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	EXCELLENCE QA Tool: Improving and quality assuring appraisal output documentation

Appraiser:                               
Quality Assured by:
Date:


	Score

0=No (absent from summary)

1=Partially (room for improvement)

2=Yes (well done)

	Do the summary of appraisal, sign off statements and the Personal Development Plan (PDP):
	Score


	Comments
	Score


	Comments
	Score


	Comments

	
	Appraisal 1

RO name:  
	Appraisal 2

RO name:  
	Appraisal 3

RO name: 

	Overall
	 Encompass all? does the summary comment on context, including stage of revalidation cycle, and reflection on the whole of the scope of work?
	
	
	
	
	
	

	
	Exclude bias and prejudice? are all statements objective, free from bias and prejudice and based on evidence? Is it a typed, professional document?
	
	
	
	
	
	

	
	Challenge, support and encourage? Does the summary demonstrate that the appraisal was challenging, supportive and focussed on the needs of the doctor?
	
	
	
	
	
	

	
	Explain why any statements (including health and probity) have not been agreed? does appropriate commentary explain any ‘no’ or ‘disagree’ answers? 
	(Score 2 if N/A)
	
	
	
	
	

	Reviewing
	Look at supporting information, lessons learned and changes made? does the summary drive quality improvements by reflecting what has been learned and what needs to be changed as a result?  
	
	
	
	
	
	

	
	 Look at last year’s PDP and reflect on each objective?  if any objectives have not been achieved, have the reasons been discussed and documented?
	
	
	
	
	
	

	
	Encourage excellence, celebrate accomplishments and record aspirations? does the summary capture examples of good practice and record aspirations (some of which may have a timescale over one year)?
	
	
	
	
	
	

	Planning ahead
	Note any gaps/no gaps in the requirements for revalidation and how they will be addressed? what supporting information is outstanding for each role?
	
	 
	
	
	
	

	
	Contain SMART PDP Objectives?  Are they Specific, Measurable, Achievable, Relevant and Timely? Do they challenge the doctor to make quality improvements?
	
	
	
	
	
	

	
	Explain the new PDP items?  does the summary show how the PDP objectives are relevant and derive from the supporting information and appraisal discussion?
	
	
	
	
	
	

	Overall Comments                                                             Total
	
	
	
	
	
	


1
3

