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MARS Doctor User Guide ï Secondary Care 

https://medical.marswales.org   

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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Registration 

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

 

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. 

 

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.  

If you arenôt registered on the system, youôll need to do this first, as demonstrated in the 
previous section. 

 

 

 

 

 

 

 

 

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 ï My Appraisals tab on the left. 
Highlighted with the red arrow below. 
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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 óMy Detailsô page on the left hand menu.  Once on the My 
Details page you can add or update the appropriate information.  

 

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. 

 

You are also required to add your current and former employment.  Select óAdd Hospitalô in the 
Hospital Employment Details section.  
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From there you need to use the drop down boxes to choose your hospital, including start 
date. 

 

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

 

In the second tab on this page, óActivitiesô you can add further professional information. You 
are required to provide a brief description of work undertaken both clinically, within the 
Health Board, and in other areas you feel are relevant to your appraisal. Please click on the 
green óAdd/Edit activitiesô button or on Add notesô to enter information.  
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You are also required to upload job plan information. Again please click on the óadd 
informationô button or the existing text to enter information. 

 

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: 

 

 

 

 

 

 

 

 

 

 

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 
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your appraisal, and is usually based upon your last appraisal date. The AQs are: 

January ï March, April ï June, July ï September, and October ï December. This 

can be found in the first box in the Appraisal Information. 

 

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 ï 

this can be located on the Appraisal Information page in the top left, and is illustrated 

in the image below: 
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If you press the Change AQ button ï this box will appear. Here you can request to change 
your AQ ï 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. 

 

 

 

 

 

 

 

 

 

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. 

 

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

 

Once on this page, see the óAppraiser Selectionô box (highlighted by the red arrow).  
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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. 

 

 

'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 
Allocated Quarter you wonôt be able to book an Appraiser.   

 

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 
themselves, their interests, location, area of speciality and availability.  
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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.  

 

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 to appraise you, youôll receive a 
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 appear in the óAppraisal Meetingô box ï and will contain information 
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.  
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