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West Midlands Workforce Deanery
DENTAL CARE PROFESSIONAL APPRAISAL

Appraisal documentation for 
Dental Nurses
2012
(NB alternative documentation available which is suitable for General Dental Practitioners, Dental Therapists & Hygienists)
Introduction

This pack includes the documentation necessary for your annual appraisal.

There are five forms:

Form 1
Personal Details

Form 2
Current Dental Activities

Form 3
Preparation for Appraisal

Form 4
Personal Development Plan
Form 5
Personal Development Plan Review 
The first two forms are brief and factual.  Form 3 requires care.  You are invited to submit documents in support of Form 3 and these will need to be assembled.

Form 3 
is prefaced with explanatory notes.

Some of the material you provide now will carry forward without further work to future appraisals.

Annual appraisal for Dental Nurses
FORM 1:  PERSONAL DETAILS 

	Name




	Address and telephone number of  location your main clinical activity 



	Qualifications UK or elsewhere, with dates




	GDC Registration  registration number and date of first full registration




	Date of  commencement of clinical activity in main location


	Other current posts Please list any other current appointments with (1) starting dates (2) average time spent on them  




	Previous posts in the last five years, with dates




	Other relevant personal details Please give any other brief information you wish that helps to describe you e.g. membership of professional groups or societies




FORM 2:  CURRENT DENTAL ACTIVITIES

This form requires a brief and factual description of the work you do in the practice and in other posts.  You will be able to give more detail later.

	Name 


	

	Practice details


	


	Please summarise the clinical activities you undertake in the practice 



	Give brief details of clinical activity outside of the practice



	Give a brief summary of any non clinical work that you undertake in your capacity as a Dental Care Professional e.g. teaching management, research, 




	Work for regional, national or international organisations




FORM 3: PREPARATION FOR APPRAISAL
This form, and the papers you supply with it, will be the main basis of your appraisal.  It is organised around the headings used by the General Dental Council in "Standards for Dental Professionals".  It is strongly recommended that you look at this document as a prompt.  The same headings will be used to summarise your appraisal discussion.

The wording under each heading differs, but typically you are asked to provide:

· a commentary on your work

· an account of how your work has improved since your last appraisal

· your view of your continuing development needs

· a summary of factors which prevent  you from achieving what you aim for

It is not expected that you will provide exhaustive detail about your work.  But the material should convey the important facts, features, themes or issues, and reflect the full span of your work as a Dental Care Professional within and outside the NHS.  The form is a starting point and framework to enable you and your appraiser to have a focused and efficient discussion about what you do and what you need.  It is a tool, not an examination paper or application form, and it can be completed with some flexibility.  Common sense should be exercised if you feel you are repeating yourself, or if you want to include something for which there is no apparent opportunity.  And if a section or a page really needs only a word or two there is no need to do more.
The work you put into completing this form is your main preparation for appraisal, and the value of your appraisal will largely depend on it.  It will also be an important part of your appraiser’s preparation.

The form is fairly open-ended, although some prompts and suggestions are supplied to help you.  Please expand the spaces available as necessary, or attach extra sheets.

You are invited to submit documents in support of what you say in the form.  You are not expected to “prove” your assertions about your work, but your appraiser will probably want to test some of them with you through discussion and the documents will help both of you.

The papers you assemble in support of the form should be listed in the appropriate spaces and supplied for your appraiser in a folder, organised in the same order.  If the same material is listed in the form more than once, to illustrate different points, do not include it twice in the folder but explain on the form where it is to be found.

	Name 

Practice


	


	Good clinical care

	What do you consider are the main strengths and weaknesses of your clinical activity?

(see guidance notes for suggested evidence/documentation)


	What do you think are your current development needs for the future?

(this is in preparation for agreeing a PDP)


	What factors in the workplace prevent you from achieving what you aim for in your clinical work?

What can be addressed by the practice?



	List below any documents you  submit as evidence to support the above
2.




