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Steps for the Doctor being appraised

5 key steps need to be carried out in order to complete Appraisal

1 Get started - Activate your account and log on to the system
2 Validate your personal details in the profile section
3 Add your supporting information into your portfolio

4 Complete a self assessment three weeks before your appraisal date and update
any information if necessary

5 Carry out your appraisal meeting with your appraiser and sign-off the process

Complete your Sign-off the
Getting Started Validate details P 'y Self assessment appraisal
portfolio
outcomes
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Getting Started

Activating your account

You will receive two welcome emails from Once you have logged into the site you will be
lucy@equiniti-ics.com — One with a username and given the opportunity to change your password
password and another with your activation code. and create a security question.
Click on the link in your email which will open the
Sign In page.

® Please do read the terms and conditions.
SLLl There are some very important pieces of
P information within them —including that it is
S your responsibility to ensure that no patient

identifiable information is uploaded to the

I this s your first time logging in, you wil find your user name and start up password on your SySte m.
welcome email. Please do not confuse this with your activation code.

Click here to register as a new user of the Revalidation Portfolio as part of your m
Royal College or Faculty membership benefits.

We suggest you copy and paste the complex
password into the password field.

Getting l
[ Started g K K
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Getting Started

Home Screen

1 When logging into your account you will be directed to the RMS home screen. Information from your Trust
will be fed into the Announcement section. You will also be able to track your progress using the central
panel.

Welcome to your RMS

The Revalidation Management System has been built to help you. The
system will guide you through what you need to do. You will need to
make sure that your personal details are up to date and accurate
(Profile).You will need to keep a porifolio of mandatory documents
(Portfolio) and undergo an annual appraisal (Appraisal)

@ Announcements 123 Track your appraisal progress

2 Announcements Profile 94 % Complete

S —
Welcome to vers 2.11.13.1 ‘ e —————————————— |

Created Date: Wed, 07 Nov 2012 01:31 Portfolio 100 % Complete

First steps Ll ——

M 2 :
Created Date: Mon, 29 Oct 2012 10:14 Appraisal 0 % Complete

22

Appraisal date: 23/11/2013

Getting | 5
[ Started ) K )




Validating Your Details

Check the pre-populated information

1 Click the tab at the top of the page entitled Profile rg It will not allow you to proceed if you leave
> Edit Profile required fields blank (e.g. DoB) so please ensure
you have filled in information for all fields with
Work your way through the chevrons by clicking an asterisk (*) next to them.
the next button at the bottom of the screen once
you have updated the required fields.

Personal Professional Additional Contacts Scope Qualifications/ Appraisal
Details Details Details of work Posts Details

Please fill in the relevant information. There are seven short sections. Some boxes may have already been completed for you.
Please alter any incorrect details and complete any gaps.

Your Personal Details

Title = | nr =

First Name * Louis

Last Name * Corbett

DOB * 22/07/2012 B eg. 15/07/M1961 g

Email * Louis.corbett@equiniti360clinical.com

Phone = 08451801405 o
Main Speciality * Cardiology

Other Specialities

GMC Number ™

Grade | 'select il |

Add Profile Photo Add Photo

L7

Validate | S
I details K K




Validating Your Details

Selecting a nominee

r.g You can nominate someone to access your

account and upload documents for you. The
nominee will not have access rights to any of your
appraisal outputs.

In order to select a nominee click on the address
book Icon next to the nominee box m

View Your Frotile
Personal Professional Additional Contacts Scope Qualifications/ Appraisal
Details Detalls Details of work Posts Details

Nominee

You may wish to nominate someone to act, on your behalf, as an administrator to your Revalidation Portfolio.
This person could, for example, be your secretary or personal assistant.

He or she will be able to upload your supporting information into the Revalidation Portfolio.

However you are respensible for making sure all information is accurate and correct.

Nominee %] @clic ss book icen te select your
Nominee

Appraisal Lead(GP) / Clinical Director &

Your designated body will have provided the list of names to choose from, if the person is not visible please contact
your administration person or Equiniti 360 Clinical.

This person will be able to see your previous appraisal documents.

. m Please click on the address book icon to 55|e“y°ur
Rt et Appraisal Lead/Clinical Director

Validate
details

A pop up window will appear. Input the
nominee’s name and search for them.

If they are not already on the system, click on the
Add Nominee button and provide their details.
Your nominee will then be sent log in emails.

Search Person

Page

Name

Email Address Designated Body - Clear

Name

Mo records to display

Vicloria ole 2 3 ) Search

Designated Body

Add Nominea If you cannot find your nominee, please click the Add Nominee button to add them to the Cancel “

system

V211131




Validating Your Details

Appraisal Lead

In order to link with your appraisal lead click on the Click the search box, choose your
address book icon | ] next to Appraisal Lead appraisal lead and click OK

View Your Frofile

Personal Professional Additional Contacts Scape Qualifications/ Appraisal
Details Detalls Detalls of work Posts Detalls

Search Person

GHC Number
Nominee &
Name Role Appraisal Lead é Search
You may wish to nominate someone to act, on your behalf, as an administrator to your Revalidation Portfolio. 2
This person could, for example, be your secretary or personal assistant.
He o she vill be able to upload your supporting information into the Revalidation Portfolo. Emai Address Designated Body | Aintrze Universty Hosptals NS Foundation Trust Clear
However you are responsible for making sure all information is accurate and correct.
Name GHC Number Designated Body

o w Please click on the address book icon to select your

Nominee Dr. AinAppriead Account 5454608 Aintree Universty Hosptals NKS Foundation Trust

Dr. Tom Beaumont 11129 Aintree Universty Hospitals NKS Foundation Trust
Appraisa] Lead(GP) Clinica Director ¥4 Or. Ross Hignet Extemal Test 1111 Atree Universty Hosotals NKS Foundsfon Trst
Your designated body will have provided the list of names to choose from, if the person is not visible please contact
your administration person or Equiniti 360 Clinical.
This person will be able to see your previous appraisal documents.
l igkgn the adi 110 select your
HopraalLead u ﬁraisal Lead Clnical 1
- K
Validate
; —> —
details




Validating Your Details

Declaring scope of work

Add a description of the nature of the work you
carry out at your primary place of work into the
free text box.

Attach your job plans and add time PAs into the
provided fields if applicable.

3 If you wish to add other places of work, click on
Add New Record underneath the ‘Other Places of
Work’ title.

Once you have clicked on Add New Record a pop
4 up window will appear. Enter the required
information into the provided free text boxes.

