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MARS Doctor User Guide i Secondary Care

https://medical.marswales.orq

This guide is intended to walk you through the Appraisal Process using the online
MARS system. Primarily for secondary care doctors practising in Wales, this guide
is a shortened version that omits some topics, including;,CPD Credits, MARS Online

Security and details regarding the MARS Exceptions protocol.

You can find this information available at:

https://rsuresources.walesdeanery.org/
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Reaqistration

Please visit https://medical.marswales.org/ and click on the register now button 1 as
highlighted by the red arrow in this image.

m\ hitps //mepmed marswales.org P-ac [ﬂmﬁswumw&mmm« [l MARS Wales | Appraisal and...

L

‘ Password
avout hem nare

[0 Save email

‘ogress is aiso tracked for doctors.

ake part in 3 doctors’ appraisal and
less and simple appraisal process for doct

1f you are & doctor working in Wales, register on MARS to
facilitate your annusl appr

appeoisa Register Now

A

You will be asked for your personal details (seen in the image below), including your GMC
number, which will be cross checked against the GMC database.

Each aspect of this form is compulsory, with the exception of your telephone number.

Registration

Please fill the form below to complete you registration on MARS. Your details are manually verified against a list of approved users provided by your Designated Body. This
process can take up to 5 working days.

First name Last name
Email Confirm Email
GMC Number Telephone
Password Re-Type Password
Health Board  Select Health Board ﬂ College  Select College ﬂ
Consultant Status Select Status ﬂ Consultant Select Specialty ﬂ
Specialty

Last Appraisal Date O No appraisal

completed

[ 1 agree to the MARS terms &
conditions.

To register you need to be registered with a GMC number, have a prescribed connection in
Wales, and no longer be in training. Once you have submitted your registration request,
MARS will automatically check your account matches the GMC register. Once this has taken
place you will be notified by email whether your registration has been successful or not.

If your request is unsuccessful please contact the Revalidation team within your Health
Board.
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Log in

To log in to the site enter your details into the email and password field. These will have
stayed the same if you already had an account on the previous version of MARS.

I f you arenod6t registered o rfirsttas d@emanstratédenthe you 61 |
previous section.

B retps nepmed marswales.org. O - @ C || [ MARS Wales | Welcome to MA...| [l MRS Wales | Appeaisal and .

Once you are logged in you will arrive at the front page of MARS. Here you have the
opportunity to access a number of resources regarding Revalidation and Appraisal. To
access your appraisal information go to the Doctor i My Appraisals tab on the left.
Highlighted with the red arrow below.

@ Dashboard
£ Admin

& Docor

@ Welcome to MARS

My Appraisals

Appraisal Informaiton
Revalidation Progress
My Details
Files Area

(& Appraiser v

= Appraisal Resources = Revalidation Resources

Follow the link below to find helpful resources to aid you in your appraisal process. Click the link below: to discover resources to help you through your revalidation process.

© MARS Help & Support
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Personal and Professional Information

You should verify and update your details before you begin the appraisal booking process.
You can do this by going to the dkceoDeMai | s
Details page you can add or update the appropriate information.

pag

& Personal Information

My Appraisals Username/Email:  test_hughesci9@cardiff.ac.uk Known As:  Add infe
Appraisal Information Title: Gender:
Revalidation Progress First Name: Date of Birth:
» My Details L B
Files Area Q Preferred Contact Information & Professional Information
(£ Appraiser ~
Address: GMC Number: 9991001
Town: Spedialty:  Acute Medicine
County: Status:  Clinical Fellow
Postcode:  Add Health Board:  Admin Locality
Contact  Add Other Relevant  Add information
Number: Qualifications:

Additional  Add nformation
Information
(Appraiser
biopic):

@ Employment Details

To add or change information click on the red text (or existing text you wish to edit) and
another box will appear, you can enter information into this box, ensure you have clicked on
the blue tick box (indicated with an arrow in below photo) to save what you have entered.

& Personal Information

Username/Email:  test_hughese Sdcardiff.ac.uk

Tite:  Mrs
First Name:  Add inf Atiar Last Name

Last Name:  Ado Ir L P— «

@ Preferred Contact Informatic..

You are also required to add your current and former employment. Se | e ct
Hospital Employment Details section.

60Add Hospital

@ Employment Details

Current Archive

€ Please use the selector in the "Primary’ column te choose which record is your primary employment.

- Remove From
Health Board Hospital Start Date Primary ey
Cwm Taf HE Locality Dewi Sant Hospital 02/08/2017 L ] (]

https://medical.marswales.org
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From there you need to use the drop down boxes to choose your hospital, including start
date.

Add Employment

Employment details you add here will appear in the "current’ tab. You will then be
able to select which is your primary employment.

Health Board  select Health Beard
Hospital | A Locality needs to be selected
From Date

To Date

You need to select the Primary column to choose which record is your primary employment.
An archive of previous posts an loyment will remain in the second tab within this area.

