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Welcome to Appraisal Toolkit for Nurses 
 

You can access the site at https://appraisals.clarity.co.uk/nurses/toolkit/Account 

This guide will help you navigate through Appraisal Toolkit for Nurses as a first time user of the 

appraisee and appraiser roles, giving you guidance and tips to ensure you benefit as much as 

possible from your trial access. 

There is an additional blank page at the back of this pack you can use to make any notes. 

Please feel free to add/edit/delete information on the account to allow yourself to fully experience 

Appraisal Toolkit for Nurses as a user would when completing their appraisal.  

 

 

Logging in 

Go to https://appraisals.clarity.co.uk/nurses/toolkit/Account and simply enter the details you have 

been provided with into the fields on screen before clicking “Log in”. 

 

 

 

 

 

https://appraisals.clarity.co.uk/nurses/toolkit/Account
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Using Appraisal Toolkit for Nurses as an Appraisee 

Login to your account at https://appraisals.clarity.co.uk/nurses/toolkit/Account using the log in details 

you have been provided with. You will be taken straight to the Appraisee Homepage, which contains quick 

links and overviews to different areas of Appraisal Toolkit for Nurses.  

 

 

Click here to change your active role or view or edit your personal information 

 

Navigate around the different areas of Appraisal Toolkit for Nurses using this menu bar 

 

Click here to be taken to the messages inbox for this account 

 

This gives an overview of the current appraisal, including important dates, appraisal progress, 

meeting date (if booked) and appraiser name 

 

These links take you to some of the help resources we provide our users 

 

We actively update our social media accounts to ensure users are kept up-to-date with progress, 

news and updates. Click these buttons to go to our pages. 
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Professional Profile 
 

The Professional Profile is a storage area for appraisees’ professional details. This includes any 

professional qualifications, extended skills, memberships to specialist associations, roles (both within and 

outside of the NHS), issues of probity and convictions. The ‘My Details’ page will be automatically 

populated with information gathered during registration, but can be edited as necessary.  

Information added to the Professional Profile is automatically imported into forms 1 and 2 of appraisals with 

the appropriate date ranges. This allows appraisees to focus on gathering their appraisal evidence rather 

than re-entering the same information every year.  

 

 

Click these links to go to each section of the Professional Profile. Each section has an “Add Item” – 

click this to enter new evidence. 

Some sections and evidence types have additional guidance notes to ensure users are adding the 

correct information to each section. Click the link to read the guidance when you are view different 

sections.  

Did you notice? 

Clicking ‘Online CV’ does not open a new page – instead it starts an automatic download of a PDF 

file created by collating all of the information stored in the Professional Profile. This file can be 

printed, attached to emails, or saved to your computer for future reference.  
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Portfolio 
 

The Portfolio is a personal storage area which allows the appraisee to store their appraisal evidence 

outside of the appraisal documentation itself. Nothing in the Portfolio will be seen by any other users unless 

it is imported into an appraisal and submitted.  

 

The Search function allows you to search through the whole Portfolio for a specific item by title or 

keyword. 

The Actions menu allows you to view, edit or delete items. Click the white arrow to show the options 

then click on the links in the menu. 

Did you notice? 

 

The Portfolio has the same type of navigation bar as the Professional Profile. When you view a different 

section there is an “add” link at the top of the grid which allows you to add new evidence.  When you add or 

edit an item in the Portfolio there are four tabs to complete to allow a wider breadth of information (such as 

supporting documents, reflection and connections to the 6 Cs) to be added ready for appraisal. 
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Appraisal 

 
Appraisees can view and edit current and historic appraisals in the Appraisal area of Appraisal Toolkit for 

Nurses. 

 Documentation from previous appraisals can be uploaded 

in the Historic Appraisals tab and any appraisals that are 

completed using Appraisal Toolkit for Nurses will be 

automatically moved to this section upon completion.  

When you view a current appraisal, you are taken to the appraisal dashboard (see below). 
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This section gives an overview of appraisal progress, appraisal history (e.g. dates of status 

changes, appraiser allocations), and appraiser details.  

CPD points are automatically tallied as they are added to different evidence items. The overall total 

for the appraisal is shown along with individual totals for different evidence types. 

Click each evidence type to navigate through the appraisal. The evidence type overviews are similar 

to the page you have already seen within the Professional Profile and Portfolio, however there are 

key differences such as additional reflection options and additional tabs (see below).  

The Actions and Tools sections of the menu contain various tools to help appraisees manage their 

appraisal, such as the print and download options, the ability to book the appraisal appointment, 

import information directly from their Portfolio and submit their appraisal to the appraiser. 

 

Did you notice? 

In addition to the individual reflection tabs 

contained within an item, there are free 

text boxes on the main evidence type 

page for appraisees to record a reflective 

statement about, for example, their CPD 

activities as a whole.  

 

 

Did you also notice? 

There is a fifth ‘Organisational Values’ 

tab within items in an appraisal. This tab 

is controlled as an organisational setting 

by the appraisal administrators. It is an optional tab that can be turned on or off, and the fields can be 

adapted to reflect the organisation’s own values with free entry for titles, the ability to add tooltips and the 

choice of input method (for example a free text box or tick box) 

When you navigate through the appraisal, you should take particular note of the new sections not found in 

the Professional Profile or Portfolio: 

Additional Areas of Discussion - This allows appraisees to discuss factors such 

as their career aspirations, their achievements and challenges, and any other 

information they feel is relevant to their appraisal. 

Proposed PDP - This section allows appraisees to propose PDP activities to their 

appraiser. 

The Six Cs Overview – This shows the number of items of each evidence type 

that has been linked to each of the 6 Competencies. 

Statements and Declarations - These statements contain information regarding convictions, probity 

issues, health and assurance. 
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Another benefit of using Appraisal Toolkit for Nurses is the easy to use Import function available in the 

appraisal forms. This allows appraisees to add information already stored in their Portfolio into their 

appraisal documentation with a few clicks of the mouse. Information can be imported in two ways: 

 

1. In bulk – Either click the ‘Import from Portfolio’ button at the bottom on the 

dashboard, or ‘Import from Portfolio’ in the left navigation bar. Tick the boxes of 

any items to import then click the purple import button. A green confirmation 

box will appear to show the items were imported successfully. 

 

2. By evidence type – Items can be imported according to evidence type from 

each evidence overview page. Click an evidence type in the left navigation 

menu to go to the overview page. If there are any relevant items in the Portfolio 

available to import there will be a purple ‘Import’ button underneath the grid 

showing how many items are available, simply click this and select which items 

you want to import.  

 

Appraisal Submission 

Once an appraisee has entered their appraisal evidence they can submit the appraisal to their appraiser by 

clicking ‘Submit Appraisal’ in the left navigation bar. The appraisal submission page has a traffic light 

system to highlight if any required information is missing or if there are additional fields that the appraisee 

may benefit from completing before submitting the appraisal. This encourages to appraisee to ensure their 

appraisal is as robust as possible and that no areas have been missed accidentally.  

Once all errors marked in red are rectified, a ‘Submit’ button will appear at the bottom of the screen. Click 

this to read the submission declarations and submit the appraisal.  

 

 

 

 

 

 

 

 

 

 

 

 


