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INTRODUCTION 0
FOR EMPLOYEES

The objective of the appraisal scheme is to improve your current and future job performance
as a Practice employee, and therefore the performance of the Practice and the service
you give to patients.

This resource pack has been developed in response to an identified need articulated
by both nurses and general practitioners.

The resource pack is designed to help you and your Practice ensure that you are
supported and developed in your role as an employee of the Practice. The appraisal
process should also be supported by access to clinical supervision for nursing staff.

The appraisal process has three stages, and the folder contains a fourth section into
which you can put evidence of your continuing professional development.

Part One Appraisal Preparation

Part Two Appraisal Meeting — Review of the Year
Part Three  Appraisal Action Plan

Part Four Evidence of CPD

This pack takes you through the process of how to actively participate in the
appraisal process.

It provides you with forms which will assist you and your Appraiser in the appraisal process.
These forms can be downloaded from the following websites:

* www.rcn.org.uk/northernireland
°* www.nipec.n-i.nhs.uk
* www.nimdta.gov.uk

What is Appraisal?

Appraisal is an invaluable tool in maintaining a happy and productive workplace. It is
not an instrument for managers to find fault with your work, but a medium through which
you and your manager can identify you own strengths and areas for development.

What is Clinical Supervision?

“Supervision is the process of professional support and learning, undertaken through a
range of activities, which enables individual registrant nurses to develop knowledge and
competence, assume responsibility for their own practice and enhance service-user
protection, quality and safety of care” (Brown, R. 2007 Report of the Review of Clinical
Supervision for Nurses in the HPSS 2006. NIPEC, Belfast).



APPRAISAL
PREPARATION

You should be given a date for your
planned appraisal about four weeks
before it is due and you will be told
who has been assigned as your
Appraiser.

At this point you should take time to
complete the first part of the
appraisal documentation in Part One
of your pack. If the Appraiser needs
to complete it, they should also do
so at this stage.

This documentation is an aid to you to ensure you get
the best from your appraisal. It asks you to:

* Consider what you have achieved over the
past year

* Review objectives not achieved and reflect on why
this happened

* |dentify what you think are the key plans and
objectives for the coming year

* List the additional skills and knowledge you may
need to acquire to help you do your job better.

There is also a section for you to reflect on and raise
any issues which you feel are important to you as a
professional and as a Practice employee.

In preparation for your appraisal you should gather
any evidence of continuing professional development
or clinical supervision to bring with you to your meeting.

When you complete this preparation form send it to
your Appraiser as this will help make sure the time you
spend together is as constructive as possible.




PART 1

APPRAISAL
PREPARATION
FORM

To be competed by Appraisee and PRACTICE

also by the Appraiser if required. APPRAISAL

Preparation by the Appraisee is an essential part of the appraisal process.

This documentation allows the Appraisee and, if required, the Appraiser to provide
information in writing prior to the formal meeting. This will have the advantage of providing
a structure to the appraisal meeting agenda and ensuring that no surprises arise during
the meeting.

Preparation is vital for both parties and listed below you will find areas for you to consider
during the preparation. Appraisees should complete this preparation form and copy it
to the Appraiser at least 2 weeks prior to the appraisal meeting.

Name of Appraisee

Name of Appraiser

What have been your (the Appraisee's) main achievements over the last year?

What objectives were not achieved over the period and what factors conspired to
limit success in achieving these? How might these factors be minimised in the future?



PART 1

PRACTICE
NURSE
APPRAISAL
APPRAISAL
PREPARATION
FORM

What are the key areas of work that need to be addressed and/or developed during
the forthcoming year? Please give consideration to the relevant Practice
objectives / plan.

(Future objectives should be discussed and agreed by Appraiser and Appraisee
during the appraisal meeting)

What additional skills/knowledge/experience would help you, the Appraisee,
do your job better?

What training and development needs do you have?



PART 1 PRACTICE

NURSE
APPRAISAL
APPRAISAL
PREPARATION
FORM

What other relevant issues do you wish to raise during your appraisal discussions?

Date Signature

When completed send a copy to your Appraiser/Appraisee.



APPRAISAL
MEETING -
REVIEW OF
THE YEAR

The Appraisal meeting should be
arranged well in advance so both
you and your Appraiser can focus
on the issues and plan for the future.

Ideally the venue should be away
from the Practice clinical area.

It is important that both you and your
Appraiser are comfortable and free
from interruptions. You should avoid
using common staff rooms.

The meeting — while some people find appraisals an
anxious experience, if you and your Appraiser have
prepared well, this should not be the case. The purpose
of the meeting is for you both to:

* Reflect on the previous year

* Have an open, professional and honest discussion
about your performance

¢ |dentify what has helped you and what has hindered
you from doing your best

* Assure the Practice you are accessing clinical
supervision/support

* Plan for the following year, identifying your personal
and professional needs.




