

Workshop on Effective Documentation of the Summary of Appraisal Discussion
Estimated time of the workshop

60 minutes
Materials

Flipchart and pens

Fictional (or real anonymous) summaries of discussion 

The Good Medical Practice Framework for Appraisal and Revalidation, GMC, 2012  
Evaluation forms

Reflective writing sheets

Aim
To maximise the quality of your documentation of the summary of appraisal discussion 
Intended Learning Outcomes

By the end of this workshop you will have:

1. Reflected on the purposes of the summary of appraisal discussion and what   makes a summary effective
2. Evaluated how you can use the Good Medical Practice Framework for Appraisal and Revalidation as a guide to write a summary of appraisal discussion.

3. Used an audit tool to assess the quality of a summary of appraisal discussion
Housekeeping

Directions for fire exits, toilets etc.
Signposting for the Session (5 minutes)
Introductions

Explain the timing and structure of the workshop - a mixture of small and large group work

Teaching and Learning Methods

Exercise 1 (15 minutes)

Divide into groups of three and discuss the following questions:

1. The purpose of the summary of discussion and who it is for

2. What makes an effective summary of appraisal discussion? 

Then feed back to the larger group 

Exercise 2 (30 minutes per summary of discussion)
1. Hand out a quality assurance  tool, the Good Medical Practice Framework for Appraisal & Revalidation and  fictional summaries of discussion
2. Ask the group to read through the quality assurance tool and answer any questions 

3. Ask participants to work in small groups and compare and critique the fictional examples supplied using the audit tool

4. Feedback to the large group answering the following question:

What were your main learning points for writing an effective summary of appraisal discussion?
Assessment of Learning and Teaching
Ask participants if they have any questions?
Review achievement of the aim and intended learning outcomes

Hand out the evaluation form and reflective diary/log
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