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Personal Development Planning and KSF

he NHS National Waiting

Times Centre has a
commitment to ensure that
every member of staff has an
up-to-date Personal
Development Plan (PDP) in
place by 30 July 2007.

A number of you will already
have a PDP. If you do not have a
current one in place then there is
still time to do so — speak to your
manager as soon as possible as
both of you will require to commit
enough time to develop one by
the July deadline.

Personal Development Planning
is seen as an essential part of
good management practice.
Done well, it can motivate staff
and help both individuals and the
organisation to reach key
objectives.

At the heart of the process is an
annual review meeting where
personal objectives are set (or
reviewed and re-set). This
meeting should be one in which:

e you gain information on what
is expected of you at work

e you agree or review work
objectives with your manager

e your performance is reviewed
against the knowledge and
skills in the KSF outline (where
there is an up-to-date one for
the post);

e you and your manager agree
any developments required for
the coming year

e you have an opportunity to
discuss career
development and
motivation.

The annual review meetings
will be supplemented

throughout the year by more
informal reviews of progress.

Everyone involved in the
process has a responsibility
to ensure that they
understand the principles and
to fully participate in the
discussions, and to take an
active responsibility for their
own learning and
development to fulfil the
objectives agreed.

Your reviewer — who can be
your manager or supervisor —
should help you prepare your
PDP, finding the necessary
time to do so. Reviewers also
need to be able to give clear
and effective feedback on
performance.

Both the reviewer and post
holder have a joint
responsibility to:

e Agree objectives for the
year and the progress
made against the KSF
post outline (where there is
an up-to-date outline for
the post)

e Discuss and establish
learning and development
needs

e Review objectives and
progress throughout the
year.

KSF outlines

Most staff should now have
agreed a draft outline for their
post that, when approved, will
form an integral part of the review
process. The reviewer and the
post holder need to work together
to collect a valid set of evidence
that can be used to encourage
personal development.

For managers and reviewers,
KSF outlines are currently being
consistency checked by our
internal validation panels. All
managers will have to return
their final post outlines by 30
April 2007. If you have any
questions about the status of
your KSF Outline, then please
speak to your manager or contact
Craig Spinks on ext 5002.

e-KSF

e-KSF is the electronic tool which
will record all of your PDP and
KSF. Managers and staff will be
invited to attend special e-KSF
learning sessions throughout
May and June — dates are being
finalised and will be
communicated very soon.

Monitoring the new PDP
system

A simple system will be
introduced to record PDP dates
for staff in each department. In
the longer term, this monitoring
will be done automatically using
the e-KSF tool.
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Advice and support on Personal Development Planning

Appraisal skills -
full day workshops
for managers and
reviewers

Two one-day
workshops for
managers and
reviewers who are
new to giving
appraisals will take
place on Monday 23
April and Tuesday 1
May. More dates are
planned. For further
details contact Craig
Spinks on ext 5002.

More information on PDP and KSF will be coming soon - look out for posters on your notice boards!
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PDP and KSF refreshers -
half day workshops for
managers and reviewers

Half-day refresher workshops

are planned for Tuesday 24
and Thursday 26 April and
Tuesday 8 and Wednesday 9
May. Lasting around three
hours, the sessions will
cover:

Planning for PDPs

Top Tips for PDP success
Giving effective feedback
KSF refresher

Collecting evidence.

Tell us what you think...

Your PDP - all staff
Sessions will take place
in May and June for any
staff wanting more
information on issues
surrounding PDPs and
appraisals. Lasting one
hour, the informal
sessions will be held in a
question and answer
format with supporting
materials. If you would
like to attend one of
these sessions then
please leave your
contact details with Craig
Spinks on ext 5002.

Appraisal Skills —
all staff

Breakfast, lunchtime
and twilight learning
sessions will be held
during May and June
to allow staff to
attend appraisal skills
and PDP sessions.
These will be very
informal with videos
and other creative
materials used to aid
learning and
understanding.

We want to hear your views. If you would like to comment on any of the issues featured in this staff bulletin, please
complete the form below and return it to:

Communications Department, NHS National Waiting Times Centre, Golden Jubilee National Hospital, Clydebank.

You can also e-mail us at: comms@gjnh.scot.nhs.uk

Name and department (optional):

Comments/Questions:

~

X/05Apr07

\