View Your Profile
Personal Prafassional Additional Contacts Scope Qualifications/ Appraisal
Delails Details Details of work Posts Details
Scope Of Work
Descript praciice Full time Cardiologist at Royal Hospital
prmary 1 é
ime PA's:

As:
Job Plan: Attach Documen t 6 2

Other Places Of Work
o Add New Record
Place Of Work  Description Ot Practice Nal sctor  Medical Director's Email Time Committed (PA's) Job Plan

lo records to display.

i 1] Ditems in 1 pages

Validate
details

Job Plan (optional) Attach Document

® The GMC has stated that you need to declare all
places of work - Specifically, anywhere which
requires a licence to practice medicine. This may
include locum work, private work and/or charity
work.



Validating Your Details

Selecting appraisal information

You will need to enter your correct appraisal date

in order to proceed with the process — This can be 1 | 1 1 i

changed later on. In order to select a date, click View Your Profile

on the calendar icon E# and select a date from o st 8 Gy S Ol
the pop up calendar. e e e . il

Appraisal details

Enter your Revalldatlon Date as prOVIded by the Enter the exact or approximate date of your next appraisal - you can change the date later on once the appraisal meeting has been confirmed.

G M C The date is used by the system to send a reminder to help you before your appraisal.

MNext Appraisal Date * HMANR014 L;J ;‘.ﬂ:-*o” 1

Organisation within which the appraisal
is taking place

If you know your Appraiser at this point you can ComeiNed ki Ose [ 1320 e 2
select them by clicking on the address book icon. (SubmissionCat)

1 | H Appraiser's details

If you don't know who your appraiser is at the moment please leave this blank.

The system will remind you nearer the appraisal date that you need to add your appraiser

If you are an academic and would like more
than one Appraiser present at your
appraisal, you have the option to include

Please agree in advance who your appraiser is

Please click on the address book icon to select your appraiser

Appraiser Adam Aintres CooperAPRAISER w R&mg 3

S

If there are going to be additional appraisers present at the meeting,

additional appraisers at the bottom of the {eq. If you are an academic) please enter who they will be below.
screen, to record who was present. S Apraiers Ened
Appraiser's Name Appraiser's Emai

4Back Finish and Publish

Validate
I details | K K




Validating Your Details

Selecting your appraiser

Find your appraiser by typing their ...If they don’t appear then click
name/GMC number or email into the 2 Add Appraiser and complete the
box and click search. Find the name fields.

you need and click OK

Search Person

Page

GMC N

1 a_% Role | Appraiser | Search
Emm Designated Body | Demonstration Area — Secondary Care — 1 | Clear
Name GMC Number Designated Body i
Dr. Andrew Ashley-Smith 0 Demonstration Area — Secondary Care — 1
Dr. Asif Atta 0] Demonstration Area — Secondary Care — 1 =
Dr. Sharon Binyon 022222 Demonstration Area — Secondary Care — 1
Dr. Harm Boer ] Demonstration Area — Secondary Care — 1 |
Dr. Tim Cresswell 333TTS5 Demonstration Area — Secondary Care — 1
Dr. Tim Cresswell2 5557788 Demonstration Area — Secondary Care — 1
Dr. Peter Davies 9999999 Demonstration Area — Secondary Care — 1 i

2 * Add Appraiser If you cannot find your appraiser, please click the Add Appraiser button to add Cancel “

them to the system

W2 15 5.0

A e ) E =




Completing Your Portfolio

Uploading supporting information

1 Click the Portfolio tab at the top of the page once Click the green Upload Supporting Information
you are ready to begin uploading supporting button.
evidence.

U Guidance for including mandatory GMC supporting
information.

e 1 ) i | [

2 Upload Supporting Information Export Portfolio Bulk Change Sl Status

Portfolio Qverview Lo Supporting Information

Supporting information to be filed Motes

0
Additional supporting information 0 No records to display.
A~

Core Supporting Information

Personal
Self Declaration Health
Self Declaration Probity

o o 2

Personal Development Plan (current & new draft)
GMC

& Continuing professional development (CPD)
& Quality Improvement Activity (e.g. Audit)

& significant events

' Feedback from colleagues

' Feedback from patients (where applicable)

o o o o o o

0 Review of complaints and compliments

Domain/Attribute Selection

<

Complete your
] { portfolio |> ~




Completing Your Portfolio

Uploading supporting information

r? Please note:-
Choose your type of Supporting Information Attached documents need to meet certain
from the drop down list and name your naming criteria. You may find it easier to re-

document. save the document without any
punctuation before uploading.

Click the Attach Document button which will You do not have to upload a document on
open a screen allowing you to browse all the each occasion, you may wish just to reflect
documents on the computer/device you are on you practise in the notes field.
using.
Upload Supporting Information Upload Mulile Documents
Type of Supporting Information-* | Personal Development Plan (current & new draft) v,b 3 :g;;z;rzngwngifﬂ::s:o»mrewewmederaumng
i it forSupparting formation: o ° S e e e R T

documents or reflective notes

4 % Atach Document B e 2013 doc

Documents with names containing the following will be rejected #€% & *: <= ?\/{|} ~

Add reflective notes ‘ 7 U she " " = = := p 9 - ] el This save icon is for saving reflective notes only — if you want
- - . = 4= = to save the attachment then please click on the buttons at
Things i have achieved from last years PDP the bottom of the screen

e StatementA
e StatemantB

Improvements to lock inte for this years PDP

Statement C
Statement D

Last years Appraisal took place on DD/MM/YYYY

N Complete your N
portfolio
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Completing Your Portfolio

Uploading supporting information

Uploaded documents will automatically be
saved as ‘Published’. Documents marked as
published will be made available to your
appraiser upon submission of your portfolio.
Should you not wish to submit a document
and keep it for your own records you can

change the status to ‘Draft’.

You will need to specify a retention period for
documents that you want to remain in your
portfolio beyond this appraisal. To do this click on
the calendar symbol and select the date you wish
to keep the document until from the pop up
calendar window. Alternatively you can select ‘to
be used for the next appraisal only’.

w Please see next page for Review GMP Mapping

S [ |j| E | Draft >

tafus of document et V€ 5
Published -

Documentvalid from” 300112013 £

Retention period @ to be used forhe next appraisal only

1

()t remainin my porfolo unti

Cancel Save & Close Save & Add New Review GMP Mapping

Complete your
portfolio

\/
I B € |




Completing Your Portfolio

Assigning attributes to supporting information

All documents and reflective notes should be

linked to attributes of Good Medical Practice. For
the 6 GMC mandatory documents the system will

automatically link supporting information to

suggested attributes (These can be amended as

appropriate), however for all other mandatory

documents this mapping will need adding by the

doctor.