	Put patients' interest first and act to protect them
(Links with GDC Standards for Dental Professionals 1)


	What do you consider are the main strengths and weaknesses of your relationships with patients, particularly with regard to compliments, complaints, incidents and professional practice?   (see guidance notes for suggested evidence/documentation)


	What would you like to do better? What do you think are your current development needs in this area?

(This is in preparation for agreeing a PDP)


	What factors in your workplace prevent you from achieving what you aim for in your 

patient relationships?

What can be addressed by the practice?



	List below any documents you  submit as evidence to support the above
1.

2.




	Respect patients' dignity and choices

(Links with GDC Standards for Dental Professionals 2)


	What do you consider are the main strengths and weaknesses of your relationships with patients with reference to equality and diversity, communication and providing effective information?
(See guidance notes for suggested evidence/documentation)


	What would you like to do better?  What do you think are your current development needs in this area?  

(This is in preparation for agreeing a PDP)


	What factors in your workplace prevent you from achieving what you aim for in your 

patient relationships?

What can be addressed by the practice?



	List below any documents you  submit as evidence to support the above
1.
2.



	Protect the confidentiality of patients' information

(Links with GDC Standards for Dental Professionals 3)


	What do you think are the main strengths and weaknesses of your record keeping, confidentiality and information sharing?

(See guidance notes for suggested evidence/documentation)


	What would you like to do better?  What do you think are your current development needs in this area?

(This is in preparation for agreeing a PDP)


	What factors in your workplace do you consider prevent you from achieving what you aim for?

What can be addressed by the practice?



	List below any documents you  submit as evidence to support the above
1.

2.




	Co-operate with other members of the dental team and other health colleagues in the interests of patients(Links with GDC Standards for Dental Professionals 4)


	What do you think are the main strengths and weaknesses of your relationships with colleagues?.

(See guidance notes for suggested evidence/documentation)


	What would you like to do better?  What do you think are your current development needs in this area?

(This is in preparation for agreeing a PDP)


	What factors in your workplace do you consider prevent you from achieving what you aim for in your colleague relationships?

What can be addressed by the practice?



	List below any documents you  submit as evidence to support the above
1.

2.




	Maintaining your professional and competence knowledge

(Links with GDC Standards for Dental Professionals 5)


	What do you think are the opportunities or barriers to maintaining your professional competence?



	Would you like to do more? What would you like to do better? What do you think are your current development needs?

(This is in preparation for agreeing a PDP)


	What factors do you consider prevent you from achieving what you aim for?

What can be addressed by the practice?


	List below any documents you submit as evidence to support the above
1.

2.




	Be trustworthy

(Links with GDC Standards for Dental Professionals 6)



	Before filling in this section, please read the relevant section of the GDC document “Standards for Dental Professionals.”

Clearly, this is a difficult area to provide objective, written evidence.  In many ways the information and feedback you’ve provided in the other sections will give an indication of your trustworthiness (patient confidentiality for example).

We suggest you use this as an opportunity to reflect on what it means to be part of a profession.

You may find it helpful to consider the following questions:

· What does it mean to me to be considered by society as being a member of a profession?

· What do I do to justify my patient’s trust in me?

· Has my professionalism or trustworthiness been questioned in work or out in the past year? Were those questions justified?




	Health



	Do you feel there are any health-related issues for you that may put patients at risk?

Please mention any problems or concerns raised during the past 12 months and any steps you feel should be taken to safeguard the position.  

 

	Documents list

1

2




	GDC Mandatory CPD Requirements



	Medical Emergencies (and basic life support) (10 hours in a 5 year period) 



	Basic life support attendance certificate/ date:

Other medical emergency training (if applicable):



	Disinfection and Decontamination (5 hours in a 5 year period)  



	Decontamination training certificate/date:  



	Radiography and Radiation Protection (5 hours in a 5 year period) 

(Dental Technicians/Clinical Dental Technicians may substitute this with materials and equipment)

	Training certificate/ date: 



	Other CPD Activity



	Legal and Ethical Issues 

(Consent, confidentiality, employment law, health and safety) 

	

	Complaints Handling



	

	Child Protection/ Vulnerable Adults



	

	CPD Declaration to the GDC 



	Date of last declaration:

Number of CPD hours declared:



	Overview of development during the year

With your Personal Development Plan in mind, please look back over the previous sections.  How well have you achieved the goals agreed last year?  Where you did not succeed, can you describe the reasons?




