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Appraisal for Practice Managers in Scotland

1. Background

The aim of this project is to provide practice managers in Scotland with a standard but flexible process which will help practices and managers become comfortable with the concept of appraisal.

The documentation enclosed has been developed by Networking and Learning for Practice Management and NHS Education for Scotland to provide a structure for practice managers to ensure that their appraisal is focused, comprehensive, beneficial and developmental.

2.
Consultation to Date

 Consultations have taken place with the following groups:

· Local Networking & Learning Coordinators

· A random sample of 12 managers throughout the country

· Managers and GPs from North and South Ayrshire LHCCs
· Managers who attended the Appraisals Workshop at the Networking &

  Learning Conference in June 2004 (approximately 80)
The main findings from this consultation were:

· The paperwork and framework were generally welcomed.

· The majority of managers we consulted wanted an appraisal with one or       more of their GPs, but there was also a group who welcomed the idea of an appraisal with a peer, in addition to or instead of an appraisal with their GP.

· Training will be essential for whoever takes on the role of appraiser for it   to be fully beneficial to the Practice Manager.
3.
Proposals

Workshops will be encouraged to allow General Practitioners and their Practice Manager to train together, understand the role of the appraiser and appraisee, and to be aware of the benefits and pitfalls that exist when undertaking appraisals within the practice.

Early discussions have also taken place around training a small cohort of managers to offer peer appraisal.  It is anticipated that a project around this work will start during the summer of 2005.
4.
Purposes & Types of Appraisal

A system of peer appraisal for GPs was launched successfully in Scotland in 2003 and this is one of the drivers behind this current initiative for Practice Managers.  
Appraisal for Practice Managers is clearly different, however, in that the Practice Manager is generally employed by and is accountable to the partners in the practice for his/her performance.  Whereas the peer appraisal system for GPs is expressly developmental and formative in nature, the system for managers needs to meet one or all of the following objectives:

· Performance Assessment

· Feedback on Performance

· Agree Performance Targets

· Clarification around Role 

· Formative Development

The consultation exercise showed that managers want different things from appraisal depending on their roles, experience and the practice they work in.  

We have designed this paperwork to be flexible so that it could be used for any or all of the purposes described above.  

The important points are that:

· There is a clear understanding and agreement between the two parties     of what they want to get from the appraisal process.

· The appraiser is the appropriate person to deliver the agreed appraisal.

· The appraiser is skilled in delivering the agreed appraisal.

5. Appraisal Process

6.
Appraisal Paperwork

This documentation is in two sections:

Part 1:
The Appraisal Forms




PM Scot 1




PM Scot 2




PM Scot 3

Part 2:
The Appraisal Toolkit
PM Scot 1 is the main appraisal form which you should prepare for your appraisal. To help you produce evidence for detailed and practical discussion around aspects of your role as a practice manager, you are also given an Appraisal Toolkit.   

The Appraisal Toolkit in turn is divided into two sections:

Section 1:
Tools for Competency Assessment
Section 2:
Analytical Tools for Reflective Review of Chosen Aspects of your Role



2a) Review of Learning Activities 

2b) Teamwork Report

2c) 5 Criteria Audit

2d) 8 Criteria Audit 

2e) Significant Event Analysis 

2f)  Quality Survey 

2g) Review of Complaints

The aim is to help you focus and reflect on one or two particular aspects of your role at each appraisal.  The intention is that you choose different aspects to reflect on each year, rather than attempting to cover everything in detail each year.

Your choice of core categories could be determined by a number of things:

a) You may choose to complete the Practice Management Development Tool (developed by NHS Lothian) or the IHM Developing Through Partnership - Management Competence Framework, both of which are referred to in Section 1, or something similar as part of your review of your role.  You may also have asked your GPs or other members of the practice to give you feedback on your performance against this competency framework.    You are invited to present the key results of this feedback and review it in the context of this appraisal discussion

and/or

b) You can choose any of the tools given in Section 2 of your Appraisal Toolkit to analyse an aspect of your role within the practice e.g.  a Significant Event Analysis could be on a financial problem or an incident with a patient in which you were involved.

The area of practice you choose to explore using these templates is up to you but you may wish to discuss this with your appraiser, particularly if your appraiser is your employer.  We recommend, however, that you include evidence using two of these core categories in any one year and aim to use them all at least once over a 3 year period.  

The important thing is that you choose areas where you feel there is room to reflect on your own role and your own development rather than the needs of the practice.

PM Scot 2 is the form you should complete with your appraiser following your appraisal interview.  There are three sections to this form:


Section 1:
Summary of the Interview


Section 2:
Your Personal Development Plan


Section 3:
Summary of your Development Plan

PM Scot 3 is a feedback form for you to use after your appraisal.  We ask you to complete this form and return it to NES for evaluation.  This is done completely anonymously and will allow us to gain feedback on the effectiveness of this system.
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Agree Appraiser and Set Appraisal Date





Appraisee completes feedback form which is sent to appraiser for their own development in role as an appraiser.





Summary development plan is completed by appraiser and sent to Networking and Learning Local Co-ordinator to collate.  This will inform national training and development needs for Practice Managers.





Completed appraisal forms are returned to the appraisee.  Manager is encouraged to share the conclusions of these forms with the doctors in the practice.





All forms summarised and signed off by appraiser and appraisee





Appraisal  takes place





Appraiser reads material and prepares for appraisal





Manager sends prepared forms and supporting analysis to appraiser 2 weeks before interview





Manager chooses 2 areas of their role and appropriate tools from the core category section of the toolkit to prepare an analysis of their development in these roles





Manager prepares Appraisal Form and drafts Development Plan









_1141730813.bin