' ¥ 1

2

S

File Supporting Information

(el eop 2011

You are filing:

Filing Locations

Domain/Attribute Selection

Knowiledge, Skills & Performance

[7]Estabiich and maintsin partnership with paients
Maintzining Trust
[7] Show respect for patients

[¥#] Treat patients and colleagues fairy and without discrimination

S

-4 Back Cancel

Once you have chosen the appropriate GMP
domains and attributes, click the green File
button at the bottom right hand corner of the
screen

If you are an Educational supervisor you may
wish to file the same document in your
Educational Supervisor’s portfolio. You can
do this by selecting the relevant folders in the
left hand box and adding the ticks where
relevant

The automated selection of domains and
attributes were selected by all the Medical
Royal Colleges.

1

Complete your

portfolio

J>
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Completing Your Portfolio

Uploading multiple documents

If you wish to upload more than one document at
a time, click on the green Upload Supporting
Information button on the Portfolio screen as

before.

Click on the Upload Multiple Documents button
on the top right hand corner of the next screen.

| ]-I iu E

Upload Supporting Information

Type of Supporting Information:*

Add title for Supporting Information:*

Aftach Document

Add reflective notes

| Personal Development Plan (current & new draft)

POP 7]

@: PDP 2013.doc Remave

Documents with names containing the following will be rejected #€ % & *: <= 2\ /{[} ~

Bz U 4 5 s === 9-

Things i have achieved from last years PDP

+ Statement A
+ StatemantB

Improvements to look into fer this years PDP

Statement C
Statement D

Last years Appraisal took place on DD/IMM/IYYYY

N Complete your
portfolio

J>

2' % Upload Multiple Documents

Click the GMP Mapping button to review the default filing
against the GMP framework

Do not add any patient identifiable information in
documents or reflective notes

This save icon is for saving reflective notes only —if you want
to save the attachment then please click on the buttons at
the bottom of the screen




Completing Your Portfolio

Uploading multiple documents

3 Click on the Attach Document button. This will 4 Select the type of supporting information you are
bring up a pop up window allowing you to browse uploading from the drop down menu.

all documents on your computer/device. Select
the documents you wish to upload. Once happy with the selection of documents, click
5 on the Upload all documents button

- o

Upload Multiple Documents Upload Supporting Information

Attach Document ’ s Meme Size
IE Trust Policy example 3.pdf BTKE  Remove
=
“‘E Trust Policy example 4.pdf E6KE  memave
=
[w] Trust Policy Example 5. pdf MEKE  memovs
=

=

Documents with names containing the following will be rejected €% &= : <> 7
IT;{:_-E ::IE__;-':-:'t'; Quality Improvement Activity (e.g. Audit) hd @ 4 ¢

Cancel Upload all documents

N Complete your N
portfolio




Completing Your Portfolio

Bulk change Sl status

You can change mass documents from
draft to published or vice versa.. Click Bulk
Change Sl Status and a new window will

appear.

Upload Supporting Infg 1 I M Bulk Change S| Status
Portfolio Overview ~ Supporting Info
Title

Supporting information to be filed 0

Additional supporting information 0 Mo records to display.
Core Supporting Information A~

Personal

Self Declaration Health 0

Self Declaration Probity 0

Personal Development Plan (current & new draft) 0

GMC

¥ Continuing professional development (CPD})
¢ Quality Improvement Activity (e.g. Audit)

¢ Significant events

¥ Feedback from colleagues

' Feedback from patients (where applicable)

o o o o o o

¥ Review of complaints and compliments

2 Choose current status, select
documents, new status then click OK.

That will change them all in one go

Bulk Change S| Status

Page

Current Status: | ja

All
Draft Select All Deselect All
Published

Title Type \ Status Selected

Mo records to display
New Status™ | Sefect M| \

1

/

Complete your N
portfolio




Completing Your Portfolio

Exporting your portfolio

1 You can export your entire portfolio to have

your own back up of the documents.

Click Export Portfolio

R - I DR N
Upload Supporting Information Export Porifolio Bulk Change SI Status

Portfolio Overview

Supporting information to be filed

Additional supporting information

Core Supporting Information

Blle =

Personal

Self Declaration Health

Self Declaration Probity

Personal Development Plan (current & new draft)
GMC

¥ Continuing professional development (CPD)
¥ Quality Improvement Activity (e.g. Audit)

W Significant events

¥ Feedback from colleagues

¥ Feedback from patients (where applicable}

¥ Review of complaints and compliments

=}

o o o o o o

Title

No records to display.

2 A separate window will open asking you
what you want to export and is it for
printing or storage. Make your choices

and click OK

Export Supporting Information

Page
Supporting Information status * @ All records

Export format * @ Export for printing

| confirm that | have not included any patient identifiable information in sugfs
reflective notes.

Complete your N
portfolio




Completing Your Portfolio

Location of export file

1 Your export file will be stored in My Account-My Exports.
You can then download the file to your own PC or hard

drive

Home Profile ' Portfolio ©' My Progress Apprasal SREVENEaNenE! My Account My Doctors Help

My Account

Name Mr. Louis Corbett
GMC Number: 0326987
Email Address: Louis.corbett@equiniti3éOclinical.com
Designated Body: Demonstration Area — Primary Care — 1
Main Royal College/Faculty College of Emergency Medicine
Account Details 1
Account Type: RMS User Storage Quota:
Dato Groatod:  28/11/2012 I 0.04%
Total Capacity: 400 MB
Total Used 0.16 MB
My Exports
Created Date Description '
01/11/2013 Louis7856_Portfolio_20131101_141002.zip Download Delete
14/08/2013 Louis7856_Portlolio_20130814_151845.zip Download Delete
s (sl ol 2 torms i 1 pages

Complete your
portfolio

Getting Started Validate details

Self assessment

Appraisal and

sign-off




Completing Your Portfolio
Health and probity declaration

1 The health and probity declaration are carried out Once you have made your self declaration, click
Declaration or Portfolio > Probity Declaration for hand- corner of t-he screen. Your health and
the health and probity declarations respectively. probity declarations will then automatically

appear in your portfolio in the relevant sections.
The declarations should be made as close to the
appraisal date as possible.

-

Probity Dedaration

|

S

-

‘ Health Self-Declaration Template

Health Self-Declaration

r B
on o Message from webpage ﬂ
it= trestment, you must consult 3 suitsbly quslified colleague. You must ask for and follow thri duine ke
I."-_-‘I All the information in this declaration is true to the best of my
&Y' knowledge Dr. Jessica Fleetwood 23/11/2012. The Health Declaration
Health Declaration completed will be added to your Portfolic.

| scoept the professional obligations plsced upon me in paragraph 77-79 of "Good Medical Practics.”