	Overview of development needs

Please summarise what you think are your main development needs are for the coming year.  Where relevant, how will the reasons for not succeeding last year be overcome?




	Sign off
We confirm that the above information is an accurate record of the documentation provided by the appraisee and used in the appraisal process, and of the appraisee’s position with regard to development in the course of the past year, current development needs, and constraints.

Signed:

Appraisee:

Appraiser:

Date:




FORM 4 PERSONAL DEVELOPMENT PLAN

Using the template provided here, the appraiser and appraisee should identify key development objectives for the year ahead which relate to the appraisee’s personal and/or professional development and to ensure that mandatory GDC CPD requirements are met.  They will include action identified in the summary above but may also include other development activities agreed or decided upon in other contexts.  Please indicate clearly the timescales for achievement.

The important areas to cover are:

· action to maintain skills and the level of service to patients

· action to develop or require new skills

· action to change or improve existing practice

PERSONAL DEVELOPMENT PLAN TEMPLATE

NAME:





DATE:

This plan should be updated whenever there has been a change – either when a goal is achieved or modified or where a new need is identified.  The original version should also be retained for discussion at the next appraisal.

	What development needs have I?
	How will I address them
	Date by which I plan to achieve the development goal
	Outcome
	Completed

	Explain the need.
	Explain how you will take action, and what resources you will need?
	The date agreed with your appraiser for achieving the development goal.
	How will your practice change as a result of the development activity?
	Agreement from your appraiser that the development need has been met.

	1.


	
	
	
	

	2.


	
	
	
	

	3.


	
	
	
	

	4.


	
	
	
	


	Sign off
We agree that the above is an accurate summary of the appraisal discussion and agreed action, and of the agreed personal development plan.

Signed:

Appraiser:

                                                                                                         (GDC Number)

Appraisee:

Date:


	Please record here the names of any third parties that contributed to the appraisal and indicate the capacity in which they did so.




FORM 5 PERSONAL DEVELOPMENT PLAN REVIEW
The purpose of the review of your previous personal development plan is to identify the development objectives that have been achieved during the year and those that have not.
The appraiser and appraisee should review the progress of the personal development objectives and ensure that the GDC Mandatory CPD requirements are currently being met.
Using the previous PDP and the current statement of GDC mandatory CPD you should decide what further developments and CPD are needed and record them on the new PDP review matrix.
Please indicate clearly the timescales for achievement.
The important areas to cover are:
· action to maintain skills and the level of service to patients 
· action to develop or require new skills 
· action to change or improve existing practice 
· action to meet GDC CPD requirement
Appraisee: 







Date: 
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GDC Mandatory CPD Requirements
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Medical Emergencies (and basic life support) (10 hours in a 5 year period)

Basic life support attendance certificate/ date:

Other medical emergency training (if applicable):
Disinfection and Decontamination (5 hours in a 5 year period)

Decontamination training certificate/date:

Radiography and Radiation Protection (5 hours in a 5 year period)

Training certificate/ date:

Other CPD Activity

Legal and Ethical Issues

(Consent, confidentiality, employment law, health and safety)

Complaints Handling

Child Protection/ Vulnerable Adults

CPD Declaration to the GDC

Date of last declaration:

Number of CPD hours declared:
Appraisee: 







Date: 


Review of development during the year
With your Personal Development Plan in mind, please look back over the previous sections. How well have you achieved the goals agreed last year? Where you did not succeed, can you describe the reasons? Have there been any other relevant developments during the year?

Review of development needs
Please summarise what do you think your main development needs are for the coming year. Where relevant, how will the reasons for not succeeding last year be overcome?

