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Tips to make Appraisal Easy and less time consuming 

• Preparation thought the year is key

• Ensure some information is entered into every section of the Domains in equiniti

• The CPD portfolio of the Royal College of Ophthalmologists is superior and I 
recommend using this for recording of CPD. Produce an annual report that you 
upload into Equiniti.

• Preparation for the final stages of the Appraisal is key and I would recommend 
producing a Word Document  of the Comments and ideas you have for each of 
the sections that will be discussed. 

• This Hugely saves on time in undertaking the appraisal and gives a far more 
accurate reflection of your appraisal and forward Plan. 

• PDP – Personal development Plan, is created out of what you enter in the 
appraisal section, therefore create this first ready to enter at the time of 
appraisal. 

• PDP – Remember to review last years PDP prior to the appraisal. 



Pre Appraisal Self  Assessment 

• On your Equiniti site you need to 
ensure the self assessment is 
completed prior to meeting with 
your appraisal.
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Each section to be completed is the same

• There is a Box for PDP 

• There is a box for Comments about the discussion.

• Prior to the appraisal consider what to put in  the PDP box and the 
comments box

• Use word to create comments that can be cut and pasted into the 
comments box. 





































Additional objectives



Final agreement



Appraisee Statement 



Completing

• Once the Appraisee has agreed to the Appraisal

• Large number of documents are then created  

• Ensure the documents are forwarded to the relevant People at your 
trust, private hospitals etc… 

• Provide Feedback to the Appraisee.  

• Begin preparation for next year as soon as first year is finished

• Collect and store data each week

• Typical time takes 1.30 hours. 