QK ] ’ Cancel
if "Mo” please provide detsils:

<
{

Add to Portfolio

Complete your
7 { portfolio |> ~




Self Assessment s T

Completing your self assessment

:Tl:rrlr:rl:ll:m 1 E::mﬂ 1 SRERMTEN & bl —— 1 FDF & ;u'r'm & ;';umlcd
IO S M G O W
TH sy e chast et boastp Tt e tan o, ten, Feadl e i rradgghe e e pacena lila, Thes. Frcetr Irnpetans: mart off yoasr apmradesd ke, cha dingsss ko, raflacrin
bt Appralaar ard ppraiaas. b S waadon afons ol ape: M ool dars yoar sl nacakos an sl frore chi ayanane shich sl guida you chincas ATALa. 5o -
P A gl e 5o cn b et sl 8. sl ik LS G) pasbhlla baaed by rhas IS Bawsdicburion S Taors (R-ST]
3 weeks before your appraisal date you will B
H H H Y ol el
receive a reminder to check your details are e e
Cricar Chass Aawaat o M CoAT AL clais, o7 A FekT Sl al - 70 < < husragps ches claris bz cas ortas chi Apprade sl reaarireg bus, bt corefirrre

up-to-date and complete a self-assessment; i Bt e e e et
this will come from lucy@equiniti-ics.com. To Dr. Jessica Fleetwood
do this click the Appraisal tab at the top of the _ T e =

e 57“.::‘,;...,_._,_.__ S—— [
screen. | 1
B o

»
chotits ke o s Jeckelrtan sl bucnie hever 1o st

2 Check your appraisal date and appraiser details ~ —— T m é__l 2

are Correct and make any Changes as :----\-.-*-i-tf:.'c'-.-:ln'.- apEraleans, prassns ax che rasacing, (s B you ans an acackeric ) pheoss snoer e
necessary.

Sorpe Hheze drizlis

3 Begin the self assessment by clicking the green

Start Self Assessment button at the bOttom Of |—~..---. irtarrearian yeas ol retotd i repshara oAb al Sarne o8 thet 2 AR geria dh e reta n b sl s o
the screen. This will open the self assessment —
screen. _—

ST DecmrEton Festh

o

Car Smcorsen Sroky

Sy oraeeorm caacoTa

Tty Improvemaent Acthity (g Suck

S— 3
= maciomci from sk

= mEcoRc (1o PR (hene EppecEs

e — e e W

S — %[ Self assessment F

eoeded ¢
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View Reflective Notes Summary

...Self Assessment cont.
Completing your self assessment

Page

Reflective Notes within Dr. DR Adam Cooper portfolio as of 09/01/2014 &

Personal Quality improvement activity (e.g. Audit)
Self Declaration Health
Self Declaration Probity
Personal Development Plan (current & new draft) V}-\i'gx:”ggge improved the qualty of my practise and/or that of my
4 Once the Self Assessment screen appears ;i | GMC Refectons
. By Theirfaion in my e s regrestaive o my w Continuing professional development (CPD) est Notes
Complete the 3 declarations at the tOp and then hmm;m M'L Quality improvement activity (e.g. Audit) et
. - = o Significant events
rate yourself from poor to excellent against each S
Statement. Once com p|et6d you r Appra iser Wi II Ctl::rare'munel-:-ew:nelv:evar:d:cmrel B your partol, ;::':j;:”;':pl::“l‘f::n'dL—el‘:‘jlp::sisme‘
H H H H f Organisation
then be able to view your supporting information ", ... @ e
along with the completed self-assessment. — —
Develop and Mantai your profassionsl peramance Teaching
. ; . . Aoy imowdge and experience o pactice Mandatory training
5 Click View Reflective Notes Summary to review a .. . s s i
summary of all your reflective notes according to s College
H Confrioutz o and compy with systems to proect pafients CEMMDOC
document type (Optional). s
Pratectpatients and coleagues fom any risk posed by your eslih Create Summary Document
T C I t d d tf I t H Commanication, Partnership & Teamwork
o0 Lompiete and sena portrolio to your apprailser
. N . Communicate el 0 0 0 @
CIICk SmeIt Work coiraoey wi cllague o mcn o impowe: it care 0 0 @
G and et et v s 0 0 0 @
Teaching, Training, supgoring and assessing
Coninty 2 Coornaion of care 0 0 0 ®
All uploaded information will be accessible from  wusns
the self assessment page. If you click on one of the ™= = v
. . Treat pefientz and cofleagues fairy and wihout dizrmination U 0 ) 0
titles on the left hand side of the screen, the i 00 0

supporting information will appear in the box on  spyrmsm ks
the right h a nd Sid e. Peasz als0 score i your opinicn the quay of e supporing infonmafon you have: provided

Agsess the qualfy of the supporing informion 0 0 0

Additional Comment

Plessz add comments on any achievements, challenges and aspirations. Fyou need fo remind yoursef of last year's objecfives, cick Appraisal m

Preparafion and selecs previous appraisals

S — %[ Self assessment F




Appraisal

The appraisal process will be facilitated by your appraiser

1 Appraiser starts appraisal meeting from their RMS account

Home Profile == Portfolio =| Appraisal =7 Help 5’

Start Appraisal

E'Prqmwon i:uumﬂ »\uu:nem FDP SLlrl'nnry suiemart

The next step is to meet at the appraisal meeting.
On the day of the appraisal, please confirm the details below are correct, and click the Start Appraisal button to start the appraisal process.

Appraiser's details

Key appraiser's name Dr. Tim Cresswell Key appraiser's email tim.cresswell@equiniti360clinical.com
Appraiser's name Appraiser's email
Appraiser's name Appraiser's email

Appraisal details

Appraisal date * 24/10/2013 Ba eg. 17/06/2011

Organisation within which the appraisal is
taking place

1)— ex==m

Complete your Self assessment App.ralsal and
portfolio sign-off

Getting Started Validate details




Appraiser Statements

Agree to the outcomes of your appraisal

After the appraisal meeting your appraiser will
make statements based on your discussion and
the supporting information provided; you will be
able to see these statements once you login to
your account after the appraisal.

You will then need to declare that you are in
agreement with the PDP and confirm your
responsibility for the information provided by
completing the Appraisee Statements before you
leave your own feedback.

