< SARD

Great Technology | Great Customer Service

User Guide



Contact SARD

Get in touch with us

If you have any questions or
feedback, please contact us either
by phone or email

0208 771 4153
info@sardjv.co.uk
www.sardjv.co.uk

Where to find us / write to us:
Suite 2B

25-27 Westow Street

London

SE19 3RY

User Guide

Introduction

Getting Started

Adding a Previous MSF
Components of your MSF
Self Assessment
Colleague Feedback
Patient Feedback
Completing Your MSF
MSF Report

MSF / 360



~SARD

Jser Guide

Introduction

As part of the Revalidation process, doctors are expected to complete a 360
Degree, or Multi-Source Feedback (MSF), report. This involves completing a Self-
Assessment, as well as collecting feedback from colleagues and patients.

Along with the other supporting information you collect, this process should
help to reflect on how you work and identify ways you can modify and potentially
improve your practice.

The 360 process should be completed at least once every five years and it should
form part of the discussion at your annual appraisal.

SARD 360 allows you to complete all elements of your Multi-Source Feedback in
one place.

Getting Started

To begin an MSF round using SARD 360, click on the ‘MSF’ tab in the top menu,
where you will be able to select ‘New MSF’ or ‘Upload previous MSF'.

Your MSFs

No MSFs.

Click on 'New MSF' to get started.

Upload previous MSF
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Adding a Previous MSF

If you have previously completed your MSF offline, or on a different system, you
can select ‘Upload Previous MSF’ and add the relevant details. Ideally you should
also attach a PDF or Word version of your report.

Offline MSF

s Completion Date (dd/mm/yyyy) Includes Self Assessment

Includes Patient Feedback

M nclud m Faoapoy
9

Number of colleagues nominated: *

Number of colleague questionnaires sent out:
Number of colleague questionnaires completed:
Number of patient questionnaires completed:

1 leave blank if unknown

Report Name

Report File

Browse
Save Cancel
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Components of your MSF

During your five year revalidation cycle, it is required that you complete all forms
of Multi-Source Feedback; with SARD 360 you can complete any combination

of the different elements at any time during these five years. This is particularly
useful if you want to collect further feedback from a particular area, without
finalising the whole process, whilst being able to see a completed report on your
other results. When beginning a new MSF, you will be prompted to select if this
should include Self Assessment, Colleague Feedback and/or Patient Feedback.
You can amend your choices at any time via the My MSF page, should your
requirements change.

It is important to note that, unlike patient and colleague feedback, a complete
MSF report cannot be generated for Self Assessment alone. Self-Assessment
reports must include colleague feedback to be compared to.

Create a New Online MSF

Includes Self Assessment
Includes Colleague Feedback

Includes Patient Feedback

Save Cancel
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Self Assessment

The Self Assessment questionnaire is based on the GMC template. It is
designed to supplement the information obtained from the colleague and patient
questionnaires and should be used for your own reflection.

You will be asked to rate your performance in various aspects of your practise
on a scale from ‘Poor’ to ‘Very Good'. If you feel you can't answer any of the
guestions, then please select ‘Don't Know'.

There is also a comments box at the end of the questionnaire for you to record
any additional thoughts.

You can save your progress at any time, or submit your responses by using the
buttons at the bottom of the questionnaire.

Self Assessment

As part of a full 360° appraisal you should complete a self-assessment questionnaire.

Not Completed Go to self assessment questionnaire O

Please rate yourself in each of the following areas by ticking one box along each line

Poor  Lessthan satisfactory  Satisfactory Good VeryGood Don't Know

a  Clinical knowledge (o)
b  Diagnosis (o)
¢ Clinical decision making (o)

d  Treatment (o)
e  Prescribing (o)

f  Medical record keeping (o)
g  Recognising and working within limitations o
h  Keeping knowledge and skills up to date o
i Reviewing and reflecting on own performance o

j  Teaching (o)
k  Supervising colleagues o
| Commitment to care and wellbeing of patients o
m  Communication with patients and relatives o

n  Working effectively with colleagues o
o Effective time management (o)
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Colleague Feedback

You should nominate colleagues you believe will be able to provide suitable
feedback on your working practice. This should include a mixture of medical and
non-medical respondents.