% Hospital Employment Details €

Current

. ‘Remove From
Heaith Board Hospital Start Date Primary

Erongiais General Hospiial \
Hywel Dda HE Locality 01/09/2017 o] <]

In the second tab onthispage;,6 Act i vi ti esd® you can add Yourther p
are required to provide a brief description of work undertaken both clinically, within the

Health Board, and in other afeas you feel are relevant to your appraisal. Please click on the

green6 Add/ Edit/ activitiesd button or>xon Add notesbd

& My Details personal and professional information -_s’%:. vities
fee

The GMC requires you to undertake appraizal on your whole practice. This means that any acivity you undertake a5 3 doctor that requires a licence 1o practice should be declared to your appraiserhere_The information you enter will be canried owag 1o subsequent years, if

YOUF CiftuMEtances change you can edit your activities here. You will be asked 1o confirm this information before each appraizal.

¥ Responsibilities and activities within General Practice & AddlEdit Activities

—

Activity Notes:
Test

2 Emergency, on call and out of hour activities

Mo out of howrs care [=] Activity Notes:

Mainly out of hours care [x] OOH

> Details of other clinical work
Aty

> Details of non-clinical professional activitiese
Activity Notes:

» Activities outside your main rolee
Activity Notes:

MARE; Secondary CareHow To Guideg Version3.1
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You are also required to upload job plan i

nf or ma
. . ~ . .
informationd button or the existing text to ente
& My Detalls personsi ana protessional information and actwites
Monday PM
'
2 Weekly Plan @
Day AM Session
Mondsy Add Information
Tuesday Add Information
Friday Add Im
2 Upload Job Plane

You can also upload your own job plan here. Please insert the job plan as agreed with your
directorate manager. This file will automatically be saved to the 'Files Area'.

Appraisal Booking Process

Once logged in and once your personal and professional information is up to date, you can
begin the appraisal booking process. From the home page, click on the column on the left.
Select the 'Doctor' menu option, this will show a drop down menu. See below:

@ Dashbozra

28 admin

& Docoor v

@ Welcome to MARS

Welcome to the Medical Appraisal & Revalidation System (MARS), the appraisal website for sl docto

My Appraisals

Appraisal Informaiton
Revalidation Progress ,'1 [
My Details .
Files Area

(& Appraiser v

E= Appraisal Resources = Revalidation Resources

Follow the link below to find helpful resources to aid you in your appra;

Click the link below to discover resources to help you through your re

© MARS Help & Support

Please click on the 'My Appraisals' menu option.

Allocated Quarters

In order for Appraisers to be able to manage their workload appraisals need to be
distributed evenly throughout the year, you will be given an Allocated Quarter (AQ)

upon registering with MARS. This is a 3-month period during which you must have

https://medical.marswales.org
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your appraisal, and is usually based upon your last appraisal date. The AQs are:
January i March, April T June, July T September, and October i December. This
can be found in the first box in the Appraisal Information/

» Ny Appraisals

R B m

Revalidasion Progress

My Dietails @ Please start your appraisal by adding your appraisal information and/or seledting

Files Area
» Current Appraisal - Jul-Sep - 2018 (change 43)

Appraisal Information Appraiser Selection

o o

= A ulkSep- 2008 4 Click 1o sedect Appralzer

+# Click to add Information

Ky @ Opén for editing @ Mot yet available @ Comgplered for thid appradal @ Lacked fron
Status Action

Appraizer Selection M Mo Aporaizer selected Request an Apprail

You are assigned an Allocated Quarter within which you are required to undertake
your appraisal. If there are extenuating circumstances which will prevent you doing
SO you may request to change your Appraisal Quarter, this process is explained
below.

Changing your AQ

There is a button on MARS for you to request to change your Allocated Quarter i
this can be located on the Appraisal Information page in the top left, and is illustrated
in the image below:

Current Appraisal Previous Appraisals

iton

‘55 > Current Appraisal - Apr-Jun - 2013 (change AQ) @

https://medical.marswales.org
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If you press the Change AQ button 1 this box will appear. Here you can request to change
your AQ i please select the appropriate quarter from the options available, a reason must be
entered for your request to be submitted for review. You will be notified by email if your
request is successful or not.

Request AQ Change

Jan-kar
Thiz request will be sent to your Health Board Administrator to

ul-Sep
Your Current AQ: Apr-jun Requested AQ: [laearis

Reason:

A\ Mease Note- This request will not be instantly applied, it will be considered and
manually changed by an administrator.

My Appraisal Progress Page

If action is required (from you or your selected appraiser) the respective box will remain blue,
if you have done what is required or this part of the process is complete, the box will be

green.

