Reviewee Instructions for the 
2024 Pediatrics Annual Evaluation Survey

Introduction
The annual evaluation survey is web-based using REDCap. The survey responses from both the reviewee and evaluator will be recorded in the same survey record. These instructions will detail how the reviewee is to use the survey instrument to complete their portion of the evaluation survey. If you have technical questions concerning the use of the survey, please contact Amy Nabours (amy.nabours@vumc.org) or Carl Sanders (carl.sanders@vumc.org).
NOTE: If you are new to the department (since July 1, 2023), please use your 100 Day Plan as a starting point for your goals.
The Survey Link
The survey invitation e-mail sent to you has the link needed to access your survey. The information concerning your link is at the bottom of the e-mail message.
Please save the survey invitation e-mail. You will need the link if you need to return later to the survey.  
The Survey Login
Enter your e-mail address to validate your entry into the survey.
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Starting the Survey
After logging in, the survey will open to Page 1 of 14 (actual length of survey may vary based on questions relevant to your track).
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· Identifying information (such as rank, track, FTE, etc.) is displayed at the top of the survey. If any of this information needs to be updated or changed, please contact Amy Nabours at amy.nabours@vumc.org.
· Required fields have a note: *must provide value. You will not be able to advance to the next page if you have not entered a response in all the required fields. 
· At the bottom of each page you will find these buttons to navigate the pages of the survey:
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*See instructions below for the ‘Save & Return Later’ button.



Evaluator Questions
[image: ]
· On the first page, you will be asked to provide the name of your evaluator. This person is typically your division chief.  
· Please click on ‘No’ for the “Are you the evaluator?” question. This is necessary so that you will be presented with the proper questions in the remaining sections of the evaluation survey.
Ongoing Professional Practice Evaluation (OPPE) 
Please answer the following questions, if required.  This question will not appear for all tracks.
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Reviewing Promotion Criteria
Please indicate that you have reviewed the promotion criteria for your faculty track, if applicable.  This information should only appear for those with faculty appointments.
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Questions for faculty NPs, PSPs, and Staff Physicians
· Promotion criteria for the Assistant in/Associate in track will be included if applicable.
· In this section, you will answer questions related to goals, professional activities, and well-being.
· You can skip to page 5 of this instruction document for information on how to save and return to the survey, uploading your CV, finishing the survey, and signing/submitting the survey.
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Activity Evaluation Sections
Pages 3-8 will present a question asking whether you devoted professional activity in Clinical, Teaching, Service, Research or Administrative activities. 
· Clicking on ‘Yes’ will display subsequent questions for you to complete (see below). If you click on ‘No,’ the subsequent questions will not be displayed.
· Note that last year’s goals will be displayed.
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*Save & Return Later
The ‘Save & Return Later’ button will appear at the bottom of each page.  You will use this button when you would like to save your work and return later to finish the evaluation survey. 
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· To return to the survey, you will use the personal survey link that is e-mailed to you.  This link is unique to you and should not be forwarded to others.  If you do not have your personal survey link, contact Amy Nabours to receive it.
· You can close this window to exit the evaluation survey.
Returning To the Survey
After accessing the evaluation survey using your personal survey link, the following form will load: 
[image: A screenshot of a survey

Description automatically generated]
· Enter your e-mail address and click on the ‘Log In’ button. 
· You will be taken to the page in the form where you left off. 
· If you experience a problem with returning to the survey, you will need to contact Amy Nabours (amy.nabours@vumc.org) or Carl Sanders (carl.sanders@vumc.org).



Uploading Your CV
On page 11, you will be asked to upload your current CV. This step is required for the survey to be completed. 
· Please upload a current CV with a “last updated” date on the first page, in the required School of Medicine CV format. https://www.vumc.org/faculty/required-format-curriculum-vitae 
· Clicking the ‘Upload file’ command will allow you to attach a PDF of your CV.
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· After successfully uploading the CV file, you will get the following confirmation.
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Finishing the Survey
After you have completed these steps, you will be ready to hand off the survey to the evaluator. 
· Proceed to the bottom of page 12.
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· Stop the survey at this point and do not proceed to page 13. Click on the “Save & Return Later” button.  
· Notify your evaluator via email that you have completed your evaluation survey.
· Once notified, the evaluator will be able to access your survey and complete their portions of the evaluation survey instrument.


Signing and Submitting the Survey
After you have met with your supervisor/evaluator, access your evaluation survey using your personal survey link. 
· On page 13, you will see a confirmation statement that says, “I have read the completed review and confirm that the contents were discussed with me.” If this is correct, click ‘Yes.’
· Under this statement, you will see a ‘Reviewee’s Signature’ box. Typing your name into this box will serve as your signature.
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· Disregard the Department Chair section and advance to the next page (page 14) to click the ‘Submit’ button.
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2

image2.png
2024 Pediatrics Annual Evaluation

Dear Example,
Please complete your 2024 Annual Evaluation below.

Thank you!
Page 10f 14

Survey Instructions.

Please note: REDCap may log out after a few minutes of inactivity. To avoid losing your work, click "Save & Return Later". You will
use your personal link and email address for access.