The GMC recommend that you should nominate 25 colleagues, with the aim of
receiving a minimum of 15 anonymous responses. These requirements vary at
some trusts, so you should read the instructions on SARD carefully. If you are
unsure, please contact your system administrator.

To nominate colleagues, simply select them from the dropdown of SARD users at
your organisation. If the colleague you wish to nominate is not a SARD user, you
can add their name and email address manually.

To help obtain a valuable scope of feedback, you should also indicate if the
nominated individual is a manager or a colleague and whether they are a medical
or non-medical respondent.

Colleague Feedback

As part of a full 360" appraisal you should receive feedback from your colleagues.
Please nominate 25 colleagues

Once 25 have been nominated, at least 20 will be selected by your administrator and sent an online colleague questionnaire to complete. The nominated sample should be made up of a mixture of medical
and non-medical colleagues.

The recommended minimum number of colleagues required to complete the questionnaire is 15.

5 colleagues have been nominated.

0 colleague 1 colleagues questionnaires have been sent out.

questionnaires 0 coll ires have been
completed 1 colleague questionnaires are awaiting reply.

First Name Last Name Email Relationship Medical or non-medical

me me mark.wimlett@nhs.net Colleague Non-medical
karen small karen.small@hotmail.com Colleague Non-medical
Julie T Dobson Julie.dobson@example.com Colleague Medical
Peter Piper bluebell-7 @hotmail.com Colleague Medical

Eleanor T 0’ Monk eleanormonk@rocketmail.com Colleague Medical

Once you have nominated a sufficient number of colleagues, click ‘Notify
Administrator’. They will then be prompted to send questionnaires to a selection
of those nominated. The ‘administrator’ in this case may be your appraiser, or

it may be the revalidation administrator at your trust, depending on your trust’s
configuration.

From this section you'll be able to see how many questionnaires have been sent
out and how many have been completed, although the respondents will remain
anonymous.

SARD 360 User Guide

5



~SARD

Patient Feedback

Many organisations will have different procedures for collecting and
submitting patient feedback—if you are unsure how to proceed you should
contact your system administrator.

This section contains a link to download and print the GMC patient questionnaire.
It is important that this version is used to ensure it can be entered correctly onto
the SARD system for reporting and benchmarking purposes.

