Criteria for Review of Form 4s as a QA tool of GP appraisers

No clear guidance on writing  Form 4s  has been issued by the Department of Health, but Form 4 is clear an important document which reflects the skills of the appraiser as well as providing an accurate record for the appraisee and useful aggregated information for the PCO. These notes on ‘what makes a ‘good’ form 4 have been compiled from discussion with other appraisers and appraisal leads at the NAPCE appraisal conference earlier  this year

	What makes a good  Form 4 ?



	· an accurate and concise summary of the appraisal discussion

· strengths and achievements should be highlighted

· significant negatives/omissions and actions planned need to be stated in each section

· 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, and highlighting gaps that need to be addressed in the next year

· 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.

· Review of appraiser performance:The following table can be used as a guide when reviewing anonymised Form 4s[but where the appraiser is identified] Consistent poor performance by several appraisers in specific areas will indicate training needs to be addressed via the appraiser support group. Appraisers who demonstrate consistently poor performance in specific areas when compared to their colleagues may need individually targeted training or de-selection from the appraiser role in some circumstances . Appraisee feedback forms should also help to identify poorly performing appraisers.

Criteria that can be used to review Form 4s

Appraiser  Name……………………Number of appraisees……………

	Criteria
	Responses
	Appraisee

…………..
	Appraisee

…………..
	Appraisee

…………….

	Typed ?
	Yes
	
	
	

	
	No
	
	
	

	Written by appraiser in 2nd or 3rd person, not  in 1st person
	Yes


	
	
	

	
	No
	
	
	

	Commentary for each section of Form 4 suggests an adequately thorough discussion

Yes or No
	clin care


	
	
	

	
	maint good pract
	
	
	

	
	rels with patients
	
	
	

	
	working with colleg
	
	
	

	
	teaching

+ training
	
	
	

	
	probity
	
	
	

	
	research
	
	
	

	
	manage-ment
	
	
	

	
	Health
	
	
	

	Evidence actually seen is recorded clearly
	Mostly Yes


	
	
	

	
	Mostly No
	
	
	

	Missing evidence is highlighted in action points 
	Mostly yes


	
	
	

	
	Mostly no
	
	
	

	Action points are mostly SMART
	Mostly yes


	
	
	

	
	Mostly no


	
	
	

	Additional comments


	
	
	








