my lea rning @ Oxford University Hospitals

NHS Foundation Trust

How to: Documenting a Values Based Appraisal
that has been completed on paper

For colleagues who do not have access to complete their appraisal directly in the My Learning Hub
system or whose preference is to complete their appraisal on paper, we have provided a paper
version of the form.

There are different versions of this paper form available to you. The first is a condensed version that
prints over fewer pages: we have produced some versions with spaces for additional objectives
should you wish to set more than 5 objectives for the next 12 months.

The content of each of these versions is the same, the only difference is the amount of space
available to you to record your information and objectives.

You can find the paper version of the Values Based appraisal form in one of two places:
1. On our Trust intranet site using this link:

http://ouh.oxnet.nhs.uk/LearningOD/Pages/ValuesBasedAppraisal.aspx
2. Orinthe resource library on My Learning Hub. Instructions for this are later in this guide.

After the appraisal is complete, the paper documents can be uploaded into the My Learning Hub
system and the instructions for this follow. This can be done by either the person being appraised or
by their line manager. Instructions for both follow here.
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my lea rning @ Oxford University Hospitals

NHS Foundation Trust

Section 1: How to access a paper based Values Based
Appraisals form

There are two ways that you can access a paper version of the form.

Firstly, you can download the form and supporting documentation from our intranet page
here: http://ouh.oxnet.nhs.uk/LearningOD/Pages/ValuesBasedAppraisal.aspx

Secondly, you can download the form from My Learning Hub. It can be found in the
resource library on the front-page Values Based Appraisal area.

(5] @ My Learning Hub: My Values Ba- X | @ My Learning Hub: Homepage X | =+ - [u] X

<« > G () https://mylearninghub.ouh.nhs.uk/totara/dashboard/index.php?id=11 QY8 1= Notsyncing 8

My Values Based Appraisal

Before you start your appraisal, there are additional resources such as training guides that can be found to the right of this page under Resour.

Latest Values Based Appraisal

MY VALUES BASED APPRAISALS

RESOURGCE LIBRARY o] -]

Paper VBA Form

Paper VBA Form - Guidance
Training Guide for Appraisee
Training Guide for Appraisers

Trust Objectives

Name Date of appraisal conversation Status View as... Completion date
CHOOSE APPRAISER o]-]
Values Based Appraisal Incomplete
If your appraiser is nat your line manager, please click on
the button below to search and select them as your
View ful raport

appraiser.

Choose new appraiser

IMPORTANT NOTE: The paper-based Values Based Appraisals form is designed for use by
colleagues who prefer to work offline or who do not have access to a computer. Although
you can type into it, it is not designed to enable this. If you wish to complete your appraisal
electronically, you are advised to do so in the version contained in My Learning Hub.
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my lea rning @ Oxford University Hospitals

NHS Foundation Trust

Section 2: Recording an Appraisal that has been conducted
using a paper form as the individual being appraised.

Should you choose to complete your appraisal using a paper form, you will need to follow
the instructions below to register its completion within My Learning Hub.

1. Loginto My learning Hub and select the option to enter the Values Based Appraisal
module. There are 2 buttons that you can use to do this which are highlighted in the
screen shot below. Both options will take you to the same place.

B | @ MyleamingHubi Homepage X | @ MyLeaming Hub: Homepage X | <

<« C & httpsy/mylearninghub.ouh.nhs.uk/totarp/dashboard/index.ph

mylearing @)

Welcome Sarah

to your personal leaming and development platform.

2. Select the options that take you through to the start of your appraisal:

B @ Myleaming Hub: MyVakesBa X | @) MylLeaming Hub: Homepage % | +
«c 2 O % httpsy//mylearninghub.ouh.nhs.uk/totara/dashboard/index php?id=1 s v= @ (~
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my learning

Oxford University Hospitals
NHS Foundation Trust

B | @ volues Based Appraisal

“ C

X @ Myleaming Hubx Homepage X | +

I hitps://myleaminghub.ouh.nhs.uk/local warkflow/mywor

o x

Susubjectid=527 s 00 @ (Notomang @) -
[NHS)

Values Based Appraisal

Job assigrment bnked o s wor
+ o

Values Based Appraisal

You will then ‘land’ on the Welcome page for the VBA form.