@ Dasnbosrg & Doctor > My Appraisals

Ao - "
Seitsan € My Appraisal Progress Manage your current appeaisal progress and view your previous sppraisalinformation

* Myappraisals Currers Appraisai

Appraizal Informatian
RevalioaTon Frogress @ Please start your appraisal by adding your appraisal information and/or selecting an Appraiser below.
My Dessits
» Current Appraisal - Apr-Jun - 2018
Files Area
& Apprasser v Appraisal Information Appraiser Selection Declarations Appraisal Meeting Appraisal Summary
AQ: Apr-jun - 2018 & Click to select Appraiser o e ations: Msuting Sates fram Appraiser wil b4 Ezed here Committed by Appraiser: x
# Click to add Information Agresa: X
ke (@) Opentoredrg (@) Notyecmuare {S) Compicet for i ppessa
Seatus Action
Appraiser Seecion il oo Appraer seecind Request an Agpraiser
Appraisal Meesing oz bosked SUZGESTeq MERTNG SATES YO YOUT ADPIAISAl will Dé FSTRG In ADDraal MEeUNgS' bove

/

Please refer to the key which lets you know which boxes are available for editing / action and
which are complete or not yet available

A

Once on this page, see the O6Appraiser Selectioné

https://medical.marswales.org
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Once you have clicked here you will be taken to the Appraiser Selection page. The table lists
appraisers available in your locality. You can choose up to 3 possible Appraisers, ordered in
preference. Your second choice will only be notified if your first choice declines and so on.
The columns within the table provide further information regarding each Appraiser and their
availability. You can only select the same Appraiser twice in a 5 year period.

@ Dashboard
B Request an Appraiser
My Appraisals @ Important Information
Appraisal Information
> Appraiser Availability for : Dema01 MARS AQ:Jul-Sep (2017) 2 Your Selection
Revalidation Progress
Search: Preferred appraisal meeting
M I janua v
v Detals show 50 [V] entries n month: Janiiary |
Files Area @ This is sent to the appraiser but
nat guaranteed
Firstname Lastname & | Biopic® Availability & My AQ O Next AQ & Select
| | | |  Submit Choic
Christopher Price =] @ ] m
Demo02 Mars =] @ @ ===
> Table Key
Demo03 MARS ] @ @ m
(> Click to see the appraisers Biopic.
Demo0d MARS ] @ @ m
£ Click to see the appraisers availability on a calendar.
. Demao05 MARS =] @ @ m @ The appraiser is available within this quarter.
Demo06 MARS o @ @ E=3 ® The appraiser is unavailable within this quarter.
—— po— & @ ® m :f znrw;:ats:: appraiser with restricted avallability. Hover for
[ ion,
Demo08 MARS =] @ m @ Shows an appraiser has been used for the maximum of
I T T [X] appraisals wihtin this revalidation cycle.
Demobg MARS /M .y @ m

'My AQ' and 'Next AQ' columns indicate whether an Appraiser is available within your
allocated quarter or the next by showing a green tick symbol. If you are no longer within your

Al l ocated Quarter you wono6t be able to book an
Sian Parker =
steffan Biggs =

>

When clicked, the calendar symbol shows an Appraisers calendar. If the Appraiser has
identified specific days and times for appraisals then they will be indicated here in green.
The Appraiser may not have specific slots for appraisal and therefore this will not show.

This biopic (speech bubble symbol) is a short biography focusing on the Appraiser

themselvesWa of speciality and availability.

Peter Rowlands > ]

Sarah Mutter

https://medical.marswales.org
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When you make a selection for your preferred Appraiser, you must also pick a month in
which you would like to be appraised (look to the right of the screen). The site will not allow
you to proceed unless you have selected a preferred month.

2 Your Selection

preferred appraisal meeting month: Choose a Month

@ This is sent to the appraiser but not

guaranteed.

2 > Table Key

If, after selecting an appraiser you need to reschedule or cancel your selection, you will need
to contact your appraiser, as they will have to reject your request before you can select
another. You can email your appraiser by clicking on their name in the appraiser selection
box.

Appraisal Booking Process - Arranging Meeting

Once an Appraiser has confirmed they are happy t
notification via email. You can then arrange a meeting date and time with your Appraiser,

please do this in advance to give your Appraiser enough time to read and assess your

Appraisal information.

Once your appraisal request has been accepted your Appraiser will suggest meeting dates

to you. These will appeari ancwiltcdmtainidfoinpagon ai s a l Me e t
regarding date and time of the meeting. The box will go blue to let you know you need to

accept or reject their suggestions. Click on the individual meeting date to do this.

As there are a number of doctors being appraised at the same time across Wales, you are
encouraged to please confirm the meeting ASAP in order to secure the most convenient
date.

Once a meeting date has been confirmed the box will go green.

> Current Appraisal - Jul-Sep - 2017 (change AQ)

Appraisal & Appraiser Selection Declarations

Information ° o

& Appraisal Meeting Appraisal Summary

© ®

Booked: 17/08/2017 Committed by Appraiser: X

Agreed: X

&= Charlie Hughes (Accepted) Dedlarations not completed

(2017 - Jul-Sep) & Declarations are locked

Q View Information
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