Writing a good Form 4-why bother?

No clear guidance on writing  Form 4s  has as yet been issued by the Department of Health, but Form 4 is clearly important, as one of the core outcomes of the appraisal process . There are at least three reasons why as an appraiser you should put as much effort into writing Form 4 as you do into preparing for, and conducting, the appraisal interview:

1. For your appraisee, Form 4 is the record of their appraisal interview, documenting what was discussed and what evidence was seen by the appraiser. It should also indicate action points for the following year, highlighting additional evidence that needs to be produced in progress towards revalidation. Form 4 is likely to be a core document for revalidation purposes and it should do justice to the amount of time spent by both appraiser and appraisee in making the appraisal interview  a reflective , challenging and developmental exercise.

2. For you as an appraiser,  Form 4 is an indicator of the quality of your work as an appraiser. Any review of the appraisal process overall must focus primarily on the written outcomes, because there are currently no other objective measures to judge the quality of the interview ,beyond asking for the views of appraisees. Writing a succinct, accurate, thoughtful summary of the core issues discussed and decisions made in the appraisal interview, reflects your skills as an appraisaer as well as being very helpful for your appraisees.

3. Form 4s should be read, in an anonymised format, by someone at your PCT responsible for clinical governance and GP continuing professional development. Well written Form 4s may contain useful information on shared educational needs highlighted by a number of GPs. These may be topics such as significant event auditing or communication skills updating that the PCT can build into their regular education programmes for clinical staff. Additionally ,as an appraiser you can use Form 4 to highlight issues raised by GPs that the PCT should address , such as concerns over staff shortages or specific services.

Listed below are some criteria that can be used to review Form 4s, either by individual appraisers or by a PCT looking at its Form 4s as part of a quality assurance exercise. It is worth remembering that your role as an appraiser is NOT to judge your appraisee’s fitness to practice , but to support them in being able to demonstrate this at the point of revalidation .Form 4 plays a critical role in this process

	What makes a good Form 4 ?

	· an accurate and concise summary of the appraisal discussion

· strengths and achievements should be highlighted

· no subjective comments or value judgements that might be difficult to corroborate- sweeping statements-positive or negative- should be avoided, with the main emphasis being an accurate summary of what was said in the appraisal discussion

· should include commentary on what achieved from last year’s PDP and reflection on how learning needs[rather than just ‘wants’] for next year be identified

· clear signposts for development needs over the next year to guide the appraisee and next year’s appraiser, as well as providing an overview of aggregated GP CPD needs for the PCO.

· statement concerning the evidence produced for each relevant section of Form 3, emphasing any significant omissions and highlighting the evidence needs to be produced for the next year’s appraisal in order to fulfil revalidation requirements

· some element of agreed challenge for the following year

· action points that are S.M.A.R.T. and can be incorporated easily into a PDP


Role of the appraiser :It is important that appraisers realise they are NOT  currently being asked to make a judgement about an individual’s fitness to practise, but rather to be part of the process of helping the appraisee , on a year by year basis, to be in a position to demonstrate their fitness to practice through robust and challenging appraisal discussion, and collection of appropriate evidence
Di Jelley
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