B @ Values Based Agpraisal

X @ Myleaming Hub: Homepage X | +

35/ fmylearninghub.ouh.nhs.uk/localfworkflow/myworkflo

Values Based Appraisal

Welcome to your Values Based Appraisal

His 31 e OUH we ar¢ Tocused on
our patients. h

Thve Cultaro and Laadrship Sorvice

Date of appraisal conversation

Scroll down the welcome page to the tick box options and enter the date your

appraisal was completed and then tick the box to say that you will be completing
your appraisal on paper.

The Cutture and Laadarship Seevice

Date of appraisal conversatior

appraisal by paper
 Electcricaty

requires NIG reglstration
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my lea rning @ Oxford University Hospitals

NHS Foundation Trust

4. |If you click next, this will then close the remaining tabs of the appraisal and replace
them with a tab titled ‘Paper Form’

Values Based Appraisal

L If you have completed your appraisal on paper, please upload your document here.

i

File upload help
o upl

Help with how to upload the appraisal form can be found on this page.

File upload help

s m

5. Once you have uploaded your form, you will need to click on the ‘Complete
appraisal’ button at the bottom of the page.

+
i 5
it

1
e
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Oxford University Hospitals
NHS Foundation Trust

merarning@

6. Once you have clicked the ‘Complete appraisal’ button you will no-longer be able
alter your appraisal. Clicking the button will trigger an email to be sent to your

appraiser to notify them.

7. Your appraiser will then need to log into their My Learning Hub account select ‘My
Team’ from the blue navigation bar across the top of their portal.

Oxdord University Hospitals

mylearning @

Welcome Sarah

to your personal learning and development platform.

My Core Skills

Click here to view your Core Skills dashboard.

91 o/o i My Values Based Appraisal
Click hers view your VBA dashboard. Access your
Compliant current appraisal and over time, view your previous
appeaisals

Viey e Skills

View My Leaming Record

0,
O .3%
Expires in 30 days

This will open their team dashboard.

EPORTS
y TEAM @e el aa
Name + Organisation Role Core Skills % Appraisal Latest appraisal date
Harry Potter o
Organisational Development Officer 8
Ron Weasley
MY TEAM'S VALUE BASED APPRAISALS oe
Team member Appraisal name Date of appralsal conversation Date completed View as.
Harry Potter Values Based Appraisal 27 May 2021
Harry Potter Values Based Appraisal 30 Mar 2021 Incomplete -
Manager
Ron Weasley Values Based Appraisal Incomplete s
View ful report
@ Respect Excellence (& Learning (& Delivery Compassion (& Improvement
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merarning@

8. Your appraiser will need to scroll down their dashboard to find your record. You
may have completed and incomplete records. Completed records are your appraisals

from previous occasions

working on.

MY TEAM

Name +

Harry Potter

Ron Weasley

MY TEAM'S VALUE BASED APPRAISALS

ber Appraisal name

lues Based Appraisat

Harry Potter
sed Appraisal

Harry Potter alues Ba:

Ron Weasley  iues based

Organisation

Date of appraisal

30 Mar 2021

d Appraisal

@ Respect

Role

NHS

Oxford University Hospitals
NHS Foundation Trust

. Your incomplete record is the appraisal you are currently

(o] - o
Core Skills % Appraisal Latest appraisal date
Expired
ae
Status
s
cellence (& Learning (& Delivery Compassion Improvement t

9. Your appraiser can then click the ‘Manager’ button for your current appraisal, to

move to the next

MY TEAM

page.

Name * Organisation

Harry Potter

Organisational Development

Ron Weasley

MY TEAM'S VALUE BASED APPRAISALS

Toam member

Harry Potter
Harry Potter

Ron Weasley

Learning | Respect | Delivery | Excellence | Compassion | Improvement

Date of appraisal conversation

30 Mar 2021

Officer

@ Respect

MY REPORTS ®
o] e
Core Skills % Appraisal Latest appraisal date
ol
@ Learning (& Delivery (' Compassion (7 Improvement

Excellence
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my lea rning @ Oxford University Hospitals

NHS Foundation Trust

10. Your line manager will then need to click on the ‘Start’ button to view your appraisal.

B | @ values Based Appraisal X | &) Non Clinical VBl Question Bank - X | & Microsoft Forms % @ Values Based Appraisal x [+ - u] X
& G [ httpsy//mylearninghub.ouh.nhs.uk/local /workflow/myworkflow. php?workflowid=15&attempt=18& a B = i

. [NHS]
my Ieﬂrnmg@ Oxfard University Hospitals

Youare  RonWeasley ~ orkflow.