Appraisal Self Portfolio Appraisal Agreement
@ Preparation @ Assessment ud Assessment @ Appreisel @ Ge? @ Summary tatement
N.B Please read the summary box below and tick the statement at the botiom of this page /

it all times. If | have
protected where

1. The doctor's fitness to practice

@ Noinformation has been presented or discussed in the appraisal that raises a concern about the doctor's fitness to practise

Th{e ductlur has provided information that raises some concems. Further investigation or action is required. There may be an issue that affects patient safety or quality of the
information

There is insufficient information for an assessmentto be made

2 The doctors progress in collecting information for revalidation

@ Appropriate sUpporting information has been presented in accordance with the Good Medical Practice Framewaork for Appraisal and Revalidation and this reflects the nature and

scope of the doctor's work

The doctor has provided some information but this is insufficient and raises concems aboutthe doctor's progress towards revalidation. Further action, support or investigation is
required

There is insufficient information for an assessmentto be made

3. The doctors progress towards last years PDP

@ Areview that demonstrates appropriate progress against last year's personal development plan has taken place

The doctor has engaged with and made progress with key elements in the previous year's development plan

The doctor has not engaged with or made progress with the previous years development plan. Furher action, support or investigation is required

There is insufficient information for an assessmentto be made

4.PDP Agreement

An agreement has been reached with the doctor about anew personal development plan and any associated actions for the coming year

5 Summary ofthe appraisal discussion

‘ Attribute Summary Of Discussion
Develop and Maintain your professional performance Develop and Maintain your professional performance View
L] L1 ] ) 1items in 1 pages

6. Comments

comments -

praisee Statement @

Iagree with the content ofthe PDP and the summary of the appraisal discussion  View PDP
eclare personal accountability for the supporting information and commentary presented
eclare that my profile (Personal details) are up to date

The doctor may use this space to respond to the abave statements made by the appraiser. The Respansivle Officer will review comments made in this space

Concerns - Refer to RO Submit Appraisal

Appraisal and
sign-off




Appraisal Feedback and Sign-Off

1 You will be asked to leave feedback for
your appraiser by rating their skills and
providing any relevant comments.

2 If you have any concerns about your
appraisal you can click the red
Concerns — Refer to RO button. This
will halt the process and direct your
concerns to your RO.

Please provide feedback for your appraiser

Thig feedback will be anonymoug and shared with your Appraisal Lead and Responsible Officer

3

If you are happy with the appraisal and
have left your feedback, click Submit
Appraisal to finalise.

Unable to comment Poor Borderline Satisfactory Good Very Good

Establishing rapport
Demonstrating thorough preparation for your appraizal
Listening to you and giving you time to talk
Giving constructive and helpful feedback
Supporting you
Challenging you 1 é
Helping you to review your practice I
Helping you te identify gaps and improve your portiflio of supporting information for
revalidation
Helping you to review your progress against your Atrsenal Development Plan (PDP)}
Helping you to produce a new POP that reflects youlldevelopment needs

Comments v

<«—|2 3—>
N N N Appraisal and
sign-off

]




Closing Your Revalidation Cycle

I 1 i 1

1 To close your Revalidation Cycle click
Revalidation (in red) then edit.

OCked: g

Cycle Start Date  Revalidation RO Name RO Email RO Recommendation Status

2 Click on Revalidated then enter the - [Edit Delets
. . 14112013 Dr. NelROSC1 Maciver neil maciver@equiniti360ciinical com Qpen
date Of Revalldatlon' 311032011 1311172013 Dr. NeiROSC1 Maciver nei.maciver@equinifi3f0clinical. com Fl 1

Edit

se

Maintain Revalidation Cycle
Ensure you have completed the e e
Estimated Next Revalidation Date. oyt St e - s i
The n CI | Ck O K at th e bottom of the The default date for your first eycle is 16/11/2009 corresponding to when the GMC issued
licences to all doctors practising at that time. If you were issued a licence after this date please L
SC re e n . amend accordingly.
Estimated Next Revalidation Date * /0372016 '& e 3
. . . Please enter the date you anticipate to be revalic C 0 know as your Submission
This will ensure your current cycle is Date by e GHIC
closed and your new cycle is opened. - Or NelROSC1 Wacter
RO Email neil. maciver@equiniti3é0clinical.com
‘ Please ensure your profile is complete R 7 Rl
After you have rece 2 it i = [:.H
and your cycle start date has been '

your revalidation fro After confirmation of revalidation has been received from the

record here GMC, please enter the date here

entered.
@ Deferred

Requested Deferred Date * B

The Requested Deferral Date must be greater than 60 days |
T —

- = - S| e |
:




Completing Your Portfolio

Uploading previous paper appraisals

1 If you would like to upload a previous appraisal,

not carried out on this system, you can do so by
entering the appraisal history page Appraisal >
Appraisal History, clicking ‘Add New Record’
underneath ‘Previous Appraisals’ and adding the
required information

2
3

Once you have added the Appraisal details, select
the newly created appraisal record from the list of
previous appraisals

In the ‘Appraisal Output Documents’ table select
‘Add New Record’ and upload any previous
appraisal documents you wish to include.

Revalidation Cycle @
Estimated next Revalidation date: 31/03/2016

Please note that the start date for the revalidation cycle needs to precede your previous appraisals for them to be shown.

Click here to manage your revalidation cycles

| = Export

Cycle Start Date
16/M1/2009

Revalidation Date RO Name

Dr. Tom Beaumont

RO Email

tom.beaumont@equiniti3é0clinical. com

Appraisal Type

RMS

Previous Appraisals (7]

o Add New Record |

App Appraiser Name Appraiser Email

21102013 Adam Aintree CooperAPRAISER

A

adam.cooper@equiniti3é0clinical. com

Designated Body Whole Practice Portfolio Mote @)

Yes =]

Appraisal Output Documents (7]

ENENENENE

== Add New Record G 3
Document Type
Appraiser summary and sign on View Delete -
Doctor summary and sign off View Delete
Profile, portfolio and reflective notes View Delete 1
Doctor's self assessment View Delete
Appraiser assessment of portfolio View Delete i

(2)

1

Complete your
portfolio

J>
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Key:

® Take Caution - Situations that could impact the completion of appraisal
Note — Notes, usage tips or additional information

[I] Refer to — The instruction number indicated




Steps for the Appraiser

4 key steps need to be carried out in order to complete the appraisal process

1 Get started - Activate your account and log on to the system

2 View the Appraisee’s RMS account and ensure all the necessary documents
have been submitted

3 Prepare for the appraisal meeting by reading all documentation

4 Carry out the appraisal meeting with your Appraisee and agree the outcomes of
the appraisal

Check Prepare for Appraisal and
documents meeting sign-off

Getting Started




R

Getting Started

Activating your account

You will receive two welcome emails from 2 Once you have logged into the site you will be
lucy@equiniti-ics.com — One with a username and given the opportunity to change your password
password and another with your activation code. and select a security question.

Click on the link in your email which will open the

Sign In page.

®Please do read the terms and conditions.

Sign In There are some very important pieces of
toenemes [ information within them —including, it is your
paa responsibility to ensure no patient identifiable
Ifthis is. your first time logging in, you will find your user name and start up information is uploaded to the system.

password on your welcome email. Please do not confuse this with your
activation code.

We suggest you copy and paste the complex
password into the password field.

Getting l
[ Started ) —



mailto:lucy@equiniti.com
mailto:lucy@equiniti.com
mailto:lucy@equiniti.com

Getting Started

Home Screen

Once you have logged into your account you will gain access to the RMS home screen. All information from
your Trust, RST and GMC will be fed into the Announcement and News sections. The Appraiser will have a
new tab called ‘My Doctors’.