PART2  Appraisal form to be completed by PRACTICE
APPRAISAL Appraiser in discussion with the Appraisee APPRAISAL

MEETING
FORM

Name of Appraisee:

Address and
Telephone Number:

Practice Address and
Telephone Number:

Date of Meeting:

Appraiser - name and job title

Appraisee - name and job title

Appraisal period from to



PART 2

APPRAISAL
MEETING
FORM

PRACTICE
NURSE
APPRAISAL

Professional qualifications held

Study days / learning and development activities in the last year
INCLUDING MANDATORY TRAINING

NMC registration number and expiry date

Date of appointment to current post

Please identify any other current paid employment



PART 2

APPRAISAL
MEETING
FORM

Performance Review PRACTICE

This form requires a brief and factual description APPRAISAL
of the work you do in the Practice

Please summarise the activities you, the Appraisee, have undertaken in the Practice

Please provide brief details of other paid clinical work outside the Practice

Please provide brief details of any work for regional, national or international
organisations, for example membership of committees or groups

Other professional activities - this could include membership of professional forums
or special interest groups



PART 2

APPRAISAL
MEETING
FORM

Personal / Professional and PRACTICE
Practice Performance APPRAISAL

What do you think are the main strengths and development needs you have in your
clinical practice?

How has the clinical care you provide improved since your last appraisal?

What factors in your workplace, or more widely, constrain you significantly in achieving
what you aim for in your clinical work?

What do you think are your clinical care development needs for the future?

Detail the clinical supervision/support activity completed in the year under review.
Examples could include participation in peer supervision led by the Board or formal
professional learning sets

Please detail any issues of concern that have been identified as a result



PART2 - Summary B,
APPRAISAL

MEETING

FORM

Appraiser Comments

I have discussed and agreed the full contents of this document with the Appraisee.

Signature: Date:

Appraisee Comments and Agreement

I have discussed and agreed the full contents of this document with the Appraiser.

Signature: Date:

Next Review Date



APPRAISAL
ACTION PLAN

The development of an action plan
is an essential part of the appraisal
process. This helps you and your
Appraiser to ensure that you have
the appropriate skills and
development opportunities to enable
you and the Practice to provide the
best possible services to your
patients in the coming year.

The action plan will also help you to improve areas
where you feel you need some additional support
or training.

It is important that the action plan reflects:
* Your personal and professional needs
* The needs of the Practice

* The changing and developing needs of
your patients.

The action plan is designed fo be revisited on a regular
basis during the year of the appraisal by an agreed
date within the column ‘date to be achieved’, In this
way you ensure you achieve what is planned and if
constraints prevent this, you and your Appraiser can
address these or modify your plan.




PART 3 Identification of Key Areas

PRA(SZTICE

NURSE
for the Coming Year APPRAISAL
APPRAISAL Identify what are the agreed key areas
ACTION PLAN of work for the coming year
Practice plan Key changes required Date to be
objective in your service/clinical achieved

practice to meet this objective




PART3  Personal / Professional Objectives PRAGHICE
In order to achieve these objectives, are there any areas APPRAISAL
APPRAISAL of work that could be helped by learning/training and
ACTION PLAN development opportunities?

This plan should be agreed by both the Appraisee and
Appraiser. It should include any specific skill requirements
and any on-the-job training requirements, INCLUDING
MANDATORY TRAINING.

Training/ Why is this Action By whom? | When?

learning and training

development needed?

need




EVIDENCE
TO SUPPORT
PRACTICE

An important part of professional
development is the collation and
development of a professional
portfolio of evidence. This section
assists you in gathering some of this
evidence, such as aitendance
records at seminars, study days or
conferences. This will enable you to
participate constructively in your
appraisal.

Other resources are available through your professional
organisations such as RCN and NIPEC which will support
your learning, including access to the RCN Learning
Zone at www.rcn.org.uk or the Development Framework
at www.nipec.n-i.nhs.uk.




Useful Contacts

PRACTICE
NURSE
APPRAISAL

Royal College of Nursing, Northern Ireland
Dr Carolyn Mason

17 Windsor Avenue Belfast BT9 6EE

Tel: 028 9038 4600

Fax: 028 9038 2188

Email : carolyn.mason@rcn.org.uk

NIPEC

Mrs Cathy McCusker

Senior Professional Officer

Centre House

79 Chichester Street Belfast BT1 4JE
Tel : 028 9023 8152

Email : enquiries@nipec.n-i.nhs.uk

Northern Ireland Medical and Dental Training Agency
Dr Claire Loughrey

Beechill House

42 Beechill Road Belfast BT8 7RL

Tel : 028 9040 0000

Email : nimdta@nimdta.gov.uk

Maureen Magee

Practice Nurse Facilitator

WHSSB, GP Unit

16 Gransha Park Clooney Road
Londonderry BT47 11G

Tel: 028 7186 0086 ext 8006

Email : maureen.magee@whssb.n-i.nhs.uk

Geraldine Connolly

Practice Nurse Facilitator

SHSSB, GP Unit

Tower Hill Armagh BT61 9DR

Tel: 028 3741 4573/028 3741 0041
Email: geraldco@shssb.n-i.nhs.uk