-
Values Based Appraisal

Job assignment linked to this workfiow
« Unnamed job assignment (ID: 1)

Values Based Appraisal

11. Your line manager will then need to navigate to the ‘Paper Form’ tab where they can
view any documents that you have uploaded. Once they click the ‘Complete
appraisal’ button your appraisal will be finalised and recorded as complete within
the system.

If you have completed your appraisal on paper, please upload your document here.

Sompiete sppasl
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my learning

Oxford University Hospitals
NHS Foundation Trust

Section 3: Recording an Appraisal that has been conducted
using a paper form as the line manager.

1. Asthe line manager you will be able to access your teams’ appraisals by logging in to your

My Learning Hub account and clicking on the ‘My Team’ button on the blue navigation bar at
the top of your portal.

my learning @

[VHS]

Oxford University Hospitals

Welcome Sarah

to your personal learning and development platform

o .
0 91 /o My Learning Record

My Core Skills
Compliant - Ay

Click hare to view yo

G) 9% View My Leaming Record
Expires in 30 days

This will open your team dashboard.

MY TEAM

ae WY REPORTS oo
Namo * Organisation Core Skills %
Harry Potter

Latost appralsal date

Ron Weasley

Organisational Development

Officer B0 Expirod

v

WY TEAM'S VALUE BASED APPRAISALS: c]]
Team member Appraisal Date of appraisal conversation Status Date completed View as.
Harry Potter  Values Based Appralsal Compléte 27 May 2021 m
Harry Potter Values Based Appralsal 30 Mar 2021 Incomplete e

Ron Weasley  yyiuos pased appratss Incomplete m

@ Respect (7 Excellence (@ Learning (& Delivery () Compassion

& Improvement
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NHS Foundation Trust

my lea rning @ Oxford University Hospitals

2.

Scroll down your dashboard to find the employee record for whom you wish to
upload a paper document. There may be completed and incomplete records.
Completed records are appraisals from previous occasions. The incomplete record is
the appraisal is currently being worked on.

e — MY REPORTS Qo
Name Organisation Role Core Skills % Appraisal Latest appraisal date
Harry Potter 1 Expired
Ron Weasley Organisational Development Offier ( | Expirod |

MY TEAMS VALUE BASED APPRAISALS
Team member Appraisal name Date of appraisal conversation Status
Harry Potter Values Based Appraisal Complete

Values Based Appraisal 30 Mar 2021 Incomplete

Harry Potter

Ron Weasley  Values Based Appraisal Incomplete

@ Respect Excellence (J Learning (J Delivery ( Compassion (J Improvement

12. You can then click the ‘Manager’ button for your current appraisal, to move to the

next page.

MY TEAM as MY REPORTS oo
Name Organisation Role Core Skills % Appraisal Latest appraisal date
Harry Potter m
Ron Weasley 0rg Office [ Expirea |
MY TEAM'S VALUE BASED APPRAISALS (of -]
Team member Appralsal name Date of appralsal conversation
Harry Potter Values Based Appraisal
Harry Potter Values Based Appraisal 30 Mar 2021
Ron Weasley Values Based Appraisal
@ Respect Excellence (& Learning (& Delivery Compassion Improvement
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my learning @ Oxford University Hospitals

NHS Foundation Trust

13. You will then need to click on the ‘Start’ button to view the appraisal.

my learning

My Loarning FindLeaming  MyReports  MyTeam  MyVBA

You are viewing Megan Tolsor's workflow,

N Download POF
Values Based Appraisal
b o flow
. Ron Weasley
Values Based Appraisal “

14. You will need to navigate to the ‘Paper Form’ tab. Here you can follow the on screen
instructions to upload the paper based appraisal form. Once you have done this,
scroll to the bottom of the page and click the ‘Complete appraisal’ button to finalise
the appraisal and recorded it as complete within the system.

ou have completed your appraisal on paper, please upload your document here.

Learner's
answer

File upload help
To uplosd 3 nty

click the Choose file

e’ and simply elick "Upload this file

Compiee sl
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