Review of constraints
Please summarise the chief factors that you have identified as addressable constraints

Appraisee: 







Date: 

Joint Review Sheet

Review of development during the year

Review of development needs

Review of constraints (what has prevented you from achieving your objective)

	Appraisee: 
	Date:

	Evidence Checklist
	

	
	

	Evidence
	Evidence Seen

	
	

	
	

	
	

	
	

	
	

	
	


PERSONAL DEVELOPMENT PLAN REVIEW TEMPLATE
NAME:
DATE:
This plan should be updated whenever there has been a change – either when a goal is achieved or modified or where a new need is identified. The original version should also be retained for discussion at the next appraisal.

	What development
	How will I address
	Date by which I plan to
	Outcome
	Completed
	
	

	needs have I?
	them
	achieve the
	
	
	
	

	
	
	development goal
	
	
	
	

	Explain the need.
	Explain how you will
	The date agreed with
	How will your practice
	Agreement
	from
	your

	
	take action, and what
	your appraiser for
	change as a result of
	appraiser
	that
	the

	
	resources you will
	achieving the
	the development
	development
	need
	has

	
	need?
	development goal.
	activity?
	been met.
	
	

	1.
	
	
	
	
	
	

	
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	
	
	
	
	
	
	


Appraisee: 







Date: 


Sign off
We agree that the above is an accurate summary of the PDP review discussion and agreed action, and of the agreed, revised personal development plan.
Signed
Appraiser:
(GDC number):
Signed
Appraisee:
(GDC number):
Date:


Guidance Notes

for

Dental Nurses
Participating

in

Appraisal

INTRODUCTION

 Appraisal is a two-way process, and an excellent method of assisting in the management of the performance of individuals.  It can provide feedback for both the appraisee and the appraiser, and offers a formal opportunity to raise and deal with issues that are often not dealt with because of the pressures of day-to-day work.  It is also one of the best methods of demonstrating to an individual that you value their contribution to the team and are seriously interested in helping them to develop so they can achieve their potential and thus assist the business in achieving its potential.  

These guidance notes attempt to help and guide the appraisee in the preparation of their appraisal and completion of the supporting documentation. They do not however, provide all the answers an appraisee may have about this process as the appraisee is required to reflect on their work and professional life. 

The appraisal process is confidential between the appraiser and the appraisee. There are five forms that are used for the appraisal:

THE APPRAISAL PROCESS

The appraisal meeting should take about two hours, and should be conducted in a relaxed and undisturbed environment. It is a confidential discussion and therefore the venue is important to ensure confidentiality. 

You should agree a mutually convenient venue with your appraiser, at an agreeable time of the day. 

You should ensure that your appraisal documents and a list of your supporting evidence is sent or taken to your appraiser at least 10 working days before your appraisal. Your supporting evidence will need to be taken to your appraisal interview. 

Appraisal Meeting   

· Introductions and explanations

· Appraisal discussion 

· Summary of discussion

· Complete and agree your Personal Development Plan

· A date may be set to review your progress.
PREPARATION FOR APPRAISAL (form 3) is a starting point and framework to enable you and your appraiser to have a focussed and efficient discussion about what you do and what you need. It is a tool, not an examination paper or application form, and it can be completed with some flexibility. 

There are eight sections, of which six are based on the headings used by the General Dental Council Standards for Dental Professionals. It is strongly recommended that you look at these documents before completing the appraisal document. 

The wording under each heading differs, but typically you are asked to provide:

· A commentary of your work

· An account of how your work has been maintained or improved since your last appraisal

· Your view of your continuing development needs

· A summary of the factors which prevent you in achieving your aim
You are not expected to provide exhaustive detail about your work, but the material should convey the important facts, features, themes or issues, and reflect the full span of your work as a Dental Care Professional within and outside the NHS.

You are asked to submit documentary evidence in support of your comments on the form. You are not being asked to prove your assertions about your work, but your appraiser will probably want to discuss some of them with you during the discussion and your documents will help. 

Please assemble any supporting evidence in order of the headings and list them in the appropriate spaces. They want to be placed in order in a folder to be given or sent at the same time as you submit your forms. Do not duplicate any evidence to fit with the sections just indicate it in the appropriate list.

The following information is designed to give you further assistance in completing Form 3 of your appraisal documentation. The GDC’s ‘Standards for Dental Professionals’ should be read alongside this form.