Jfyou lose your personal link. contact Amy Nabours or Gerl Sanders for re-entry.

Your evaluation should be finalized & submitted by June 14, 2024.

Name: Example

Last Name: Doe

Degree: MD

Track: Educator Track

Educator Rank:

Whatis your tenure status? Non-Tenure Track

Division: Hematology-Oncology

Full-time/Part-time: Full-time (1.0 FTE)
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<< Previous Page | | Next Page >>

Save & Return Later
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Evaluator NameTitle
Typically your division head

Are you the evaluator?

« must provice valve

Date of Evaluation Meeting

Yes

05122022

Today] MDY
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Are you a Nurse Practictioner?

reset
Are you a Behavior Analyst? Oves
@No
reset
Are you credentialed? @ Yes
“ must rovice value ONo
reset
Do you have hospital @ Yes
“ must provice value ONo
reset

FPPE (Focused Professional Performance Evaluation) is a part of peer review for credentialed clinicians. All newly
icians undergo FPPE during the first 6 months of their appointment. This is followed by Ongoing
Professional Performance Evaluation (OPPE). In some cases, to help with improvement, clinicians may enter a
period of FPPE for cause based on review of quality data, documentation concerns, etc. If you were placed on an
FPPE, you would have received a leter from your clinical supervisor describing the reason for the FPPE. Thus,
‘most clinicians will answer the next question "No”.

Are you currently on a Focused Professional Prac OYes
Evaluation (FPPE)? @No

« must provice valve reset
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Faculty Tracks at Vanderbilt University School of Medicine
Requirements for Promotion by Track.

Atachment % Pediatics Facully Annual Review Appendix 2015.0df (032e)
I have reviewed the promotion critera for my assigned facuty @ (/0c)

track.

* must provide value
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Are you a Nurse Practictioner?

Are you a Behavior Analyst?

Track Criteria for the Assistant Associate Track

Assenment. %) Assistant Associate Track Standards.pdf (.14 &)

Have you reviewed the track criteria for the Assistant Associate.
Track?

« must provice valve

Please describe your goals in the area of clinical activities.

Have you engaged in other Professional Activiies? (CQI,
Administrative, Research, Other)

Please attach your current CV

« must provice valve

Yes
No

Yes

@No

Expand

2 Upload file
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1. CLINICAL ACTIVITIES

The information included in this section should be limited to your activities during the period of July 1, 2021
through June 30, 2022.

1 devoted professional activity to this area in the O
reporting period. ONo

reset
Does your I practice require board certification? ©®ves

ONo

reset
Do you have to participate in Maintenance of Certification to ~ ® Yes
‘maintain your board certification? ) No

reset
When does your current MOC cycle end? 1213172022
« must provice vaive
Are you currently on track to complete MOC on time? @ Yes
“ mast rovice value ONo

reset

Provide a list of your clinical activities. Include for each of your olinical ctivities the type of inpatient or outpatient activity,
location of activity, and duration of activity. Include in this section. clnical awards and honors.

Expand
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Self-Assessment of Progress Toward Goals
Briefly comment on the extent to which you feel you met your clinicel goals for the current year. Include the challenges you
have faced during this academic period, and the approach you took to address each challenge. Indicate what you, the
department, o the institute could do to enhance your professional development in this academic area.

Jfyou joined the department on or after 7/1/21, please use the First 100 Dey Plen goals as the refererce for your goals in
each section.

Expand

Clinical Plans and Measurable Goals for Next Year
The information included n this section should be limited to your diinical plans during the period of July 1, 2022 through
June 30, 2023. Goals might include clinical produstivity, patient satisfaction, development of new initatives or programs,
ete

Expand
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Your survey responses were saved!

‘You have chosen to stop the survey for now and retum at a later time to complete it. To retum to this survey, you will need the survey lnk to this
survey.

‘Survey link for returning
‘You may bookmark this page to retum to the survey, OR you can have the survey link emailed to you by providing your email address
below. If you do not receive the email soon aftervard, please check your Junk Email folder.

Enter email address Send Survey Link |

“our amai adirass il not e sored

Orif you wish, you may continue with this survey again now.

Continue Survey Now |
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Please attach your current CV.

- must provide vaue.

2 Upload file
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Upload file

Please attach your current CV

 File was successfully uploaded!

Close
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STOP! You are finished with the self-evaluation portion of this survey.

lick on Save and Return Later.

You will use your Personal Link and Email Address for access.

Send your evaluator an email notifying them that you are finished and the survey is ready for their comments.
Once you have met with your supervisor and reviewed their comments, you will eturn to this survey using your personal

link and email address for access and complete the acknowledgment section on Page 10 before submitting the completed
survey,
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Reviewee's Signature
(Typed name will serve as signature)
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STOP!
CLICK suBMIT
ONLY
ifyou have met with your supervisor and reviewed their comments...

<< Previous Page Submit

Save & Retumn Later
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(2 Survey Lo

Survey title: "2024 Pediatrics Annual Evaluation”

Before beginning or continuing this survey, you must first log in by successfully entering the correct
values below. You must successfully enter a value for the field below. Please note that the login is

“not* case sensiive.

Email Address
O show vaive

Logln




