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The System 
 
The Five Minute Appraisal (FMA) per review system is designed to improve the 
standard of documentation in the NHS and private healthcare sector. 
 
Using 3 critiquing tools staff appraise each others’ entries; it is far easier to criticise 
someone else’s work!  The appraisal should only take five minutes. 
 
Managers will need to spend time at the outset to familiarise staff with the critiquing 
tools.  Alternatively, Kate Hill of  InPractice Training can visit your ward or unit and 
provide a training day for your staff.  (For more details on training please contact 
Joanne Haswell on 02072277489. 
 

The Critiquing Tools 
 
The critiquing tools are as follows: 
 

Incomplete Tasking 
 
This is where the writer only describes half of what they did.  For example “patient 
reassured”.  This phrase describes the act of reassurance but does not set out how the 
patient reacted to the reassurances. 
 

Is that a fact? 
 
The rule is simple; wherever an opinion is expressed it should have a factual basis.  
The skill, however, is not applying the principle but rather in recognising what is a 
fact and what is an opinion.  For example the phrase “patient used abusive language” 
is actually an opinion. 
 

Education 
 
This is about ensuring that the record is accessible to a multidisciplinary team.  The 
writer may have to expand certain entries so that everyone understands what they 
mean. Abbreviations should be used sparingly and certainly only those which appear 
on your department agreed abbreviation list. 
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How to get started 
 
 
Once you have familiarised your staff with the critiquing tools and explained the 
FMA system you are ready to start the process.  This involves a three-stage approach. 
 
 
 

1. Personal Performance Monitor 
 

This form should be used by each member of the team to record peer appraisal 
of their record keeping. 

 

2. Weekly Performance Monitor 
  

This form is used by all staff to record that they are performing appraisals 
once a week. 

 
 

3. Monthly Review 
 

This form is used on a monthly basis to collate information on staff 
compliance with the FMA system and to note action plans and feedback. 
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