For each section of the form there are a number of questions that you may wish to reflect upon before you attempt to fill in the form. There is also a list of suggested evidence. This list is not meant to be either prescriptive or restrictive, but merely a suggestion.

If you have any questions or concerns, you are encouraged to contact your appraiser. 
Section 1: Good Clinical Care

This section looks at your clinical activity. 

To assist you in reflecting on your current clinical activity you may wish to consider the following clinical areas:

· Restorative

· Crown and bridge

· Removable prosthodontics 
· Extractions and surgical dentistry

· Root canal therapy

· Children’s dentistry

· Evidence based preventative practice

· The ageing mouth
· Special care dentistry

· Orthodontics

· Sedation
Suggested evidence/documentation:

· Audit data in which you have been involved
· Relevant clinical guidelines used within the practice
· Records of any significant events audits

· CPD records on clinical topics

· Evidence of further qualifications

· Critical incident reports or near misses

· Any positive feedback received
· Personal development
· Participations in evidence based prevention programmes. 

Other suggested sources of supporting documentation

These are some suggestions for supporting documentation. It is neither prescriptive nor restrictive. It is up to you what you feel is appropriate. The better the evidence provided, the more that will be gained from the appraisal discussion for both you and your appraiser.

· Patient surveys

· Other patient feedback (letters, cards)

· Staff surveys

· Complaints protocols and records

· Significant event reports

· Minutes from practice meetings

· Audit results

· Peer review projects

· CPD records

· Post qualifications
· BDA good practice

· Denplan Excel

· Investors in People

· Practice protocols (evidence that these are customised to own practice and have been supported where appropriate with staff training)

Section 2: Put patients’ interests first and act to protect them

Acting in the best interests of our patients is fundamental to our work in the dental profession.

Before filling in this section, please read the relevant section of the GDC’s Standards for Dental Professionals. 

You may find it helpful to ask the following questions:

· Have you in the past year assisted with a course of treatment that concluded with a particularly good outcome for your patient?

· Have you in the past year assisted with a course of treatment which, on reflection, was beyond your current knowledge, competence or ability?

· Have you in the past year, received a complaint against yourself which you feel could have been handled better? What would you have done differently?

Suggested evidence/documentation:

· Any complaints and records of their investigation

· Information for  patients about services in the practice

· Any complaints material, including your handling of it

· Appreciative feedback (patient thank letters/cards)

· Patient satisfactory survey data

· Relevant significant event reports

· Protocols for handling informed consent, child protection and whistle blowing

Section 3: Respect patients’ dignity and choices

Before filling in this section, please read the relevant sections of the GDC’s document ‘Standards for Dental Professionals’. You will also find it helpful to review the GDC document ‘Principles of Patient Consent’. (See www.gdc-uk.org) 

You may find it helpful to ask the following questions:

· Do you believe you assist clinicians to consistently give patients enough information when discussing treatment options?

· Are patients routinely provided  with a written treatment plan?

· How often, and in what circumstances does the practice seek patient’s consent? In what form is this consent (written or verbal)?

Suggested evidence/documentation:

· Information to patients about your service

· Patient satisfaction surveys

· Copies of treatment plans or FP17 DC’s, with comments 

· Template of practice letters and written consent form 

Section 4: Protect the confidentiality of patient information

Before filling in this section, please read the relevant section of the GDC document ‘Standards for Dental Professionals’ You will also find it helpful to review the GDC document ‘Principles of Patient Confidentiality’. (See www.gdc-uk.org)

You may find it helpful to ask the following questions:

· Are your practice clinical records consistently clear and legible (if handwritten)?

· If another colleague were to read the records, would it be clear to them what clinical care has been undertaken for your patients and why?

