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Appraisal and Assessment  Record and Handbook








The process of appraisal and assessment is central to the training of paediatricians. The outcome of the process is a trained paediatrician, who can successfully apply for a Certificate of Completion of Specialty Training and apply for  a consultant appointment.





This pack contains the documents required for the appraisal and assessment of all paediatric trainees in N.Thames. 





It is the responsibility of the trainee (including FTTA, LAT, LAS, Research Fellows) to :





1 Ensure that appraisal and assessment take place within the timetable enclosed.


2 Copy  and keep all relevant  documents . They may be needed at any time during your training


3 Use photocopies of the forms enclosed for each interview and keep them in a safe place .


4 Ensure adequate preparation for each appraisal or assessment interview.


5 Keep a portfolio of activities, recording objectively a record of achievement


6 Submit to the  annual review  an assessment report, and be available for an annual review interview if required


7 Obtain the relevant and current RCPCH curriculum








It is the responsibility of the educational supervisor to :





1 Ensure all trainers are aware of their responsibilities and receive appropriate training and instruction in the process


2 Make adequate arrangements for the appraisal and assessment interviews to be carried out according to the attached timetable.


3 Provide guidance for trainees , so as to ensure they are adequately prepared. The trainees, however, must be held responsible for ensuring the timely completion of interviews etc.


4 Have available for trainees resources e.g. names and phone numbers of regional advisors, postgraduate deans, trainees representatives on STC etc. in case of queries.





Training in the process is available either via the Deans Educational Advisor, who can be contacted at the deanery, or via the STC for Paediatrics, Chaired by the regional advisor. At the time of writing there is no central support from the RCPCH, although an appraisal and assessment advisory group has been convened under  aegis of the Higher Specialty Training Committee.





This Pack Contains:


This Introduction.


Handbook on Appraisal in N.Thames


Introduction and explanatory notes on Appraisal in Paediatrics


Paediatric Appraisal Forms


Introduction and explanatory notes on Assessment in Paediatrics


Paediatric Assessment Forms





This pack does not contain:


RITA (record of in - training assessment) forms


RCPCH Syllabus/Curriculum
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Timetable for appraisal, assessment and the annual review, years 1-5








When			What					Who						Outcome





1st week		Educational Induction		 Unit Training Director			Training Agreement


								 Educational Supervisor				





<1 month		Agree training plan and objectives Educational Supervisor			Educational and personal


development plan





3 months		Informal appraisal			 Educational Supervisor





6  months		Appraisal and review of training	 Educational Supervisor			Educational and personal


development plan





9-10 months	Internal Assessment		 Consultant Paediatrician (non-supervising)	Assessment report 


			(years 1, 3 and 5)			 Consultant Paediatrician (non-supervising) 


								 (Unit Training Director if non-supervising)





			External Assessment		 Consultant Paediatrician (non-supervising)	Assessment report 


			(years 2 and 4)			 Independent Unit Training Director





11-12 months	Annual Review			 Regional Panel				RITA form C, D, E or F





12 months		Appraisal and review of training Educational Supervisor			Educational and personal


development plan








(Where a trainee rotates at the end of the year's training programme, it will not be possible to set new educational objectives as part of appraisal.  These will need to be agreed in the first month of the new training programme.)
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Appraisal in Paediatrics








Introduction





Training should successfully identify and meet the needs of both trainees and trainers, recognise their strengths, and provide appropriate support and advice for those experiencing difficulty





Appraisal is a facilitative process concerned with setting personal learning goals for trainees and providing feedback on training.  It is conducted during private meetings and reviews personal, educational, and job related achievements and developmental needs.  It is confidential, pastoral and designed to assist individual progression.  It should be non-threatening, and conducted within the context of the job.  Trainees should participate on a confident basis in setting and reviewing their training targets. 





Appraisal should not be confused with Assessment which is a separate process with entirely different aims.  Assessment measures achievement in training based on the College curriculum against set standards, involves a judgemental stage, and informs the regulatory process about career progress. 








Standards





Self appraisal should be used to help the trainee to reflect on achievements and strengths, about what has yet to be achieved in the present training post, and how the trainee can do this.  It should also be an opportunity for the trainee to comment on the training programme, the job, and any relevant personal issues.





An appraisal discussion between the trainee and educational supervisor should be used to help identify training and developmental needs and objectives.  There should be an agreed agenda which reflects the main issues each wishes to discuss.  It should result in an agreed set of objectives.





It is a confidential process, but there may be important issues that it is agreed should be discussed with the Unit Training Director.








