MEDICAL ACTIVITIES

This form requires a brief and factual description of the work you do in the practice and in other posts. You will be able to give more detail later.

 

Current registered GP Practice
Where I Work
	GP Practice      
	PCT 


 

Average number of hours per week worked
	     


 

Please summarise the in-hours activities you undertake in general practice
e.g. minor surgery, child health services

	Service      
	Your Role      


 

Emergency, on-call and out-of-hours work
	Service      
	Your Role      


 

Meetings
	Type of Meeting      
	Who attends?      


 

Brief details of other clinical work
e.g. as clinical assistant, hospital practitioner etc

	Organisation      
	Type of Work 
	Your Role      


 

Any other NHS or non-NHS work that you undertake as a GP 
e.g. teaching, management, research, examiner, forensic

	Organisation      
	Your Role      


 

Work for regional, national or international organisations
	Organisation      
	Your Role      


 

Other professional activities
	Organisation      
	Your Role      


 

ANNUAL APPRAISAL FOR GENERAL PRACTITIONERS
FORM 3: MATERIAL FOR APPRAISAL

This form, and the papers you supply with it, will be the main basis of your appraisal. It is organised around the headings used by the General Medical Council in Good Medical Practice and the Royal College of General Practitioners in Good Medical Practice for General Practitioners, and it is strongly recommended that you look at these documents as prompts. The same headings will be used to summarise your appraisal discussion.

The wording under each heading differs, but typically you are asked to provide:

· a commentary on your work

· an account of how your work has improved since your last appraisal

· your view of your continuing development needs

· a summary of factors which constrain you in achieving what you aim for
Good Clinical Care

What do you think are the main strengths and weaknesses of your clinical practice?
	      


 

How has the clinical care you provide improved in the last year (or since your last appraisal)?
Refer as appropriate to your last appraisal and Personal Development Plan. 

	      


 

What do you think are your clinical care development needs for the future?
This is in preparation for agreeing an updated PDP. 

	      


 

 See appendix 3 -  Audit template
See appendix 4  -  SEA template

See appendix 5  -  Case review template

Maintaining Good Medical Practice

The last section asked about the quality of your clinical care and how it has improved; this one is about how you have kept up to date and achieved improvements.

What steps have you taken in the last year or since your last appraisal to maintain and improve your knowledge and skills? You must refer back to last year’s PDP and reflect on which aims have or have not been achieved and why.
.

	      


 

 

What professional or personal factors significantly constrain you in maintaining and developing your skills and knowledge? 
	      


 

How do you see your job and career developing over the next few years?
	      


 
See Appendix 6 Learning Log/PUNs +DENs Log
 

 
Relationships with Patients
What do you think are the main strengths and weaknesses of your relationships with patients?
	      


 

How do you feel your relationships with patients have improved in the last year or since your last appraisal?
Refer as appropriate to your last appraisal and PDP.

	      


 

What would you like to do better? What do you think are your current development needs in this area?
This is in preparation for agreeing an updated PDP. 

	      


 

 

Complaints

I have /have not had any formal complaints in the last year.        None  FORMCHECKBOX 

If you have had one or more complaints please complete one template for each complaint

Appendix 7 Complaints Template
 

 
Working with Colleagues
What do you think are the main strengths and weaknesses of your relationships with colleagues?
.

	      


 

How do you feel your relationships with colleagues have improved in the last year or since your last appraisal?
Refer as appropriate to your last appraisal and PDP.

	      


 

What would you like to do better? What do you think are your current development needs in this area?
This is in preparation for agreeing an updated PDP.

	      


 

 

 

Teaching and Training
What do you think are the main strengths and weaknesses of your work as a teacher or trainer?
Examples of documentation you might refer to and supply: a summary of your formal teaching/training work and any informal supervision or mentoring; any recorded feedback.

	      


 

Has your teaching or training work changed in the last year or since your last appraisal? Has it improved?
Refer as appropriate to your last appraisal and PDP.