· Consider the quality of practice referral letters. Do they consistently include all essential and relevant information?
Suggested evidence/documentation:

· Clinical records audit

· Practice confidentiality policy

· Template of referral letter

Section 5: Co-operate with other members of the dental team and other healthcare colleagues in the interests of patients

Before filling in this section, please read the relevant section of the GDC’s document ‘Standards for Dental Professionals’ You will also find it helpful to review the GDC document ‘Principles of the Dental Team Working’. (See www.gdc-uk.org)

You may find it useful to ask the following questions:

· Consider the dentists and dental care professionals (dental nurses, hygienists, therapists, technicians, clinical dental technicians) you work with or communicate with. Do they consider that you have a good working relationship with them?

· Are there any examples of mis-communication in the past year (for example, errors in laboratory work)?

Suggested evidence/documentation:

· A description of the team structure you which you work 

· References from colleagues

· Referral protocols

· Template of referral letters sent

· Examples of lab sheets with written instructions

· Information about any issues that may have arisen between you and your colleagues

· Evidence of staff meetings

Section 6: Maintaining your professional knowledge and competence

Before filling in this section, please read the relevant section of the GDC document ‘Standards for Dental Professionals’.

You may find it useful to ask the following questions:

· What has been the most beneficial course you have attended in the last 12 months? Have  you been able to implement any changes within the practice as a result of what you learnt?

· What opportunities have you had to discuss your professional work with other colleagues in the past 12 months?

· Has the section on good clinical care helped identify areas for further study and training?

Consider the following non-clinical areas (this is not meant to be a comprehensive list)

· Cross infection control

· Radiological protection

· Health and safety

· Communications skills

· Practice management

· Finance issues

· Information technology

· Clinical governance

· Risk management

Are there any areas where you felt further training is appropriate?

Suggested evidence/documentation:

· Your current PDP

· Your practice development plan (if applicable)

· Records of all CPD activity

· Membership of a professional body or other group learning with colleagues

· Summary of your professional reading habits

Section 7: Be trustworthy

Before filling in this section, please read the relevant section of the GDC document ‘Standards for Dental Professionals’.

Clearly this is a difficult area to provide objective written evidence. In many ways the information and feedback that you have provided in other sections will give an indication of your trustworthiness (patient confidentiality for example)

This is an opportunity for you to ask yourself the following questions:

· What does it mean to me to be considered by society as being a member of a profession, particularly a health professional?

· What do I do to justify our patient’s trust in me?

· Has my professionalism or trustworthiness been questioned in work or out in the past year? Were those questions justified?

· Do I have a view about how professionals should conduct themselves?

Section 8:  Health

Being a busy professional, treating patients and running a small business can be all enveloping and very stressful.

This can lead to dental team members losing touch with their general health and their home lives. It can also lead to substance abuse and poor mental health. Denial of poor mental health is very easy when people are trying to keep going, satisfying clinical and contractual obligations of dental practice.

Looking after one’s health is important and maintaining a balanced home life helps to maintain a dental team member  in the best possible shape to cope with the day to day demands of practice and business.

Ensuring that all appropriate vaccinations are up to date helps protect the dentist and his staff from contracting debilitating illnesses that could also be transmitted to patients and family. 

The following questions may help you assess your health:

· Consider what you do to remain healthy?

· How does your lifestyle impact on your work?

· What do you do outside of practice to relax?

· Do you take regular holidays?

· Do you have a regular health check?

Suggested evidence might be:

· Vaccination records

· Results of health checks

· Membership to non-professional organisations e.g. gym

· Hobbies
· Socialising with friends and family

On the CPD form you can indicate where you are with regards to the General Dental Council’s mandatory CPD requirements. 
PERSONAL DEVELOPMENT PLAN
· Helps you to determine where you are now where you aim to be and actions you need to take to get there
· Helps you plan, document and record your learning and development
· Reflect on recent achievements
· Do not try to cover everything that comes to mind, choose three or four areas you would like to develop
· Set out steps you need to take to reach your objectives/goals
· Set time scales, anticipate difficulties and possible solutions
· List the options that you have thought about and choose what you think is most relevant and achievable. 
Your objectives should follow the SMART concept of action:

S PECIFIC

M EASURABLE

A CHIEVABLE

R ELEVANT

T IMED
You should retain copies of all documentation used in your appraisal.  Your PDP will be reviewed as part of your next appraisal.