Appraisal of doctors in training aims to:





help identify the educational and developmental needs of individual trainees


provide learning opportunities that are relevant to the trainee and the curriculum


assist trainees to develop the skills of self appraisal and reflection


provide a mechanism for reviewing progress 





As a result, it should be possible to:





set clear and achievable objectives


identify strengths and indicate how they may be best utilised and career needs met


identify weaknesses and problems at a time when remedial action can be quickly taken 


provide feedback on the quality of the training provided, and make this more effective 


provide an opportunity to discuss expectations and inform decisions on career planning


improve the quality of the working life of a trainee by fostering a culture of mutual trust and understanding











In order to do this, the process of appraisal should:





be clearly understood, and recognised as separate from assessment


be part of day to day supervision, and feedback about performance


be undertaken by an appraiser who works with the trainee on a regular basis, and is trained and monitored in this role


involve the trainee in self appraisal


be fully informed by a variety of relevant information


provide an opportunity to review personal as well as educational matters, and career ambitions


be conducted confidentially in an atmosphere of trust


be undertaken sufficiently often, according to an agreed plan, in order to meet the trainee's needs


result in an agreed educational and personal development plan


be monitored, evaluated and reviewed by both trainers and trainees








The process





When and where is appraisal undertaken?


Educational and personal objectives will be agreed in the first month.  Appraisal and review of these objectives will take place in months 3, 6 and 12 of each year of the specialist registrar rotation.





Who is appraised?


All trainees in Paediatrics in North Thames who hold an NTN, VTN, or LATS and are in approved training posts.





Who undertakes the appraisal?


This is undertaken by the Educational Supervisor (Consultant trainer).





How is appraisal undertaken?


Each appraisal will consist of:


self appraisal by the trainee


an appraisal discussion





What is the outcome of appraisal?


The result will be an educational and personal development programme with agreed objectives.








The Appraisers





Successful appraisal depends on preparation and agreed agendas, and on the skills of the person carrying out the appraisal. 





The appraiser needs to be able to listen, reflect  back what is being said by the trainee, support and counsel, treat information in confidence, inform without censuring, judge constructively, identify educational needs, negotiate realistic objectives and construct an achievable plan.





The appraiser will normally be the educational supervisor of the trainee.  All consultants should be encouraged and trained to become appraisers, and  supported in this role.  Time for training and appraisal should be identified in their job plans, and plans for continuing education and personal development.
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Confidentiality in appraisal





There should be confidentiality in order to create an atmosphere of trust, and avoid damage to individuals and to the appraisal system.  However, it may not be in the common interest to maintain complete confidentiality where the appraisal process provides evidence of severe problems:





in the training arrangements and performance of individual trainers


in the trainee related to health, conduct or competence, where they may threaten the safety of patients or the effective working of the clinical team





In these circumstances it is important that information that has emerged during appraisal is discussed in confidence with the Regional Advisor and Postgraduate Dean.





when a trainee wishes this


with the informed consent of the trainee


without victimisation of the trainee





When there is disclosure, for ethical and legal reasons, of severe problems related to the health, conduct or competence of the trainee, this should take place outside the appraisal process and should follow agreed local and national procedures.








The Appraisal process





1.	The method used is an appraisal discussion between the appraiser and trainee.  This should cover:





educational, personal and professional development


career progress


employment issues





2.	Before the appraisal the trainee should prepare and submit a self appraisal (form A1):





a statement of achievements  - using the syllabus and previous educational plan 


- objectives reached and training undertaken


- courses and study leave taken


- particular strengths


a list of areas for development - personal and job related, training


- issues for discussion  


- training 


future objectives


details of career and training intentions





The trainee should also prepare and submit a training record and portfolio of work.





3.	Before the appraisal the appraiser should:





request reports from 2 members of staff agreed with the trainee - one consultant and one senior nurse or other professional with whom the trainee is working (Staff Reports)


collect and collate the results of previous assessments, staff reports, day to day observation by trainers, and other work related inputs 


agree with the trainee an agenda for the appraisal interview


decide if there are concerns and areas for further development which should be discussed and given priority in the personal development/action plan.





�
4.	The appraisal discussion should be a positive experience.  The following approach is suggested:





start by reviewing positive achievements and strengths


consider areas for development identified by the trainee


discuss areas for development identified by others


agree an educational and personal development/action plan 


complete and sign the record of the appraisal


arrange a provisional date for the next interview





5.	Decisions should always be joint ones.  However, if the trainee and the appraiser disagree about an identified problem or weakness there must be immediate arbitration by the Unit Training Director (Paediatric College Tutor).





6.	The action plan should take the form of a contract in which the trainee agrees to try to achieve certain goals and the educational supervisor agrees to provide certain resources and learning experiences.
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