Home Profile

Welcome to your RMS

s

. Look at the portfolio section to see what key supporting information you are required to

. Click the self-assessment button at the bottom of the appraisal page at least 2 weeks

Complete the profile section and keep it up to date

collect and upload it, adding your reflective notes where appropriate

before your appraisal

@ Announcements PP Track your appraisal progress

1 Announcements Profile 100 % Complete

Welcome to i16

Created Date: Fri, 18 Oct 2013 18:59 Portfolio 11 % Complete
=

Appraisal 100 % Complete
R

Getting | :
[ Started ) K




Getting Started

Access your Appraisee’s accounts

When you are ready to assess your doctor’s 2 To view the Doctor’s supporting

portfolio click on the My Doctors tab. This information click the blue View Appraisal
will open a page listing all of the doctors link. This will open a new window.

linked to your account.

Appraisee Link

View Appraisal ﬁ

Appraisee Name Appraisee GMC Number Appraisal Date Appraisee Link

Dr Cooperexttest16D0OCTOR, Adam 1111114 221012013 View Appraisal é : 2 I

Getting |
[ Started ) —




CLhecCK bocuments

Access the Appraisee’s supporting information

aisal Self Portfoli " aisal Agreement
r7] cprap;ﬂlm [7] Assessment v Agge:s;ent F?l R m gf:mary [_] Statement

1

Before you assess this portfolio, please indicate whether you have undergone revalidation ready appraiser training

Agree with the statement that you are a 1
reva I id atio n rea dy a p p ra ise r t ra i n ed Please review your appraisees portfolio by selecting from mandatory documents below.

The supporting information submitted by your appraisee will be shown in the right hand box below.
Once you have reviewed all the information please select an answer from the blue Portfolio assessment box below, add a further comment if necessary then submit the
questionnaire.

2 Mandatory Documents A Supporting Information
Double-click on the document icon against any View Portli e et
of the documents you wish to view, or use the o 2t G [ D] I v A
VieW ||nk tO see reﬂections. View Reflective Notes Summary | Audtinfo view
3 Extra duties View

3 Portfolio Assessment

® A The doctor had provided adequate supporting information. Assessment of this information is sufficient to demonstrate good practice

B The doctor has provided adequate supporting information. Further development is needed to adequately demonstrate performance, but there are no

Click the View Reflective Notes Summary button
. ) . significant concerns for patient safety or quality of care
to reVI eW a S u m m a ry Of th e d OCtO r S refl ECtlve C The doctor has provided adequate supporting information. Assessment of this information demanstrates a significant concern for patient safety

quality of care which requires immediate referral for further investigation and management.
n OteS, by CategO ry. D The doctor has provided inadequate or insufficient, or too much supporting information for an assessment to be made.

l Comments (If you click C or D you must leave a comment to explain why)

If you are happy with the Appraisal togoahead | &

click on either A or B. If you have concerns, or o R m—
wish for alterations to be made to the Portfolio, atecive Notes winin or. D Adsm Coopar potote 2 or w1204 @

Personal Quality improvement activity (e.g. Audity

select C or D and leave a comment explaining ot ed

Personal Development Plan (current & new draft)

your decision. Click the green Submit button e
once ready. B

Feedback from patients (where applicable)

How | have improved the quality of my practise and/or that of my
workplace

Reflections.

Test Motes

Review of complaints and compliments
Organisation

Job Planning

Management

Create Summary Document E=a

S l Check
Documents F ~




Prepare for Meeting

Read through all the supporting information

Once you have confirmed you are happy for the
appraisal to go ahead you can still access the
Appraisee’s supporting evidence by clicking
Portfolio > Portfolio

You can then read through all the supporting
documentation by double-clicking the
document icon, or read any reflective notes by
using the view link to the right.

Supporting Information

Prepare for
meeting

J>

Ttle Type Status Expires
Additional supporting information 0 t FOR 2011 Peraonal Development Plan (POP) Published 2301214 View
Core Supporting Information A & ) ) ) )
X 360 - Patient and colleague feedback Feedback from patients (where applicable) Published
Personal -
SelfDeclaration Heain O ™ Complaintreview 2012 Review of complaint2 and compiments Published vilh
Self Declaration Probity ] -
Personal Development Plan (current & new draft) o Reyige of compiments Review of cumglaints and cnmE\iments Pubighed
GMC - g
U Continuing professional development (CPD) 1 t Trust Policy example 3.pdf Qualty mprovement Activity (e.g. Audt) Published D
W Quality Improvement Activity (e.g. Audit) 0
@ significant events o ||H Trust Policy Example 5.pdf Qualty mprovement Activiy (e.g. Audt) Published View
' Feedback from colleagues ] . ) )
@ Foedvask fom patients (where applicale) 0 @] 360 - Patient and coleague feedback output Feedback from coleagues Publighed View
7 Review of complais and complments O |E) s ceriae Contnuing professional deveiopment (CPD) Pubished 07-02:2013 View
Domain/Attribute Selection [w
t Significant events summary Significant events Published View
@] Thank you letter Review of complaints and compliments Published View
t Probity Declaration Self Declaration Probity Published View
t Heath Declaration Seff Declarafion Heafth Published View




Appraisal and Sign-Off

Constructing the PDP and summary of appraisal discussion

When you click on the top Appraisal tab you 2 On the day of the Appraisal you can begin
will be asked to confirm the details of the the Appraisal process by clicking the
appraisal — The date of Appraisal and green Start Appraisal button.

Appraiser details

— )

1 Appraisal ] Self [~ Portfolio . | [~ Appraisal [ Agreemant
v Preparation i Assessment v Assessment . Ayl POP Summary Statement

The next step is to meet at the appraisal meeting.

Omn the day of the appraisal, please confirm the details below are correct, and click the Start Appraisal button to start the appraisal process.

Appraiser's details

Key appraizer's name  Dr. Appraiser Fleetwood Key appraizer's email  jess. fleetwood@equiniti3siclinical com
Appraiser's name | Appraiser's email |
Appraiser's name | Appraizer's email |

Appraizal details

FETEEEGERS 11122012 B eo 17082011

Organisation within which the appraisal is |
taking place

e <—(2

N N Appraisal and
sign-off




Appraisal and Sign-Off

Constructing the PDP and summary of appraisal discussion

Tick all boxes as you go to confirm you have F’ﬂ
discussed each point.
To add a development need or objective to the PDP
click the PDP link .

To add a summary of your discussion click the
Discussion link.

1
2
3

Appraisal 1

If you wish to view any supporting
information it will all be accessible from this
page. Click on a title on the left hand side of
the screen, and the relevant documents will
appear on the right hand side.