	      


 

Would you like to do more? What would you like to do better? What do you think are your current development needs?
This is in preparation for agreeing an updated PDP.

	      


 

Probity
What safeguards are in place to ensure propriety in your financial and commercial affairs, research work, use of your professional position etc? Have there been any problems?
Please indicate below any probity  issues that might affect your fitness to practise, including any on-going concerns being dealt with by the PCT, NCAS, GMC etc 

	      


 

Has the position changed since your last appraisal or in the last year?
Please refer as appropriate to your last appraisal and PDP.

	      


 

Do you feel the position needs to change? How?
Does anything need to be included in your updated Plan?

	      


 

What factors in your workplace or more widely significantly constrain you in this area?
	      


 

 

Management Activity
Please describe any management activities you undertake that are not related to the practice(s) in which you work. How would you describe your strengths and weaknesses? 
You may already have mentioned a role in your PCT, for example, or advisory work for the Strategic Health Authority or an NHS Trust, or a national position you hold. 

	      


 

Do you think your management work has improved?
Please refer as appropriate to your last appraisal and your Personal Development Plan. 

	      


 

What are your development needs?
What might be included in your updated PDP?

	      


 

   

Research
How would you appraise any research work that you do?
You may have mentioned your research activity already but this is an opportunity to say more, and how well you think it goes. You might supply and refer to any reports or publications.

	      


 

Do you feel your research skills have improved?
Please refer if appropriate to your last appraisal or Personal Development Plan.

	      


 

Do you have development needs in this area to reflect in your updated Plan?
	      


 

  
Health
Do you feel there are any health-related issues for you that may put patients at risk?
Please mention any health problems or concerns that might affect your fitness to practise, and any steps you take to promote and maintain good health. 

	      


 

 Sign Off
	 We confirm that the above information is an accurate record of the documentation provided by the appraisee and used in the appraisal process, and of the appraisees position with regard to development in the course of the past year, current development needs, and constraints.   Signed:       

Appraisee       

Appraiser       

Date      


 

Appendix 1

 

Last Year's Agreed Personal Development Plan
This is your Agreed PDP for last year, and may be useful in reviewing your professional progress in the time since last year's appraisal.

	What development needs have I?
	How will I address them?
	Date by which I plan to achieve the development goal
	Intended outcome
	Actual outcome-was the PDP aim achieved –if not explain why

	Explain the need
	Explain how you will take action, and what resources you will need?
	The date agreed with your appraiser for achieving the development goal
	How will your practice change as a result of the development activity?
	Agreement from your appraiser that the development need has been met

	     

	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Appendix 2

 

Proposed Personal Development Plan
Your 'Proposed PDP' forms an ongoing record of what you feel are your personal and/or professional development needs throughout the year, as and when you identify them.

The recording you do here will form the basis of your 'Agreed PDP' and will act as the discussion point within the appraisal meeting and will help you arrive at your agreed PDP objectives for the coming year. Please try to indicate rough timescales you would like to achieve these objectives within.

	What development needs have I?
	How will I address them?
	Date by which I plan to achieve the development goal
	Outcome

	Explain the need
	Explain how you will take action, and what resources you will need?
	The date agreed with your appraiser for achieving the development goal
	How will your practice change as a result of the development activity?

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Appendix 3
Clinical Audit Report Template for GP’s
	Title of Audit   


	Date of Audit        

	Who was involved in the audit? 

(List of people including designation)

     

	Background 

(This should include a brief description of the reason for selecting the topic)

     

	Preparation and planning

(How you intend to carry out the audit e.g records search)

     

	Aim of the Audit

(This should identify what you need the audit to tell you e.g. is current practice compliant with a particular piece of guidance i.e NICE guidance/local PCO)

     

	Criteria

(This section identifies the aspects of care which you are going to measure and should be clearly defined)

     

	Initial standard setting

(What are you aiming for 100% , 90% etc )

     

	Analysis and Findings
(This section should outline the level of compliance achieved against the audit standard and if full compliance not achieved an explanation of why.  What was learnt from the data collection? )
     

	Conclusions and reflections from the audit
(What changes are needed? How will the changes be implemented and who will do this and when?