Genel’al §  Please deside how strongly you agree or disagree with the fallowing statemants by ticking gng bex in each line.
Medical Swonglydisagree  Diagee  Newral  Agree  Stronglyagee  Doesmotapply
Patient questionnaire Council ] m] [m] ] o O
Rogulating doctors
for Dr Ensuring good medical practice
[m] O [m] a a O
Livenses doctors are expeced 1o seek feeckiack from colleagues and patents and revew and act upon that feedsack where
approprine & lae confident abaut this doctor's ability to provide care Oves O s
The purpone of this exercie is 1o provide dosors with Information about theie wark through the eyes of thase they work with and
treat, and s intended o balp infarm their Sarther development T I would be campletely happy to see this doctor again Oves Owe
Plese o i i quesiannaine
e eBEmRa e &  Was this visit with your usust doctar? Ows Om
Blease base yo onlyan th
Please mark the box Fethis [Z] with a ball poina pen, Hyou change yous mind st ross out your old respomse and make your new 9 Please add any other camments you want to make about this doctor.
choice Plaase st Mo pati be i i Is given 1o the docter.
Pesewite oty daee b (10100000000
1 Aneyoufilling in this questionsaire for: Thi et g pravide th same Bask informatian abaut wha Took Rart in the sureey, I you anefilling this
O veursest 1 voerchiie [ vour spouse o parerer P ———— in on behalf of s child ara patiert with a dsabilfty, picase provide details abowt the patisnt,
i filling s in far i W0 s yoarn [ Femae [ e
2 Whichof " describes tndlay? (Please tick all the bowes. that apply) N Age Ounser1s Os-20 Oan-20 [mELE Csaar ower
[ v s e actice [ secuise of an angaing protism [ For ereaamans frciugeg prescrprions)
[ Becauss ot asea-ot protiern [ For a routne enece [ onrer (otease gve getans) 1 Whatis yaur eshiic group? 10, and then tick the sppropr
cultural badeground.
A White 0 Mined € Asionor Asian Brtish D Black or Black British £ Chinese or othersthnic group
3 Onascaleof 1o, haw imsportant 13 your fealsh and weltheing was yaur neasan for vilting the doctor today? Deiisn Cwmwdses [ wéim [ — [ e
Mot ey imgertant Wery mportant Caribean
1 2 3 & 5
o g g I risn [Jwhteandsisce [ pakintan [ asrican ] Ay cthar
Atrican
4 How gaodwas your doctar today at sach of the follawirg? (Please tick one bowin each ine] O any onmerwhone (] wweardasian [ sanglades [ sy onv miac
P Lwsthn  Swtfectery  Good ey [— backyround background
wstafactory good seply [0 Ay otner s [] Ay otver Asian
O &) O [u] O uackgroung background
] O [m] a [w] stease wiite in Please wrie Flease woen Pleasewritein Heme witein
5 0 o ot oD | I ]| ] ] l
o ] [m] a [m]
o O [m] a o
(] O m] [m] m]
(] O [m] o u]

The GMC recommends that the survey is completed by a minimum of 34 patients,
although your organisation may have different expectations. Some roles with
limited practical patient interaction will also require a smaller sample size—the
GMC website provides useful case studies for such scenarios.

You should ensure your name is at the top of each form, and we suggest that a
guestionnaire is handed out to every patient (or carer) during the survey period.

Specific details from your organisation of how to collect and where to send your
completed surveys are included in this section. Once they have been submitted,
they will be input onto the system. The traffic light system will indicate how many
have been completed and entered.
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Completing Your MSF

Once your self assessment and/or feedback is complete and you believe your
MSF is ready for analysis, you can notify your administrator by clicking the button
at the bottom of the page.

Notify Administrator

Once your self assessment and/or feedback is complete, you can notify your administrator that you believe your MSF is ready for analysis.
By notifying the administrator, you are acknowledging that you are satisfied for the report to be generated with the number of questionnaires that
have been returned.

Notify Administrator

By notifying the administrator, you are acknowledging that you are satisfied for the
report to be generated with the number of questionnaires that have been returned.

The administrator will then be able to check the content of your MSF, before
generating a report. Once generated, this will be shared with you. If your trust
also uses the SARD Medical Appraisal and Revalidation System, this report will
automatically be attached to the relevant sections of your portfolio and appraisal.

MSF Report

The report will contain the results of your MSF. A score will be generated for each
section based on the responses, as well as any additional comments.

The report also includes a benchmarking system, to compare your results to
those of data collected for the GMC as part of a Peninsula study. This is designed
to give an impression of how the responses compare and identify areas for
discussion in appraisal. This benchmarking should not be considered a definitive
reflection of your performance, as your MSF responses can be influenced by
multiple external factors.

As usual let us know if you have any questions or comments via the live chat
system or via email at

SARD 360 User Guide

7


mailto:support@sardjv.co.uk

Our promise is simple:
Great Technology and
Great Customer Service.

www.sardjv.co.uk



			Introduction
		1	Getting Started
		2	Adding a Previous MSF
		3	Components of your MSF
		4	Self Assessment
		5	Colleague Feedback
		6	Patient Feedback
		7	Completing Your MSF
		8	MSF Report