[+ Set (| Ponfolio [ Appraisal
As: Assessment Summary

= -

] Agreement
‘Statement

For guidance and questions

10 assist the appraisal
please click here

Concerns - Refer to RO

Save changes and submit later

{

Appraisal and
sign-off




Appraisal and Sign-Off cont....

Constructing the PDP and summary of appraisal discussion

3 Once you click the Add PDP link a window will Once you click Discussion you can leave your
appear allowing you to enter details regarding the notes and they will add to the discussion part
development need. Enter the required information of the PDP page

into the free text boxes. This will then populate the
PDP document.

Add PDP Development Need . .
ee . ‘ Add Discussion ltem

Page

Page

Please fill out the information below to add a Development Need to the selected atiribute
By completing this form this information is automatically populated into your Personal Development Plan.

You will be able to change or delete development needs you add before your PDP is submitted. Please fill out the information below to add a Didscussion ltem to the selected attribute.
By completing this form this information is automatically pepulated into your Appraisal Summary of Discussion.
The attribute you are adding a Development Need to is: You will be able to change or delete discussion items you add before your PDP is submitted.

Develop and Maintain your prefessional performance

The attribute you are adding a Development Need to is:

What development need do you have? Develop and Maintain your professional performance
3> <—(4
) I .
What would be the method best suited to you to Summary of discussion Develop and Maintain your professional performance

develop in this area? Explore any resource
limitations and plan around them

‘What measure could you use to establish ifyou
have achieved this development

‘What is the date by which you will achieve this?

Cancel Cancel Add to Discussion

W2.16.2.0)

V2.16.2.0

N N App.raisal and
sign-off




Appraisal and Sign-Off Cont.....

Confirm the PDP and summary of discussion

1 Once you have constructed the PDP and added any g There is a red Concerns — Refer to RO button
notes on the appraisal discussion, you can then throughout the system if you have any issues.
confirm you are happy with the outcomes and This will stop the process and allow you to
submit the development plan by clicking the green discuss any issues with your RO.

Confirm PDP button. When you click confirm PDP,
you will be unable to update or edit any documents.

(] Appraisal (] selt (5] Portiolio
~ ha ~ Assessment

[ Appraisal ) Agreement

7| Appraisal Summary Statement

Personal Development Plan for:
Dr. Tim Cresswell

The development needs are shown below in your PDP. You now have an opportunity to needs and y
When you are satisfied with your FDP and appraisal summary, please confirm acceptance by clicking the green button at the bottom of the page:

Development Needs

What Development needs do | have? How will | address this? Measure to determine if development has been met Date
Classroom sessions Feedback sheets 20/11/2014
! ~ 20/11/2014 Eanview
Message from webpage (|
I." ".I By clicking Confirm POP the doctor will be unable to alter their
L @' portfelio.
w1 ]le 2 items in 1 pages
oK | [ cance
Summary of Discussion [
Attribute
Protect patients and colleagues from any risk posed by your health No patient deaths this year. Well done Eatview
i L] [m 1 ftems in 1 pages

Confirm PDP

by confirming the PDP we, the and that the PDP and Portfolio of supporting information will be locked down and available to the Responsible Officer

Concerns - Refer to RO Add Objective/Comment Confirm PDP

N N Appraisal and
sign-off




Appraisal and Sign-Off Cont.....

Sign-off statements

1

To complete the Appraisal process complete 3 Enter comments in the free text box at the
the 2 declarations at the top in green. bottom of the page

Complete the 3 statements rating the Submit the Appraisal by clicking the green
Appraisee. Submit Appraisal button.

e 112 octor's fitness o practice

The doctor has providad sufficiant information and this demonsirates good practice. There are no concams for patient safety

s ) The dactor has provided information thiat raises some concems. Furher investigafion or 2cfion is required. There may be an issue that afiects patient sfety or qualiy ofthe infarmation
[ The dostor has provided some Information Dut ik I
S—— ) There 15 insuffcient infarmation for an assessmentto be made _
“ e cogtor , jears
i The dostar s years urner aotion, suppor or area

4.PDP Agrezment

== =)

5. Summary of e 3

opraleal discussion

Summary Of Discusskn

e PRI Submit Appraisal
|

Getting started

Check Prepare for Appraisal and
documents meeting sign-off
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Common Questions

Let us help you resolve any issues

| can’t access my Appraisee’s information.
When | click View Appraisal nothing
happens.

This may be because you have blocked pop
ups on your internet browser — If this is the
case, once you allow pop ups you will be
able to access your Appraisee’s account
with ease.

I've forgotten my password — What now?

On the login page there will be a forgot
password link. Please follow the
instructions. Please note if you enter the
incorrect password 3 times in a row, it will
lock you out of the system.

r,g | can’t find my Appraiser

Firstly, please ensure you click on the
address book and search for your Appraiser,
rather than type your Appraiser’s name into
the free text box.

When the popup window appears only fill
in one search field (perhaps the surname
only) rather than fill in every search field.

If you are still unable to locate your
Appraiser give us a call and we will check if
their details have been added to the system



Common Questions

Let us help you resolve any issues

rff I’'ve moved Trusts and my new Trust is
using a different piece of software for
appraisals and revalidation. Will | have to
upload all my supporting information
again into the new system?

Yes - you will have to re-upload all your
information into the system used at your
new Trust. However, we have tried to make
this transition easier for you by including an
Export Portfolio button which can be
located in your Portfolio screen.

When you click on the Export Portfolio
button a pop up screen will appear allowing
you to select which files you would like to
export.

You may also wish to export your portfolio
for personal back-up reasons also.

| d Portfolic ‘ 'l . | | 'l

L7
Upload Supporting Information Export Portfolio e u
(Viewhliporele . o] Tite

a

Supporting information to be filed

Additional supporting information

Core Supporting Information ~

Personal
Self Decleration Heslth o
Self Declsration Probit ity

Fersons| Development Plan [FDF) 0
GIC

@ Continuing professional development (CPD) o
© Quality Improvement Activity (e.g. Audit) o
@ significant events

© Feedbac from collesgues

© Feedback from patients (where applicable)

© Review of complaints snd compliments

DomainiAttribute Selection

<

Export Supporting Information
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Common Questions

Let us help you resolve any issues

My scanner has produced a large PDF
document with all my scanned supporting
information. How can I split this PDF
document into different parts so | can
upload my different supporting
information separately?

You can split a pdf document by clicking on
Edit > Take a Snapshot. This will then allow
you to select the area you wish to separate
from the document.

After selecting the area, you can then right
click and select Copy Selected Graphic.

Open up Microsoft Paint and paste the
selected area. Then click on File > Save and
save the selected area as a separate file.