How was this communicated to the team? When will the re-audit occur?)

     

	Re-audit findings

(The re-audit report should include the date of second data collection, the Standard achieved and whether further action is required)

     


Appendix 4

     
	Significant event audit (SEA) Template 

	SEA Title: 

	Date of incident:       

	Date of meeting when event was discussed -  including a list of attendees at the SEA meeting.

     


	Description of event - what actually happened and what was your direct involvement in the event?

     


	What went well and what could have been done better?

     

	What were the root causes of the incident?

     

	What were the learning outcomes?

For yourself       
For the practice       


	What changes have been agreed?

This should clearly identify who is responsible for each action and a date that the action is to be completed.  The initials and job title can be used to maintain confidentiality. 

For yourself        
For the practice       


	How and when will the effect of these changes be reviewed?

     


Appendix 5
The Leicester 2007 Conference Statement on Essential Evidence for Appraisal

Case review structured reflective template
Requirement: two per year
	Name of doctor:      


GMC No:      

	Date of clinical event:      

Patient Identifier:      

	Description of clinical event:

Hint: You may choose a single consultation at random, or you may prefer to choose a case in which you were involved over time. Either way, your involvement should have been significant. You should write from your personal perspective, and reflect on how your own professional behaviour can improve, not that of the organisation, or of others.
     


	Reflections relating to Good Clinical Care:

Hints: This refers to the systems allowing effective care, and your place within them. Was all information to hand? Was there enough time for the consultation? Was the environment conducive to patient privacy and dignity? Were all required clinical facilities available? Were local guidelines available? What can I do to improve these factors?

     


	Reflections relating to Maintaining Good Medical Practice
Hints: This refers to your level of knowledge. How do I judge my level of knowledge, or skill around this clinical topic? What unmet learning needs can I identify? How can I address them?

     


	Reflections relating to Relationships with Patients
Hints: How well did I communicate with the patient? Did the patient feel respected? Did the patient have sufficient opportunity to tell their story? Did the patient feel a partner to the outcome of the consultation? How do I gauge these? What skills can I identify which will enhance these? 

     


	Reflections relating to Relationships with Colleagues

Hints: Did I take account of notes made by others prior to this event? Did I gather information appropriately from others? Did I make comprehensive, legible records for others who may see the patient subsequently? Did I appropriately respect the clinical approach of others, even if it differs from my own? What can I do to improve this area in the future?

     


	Outcome: For completion at your appraisal:

Agreed potential learning needs for consideration for inclusion in your personal development plan, considering how your outcome will improve patient care.
     





Appendix 6
Documents list
Learning Events
	Date
	Title
	Duration
	CPD credits claimed [explain impact if more than one credit per hour]
	Topics covered
	Reflections
	Further actions

	     
	     
	     
	
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


 

Reflective Learning
	Date
	PUN
	DEN
	Action

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Appendix 7
Complaint 1

	Date of complaint:      


	Nature of complaint:      


	Status of complaint:  On-going / resolved:      


	Involvement of other bodies: Responsible organisation / SHA / NCAA / GMC / Other
     


	If resolved, what were the findings?      


	How will my practice change?      



Complaint 2
	Date of complaint:      


	Nature of complaint:      


	Status of complaint:  On-going / resolved
     


	Involvement of other bodies: Responsible organisation / SHA / NCAA / GMC / Other
     


	If resolved, what were the findings?      


	How will my practice change?      



Complaint 3
	Date of complaint:      


	Nature of complaint:      


	Status of complaint:  On-going / resolved



	Involvement of other bodies: Responsible organisation / SHA / NCAA / GMC / Other
     


	If resolved, what were the findings?      


	How will my practice change?      









































































































Working on behalf of Newcastle and North Tyneside Primary Care Trusts and Northumberland Care Trust
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