Please note this method can also be used
to split MAG forms

%5 TE MAG July 2012.pdf - Adobe Reader il
File 30| View Window Help

@ Undo Ctrl+Z
(e Redo Shift+Ctrl+Z
Cut Ctrl+X
[En Copy Ctrl+C
Paste Ctrl+V

Delete
Select All Ctrl+ A4
Deselect All Shift+ Ctrl+ A

Copy File to Clipboard

v @ Take a Snapshot
Check Spelling +
Look Up Selected Word...

(), Find Ctrl+F
Advanced Search Shift+Ctrl+F
Protection 4
Analysis r
Accessibility +
Preferences... Ctrl+ K

. Copy Selected Graphic Ctrl+C
Select All Ctrl+ A
Deselect All Shift+Ctrl+ A

& Print... Ctrl+P

<@

¢
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Common Questions

Let us help you resolve any issues

It’s taking a particularly long time to
upload documents, is there anything | can
do to reduce this upload time?

Like all other software, the larger the file,
the longer it will take to upload the
document. A useful trick is to save the large
document as a smaller file type using the
method described below. We recommend
that you try to upload files smaller than
1MB and no bigger than 10MB

Click on File > Save As this will cause a pop
up window to appear. Choose an
appropriate File name. In the Save as type
field choose from the drop down menu
‘smaller’ file type.

Example of small file types
pdf
.doc and docx

Jpg

Example of large file types

PNG

BMP

TIF

GIF

.ppt and .pptx (Powerpoint presentations)

We suggest you re-save scanned documents
to a pdf format

18 Computer

&4 Local Disk (C)
&9 DVD RW Drive (D:
8 3ANClinical Micef ™

File name: RMS user guide version 11 v0&

Save as type: [PowerPoint Presentation

thors: PowerPoint Presentation
™ powerPoint Macro-Enabled Presentation
PowerPoint 87-2003 Presentation

~ Hi XPS Document

PowerPoint Template
5 PowerPoint Macro-Enabled Template

R

- PowerPoint 87-2003 Template

" Office Theme

i PowerPoint Show

PowerPoint Macro-Enabled Show
PowerPoint 87-2003 Show
PowerPoint Add-In

— = PowerPoint 37-2003 Add-In

e -, POWerPoint XML Presentation
Windows Media Video
GIF Graphics Interchange Format
JPEG File Interchange Format
PMG Portable Metwork Graphics Format
.. TIFF Tag Image File Format
Device Independent Bitmap
Windows Metafile
Enhanced Windows Metafile
Outline/RTF

39| [z .. PowerPoint Picture Presentation

_ | OpenDocument Presentation
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Common Questions

Let us help you resolve any issues

I’'ve forgotten to include a PDP in the
appraisal and have now completed the
appraisal process. Is there any way this
can be rectified?

Unfortunately once you have submitted
your appraisal you have effectively locked
down your outputs from the meeting.

However you can write up your PDP in a
word documents and store it with your
previous appraisal outputs on the system.

Click the Appraisal tab at the top of the
page and Appraisal History underneath it.
Under the table entitled ‘Appraisal Output
Documents’, click on Add New Record.

A pop up window will then appear allowing
you to attach a file.

Cycle Start Date Revaslidation Date RO Name

Previous Appraisals

[ Add New Record | [ Export
Appraizal Type Appraizzl Date Appraizer Name

Appraisal Output Documents &

iede—

Mo records to display.

Add Appraisal Document

Documeant Type * POP

Appraizal Document = Upload Document
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Common Questions

Let us help you resolve any issues

I've completed my appraisal successfully
but | can no longer see my supporting
information in my portfolio. Why is this?

Please be reassured that no information is
lost. After an appraisal is completed the
system archives any Supporting Information
that is no longer valid for your next
appraisal. Thisis governed by the expiry
date/retention period given to each piece
of supporting information. The system will
put a default retention period of after your
next appraisal.

If you wish to retrieve an archived piece of
information, please use the search tools
and resave (renaming the document) back
into your portfolio. Click on the Portfolio
tab at the top of the screen, Search
Supporting Information and then enter
your search criteria in the field provided.

Alternatively go to Appraisal > Appraisal
History and the View Portfolio link where a
snapshot of your portfolio at the time of
your appraisal exists for those appraisals
which took place after 5t of December
2012.

Searching Supporting information

Title:

Reflective Notes:

Title Type S
Mo records to display.




Common Questions

Let us help you resolve any issues

rff I am an Appraiser and | cannot view my
Appraisee’s information. Why is this?

This may be because your Appraisee has
not changed their information from draft to
published. In which case you can send the
Portfolio back by clicking option D within
the Portfolio Assessment page ‘The doctor
has provided inadequate or insufficient or
too much supporting information for an
assessment to be made.” and asking the
Appraisee to Publish all their documents
before re-sending their portfolio.

It may also be that you are selecting to view
the reflective notes rather than clicking on
the icon to view the document. You must
click on the document icon if you wish to
open the file. The view link will open the
reflective notes (Please see page 28 for
details).

Sending Supporting Information back to the
Appraisee

[ Appraisal

Portfolio
" Preparation

Self
@ . Assessment

¥ | Assessment D RREEe

Appraisal Agresment
D (I m Summary m Statement

ess this portfolio, please indicate whether you have undergone revalidation ready appraiser training

Please review your appraisees portfolio by selecting from mandatory documents below.

The supporting information submitted by your appraisee will be shown in the right hand box below.

Once you have reviewed all the information please select an answer from the blue Porffolio assessment box below, add a further comment if necessary then submit
the questionnaire.

Mandatory Documents *!| Supporting Information

Title Reflective
Notes
T Probity Declaration View

_ T Health Declaration View
Self Declaration Health 1 = Personal deviopment View
Self Declaration Probity 1
Personal Development Plan (current & new draft) 0
GMC

Continuing professional development (CPD)
Quality Improvement Activity (e.q. Audit)
Significant events

Feedback from patients (where applicable)

0
0
1
Feedback from colleagues 0
0
n

Reuview nf and.

Portfolio Assessment

© A The doctor had provided 1. Assessment of this information is sufficientto demonstrate good practice.

) B The doctor has provided Further

1 1tis needed to adequately demonstrate performance, butthere are
no significant concerns for patient safety or quality of care.

) € The doctor has provided adequate supporting information. Assessment of this information demonstrates a significant concern for pa
the quality of care which requires immediate referral for further investigation and management.

D The doctor has provided inadequate or insufficient, or too much 1 for an assessment to be made

Comments (If you click C or D you must leave a comment to explain why)



We have an experienced Helpdesk

Let us help you resolve any issues

/ If you are in need of further assistance or have any \
guestions, please contact us using the below methods:

Phone: 0845 180 1405

Email: info@equiniti360clinical.com

kOur helpdesk is open from Monday - Friday, 8am - 8pmJ



mailto:info@equniti360clinical.com

