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1. Executive Summary

1. The discussion that takes place between individual and manager when they receive the outlines for their role should include the development and agreement of a Personal Development Plan (PDP) to maximise progress towards Gateways.  These should all be complete against KSF outlines.
2. The activation date for KSF pay progression is October 2006 from that date onwards, anyone receiving a PDR (Appraisal) and PDP review who has started a new job within the previous 12 months will have their pay progression based on the requirements of the KSF Foundation outline for their job (on the basis that they have had the previous 12 months to set the objectives)
3. Currently, the majority of staff have a KSF outlines, and work is currently being undertaken to ensure that the remaining staff have their KSF outline by the end of the year.

4. Anyone whose next pay progression point would be the Full outline point for their pay band will be assessed against the requirements for this Gateway providing that it is at least 12 months since their last pay increment.
5. Regular one to one meetings should be in place for all members of staff with their line manager to discuss work, progress and support that maybe needed.
6. Mid year reviews will take place 6 months after the 12 monthly PDR/PDP, to ensure that the individual can maximise their PDP and achieve relevant Gateways.

7. Anyone who has a pay increment in 2006 (based on Whitley terms and conditions) and thereafter changes jobs (and receives a KSF outline for the new job) will not be able to receive a further pay progression award until they have reached the 12 month point in the new job and shown that they can meet the requirements of the Foundation Gateway.

8. Anyone joining the NHS on Agenda for Change terms and conditions should receive the KSF outlines for their job and have a discussion to agree their personal development plan, within a month of joining.

9. Anyone changing jobs and receiving a new KSF outline should again receive the outlines for their job and a PDP within a month of changing jobs.  Delaying this process means that individuals have less chance of achieving the requirements of the Foundation Gateway at the12 month point.

10. The only exception to the above will be those subject to Fast Tracking rules from Band 5 to 6

11. Those assimilated on an Agenda for Change pay band who have more than 12 months service in a job will not have to demonstrate that they can meet the requirements of the Foundation Gateway but will continue to progress up the pay band until they reach the Full Gateway.

12. Those who are assimilated at or above the pay point for the Full Gateway for their pay band will also not be subject to a KSF review which governs pay progression. However, their PDR/PDP reviews will be based on the outline for the role in question and will be considered if and when they apply for jobs at higher pay bands.

13. Any decision to defer pay progression at a Gateway should be fully discussed with the relevant Human Resources Manager prior to being actioned.  A form is enclosed which enables managers to document any reasons for deferral and should be sent to Human Resources.
14. Training for managers and staff will be available in the form of Process Awareness (understanding of how it works and what the requirements of it are).  
2. Introduction

Brent tPCT is committed to delivering the best possible service for our patients and service users. It fully recognises the critical role of all staff in delivering that service and is keen to ensure that staff have the opportunity to receive appropriate support and development and fulfil their potential.
This means that we want to ensure staff has the opportunity to review their work and reflect on their practice - we can all learn from what we have done well, what we would like to have done better and how we want to develop the service in the future.  Brent tPCT’s Personal Development Review offers a framework to make this happen, based on the NHS Knowledge & Skills Framework (KSF), which lies at the heart of career and pay progression within the NHS.

3. Benefits of the Personal Development Review

It is an opportunity to:

· clarify your and your manager’s expectations of your work and receive constructive performance feedback
· confirm the requirements / priorities of the job for the coming year in the form of objectives
· facilitate pay and career progression

· highlight your achievements and discuss concerns for joint problem solving  

· develop your potential and increase your  job satisfaction

· discuss and agree development needs and how these might be met  

· identify and implement areas for service development/improvement 

· ensure that your work priorities and the tPCT’s fit together and are focused

4. Personal Development Review process

It is expected that your manager will have regular one-to-one meetings with you throughout the year to discuss your work, development and support needed. The development review is an opportunity to think about this in a structured way and as with the one-to one meetings, should be a two way process between you and your manager. 

The review is an ongoing cycle of review, planning, development and evaluation for staff against the demands of their posts taking into consideration organisational and individual needs.







Appendix A provides more information on the Personal Development Review (PDR) process, whilst Appendix B provides a list of questions to help you prepare for the meeting.  The latter will also be used to structure the PDR meeting. 
In addition to Stage 4, the grandparent (your line-manager’s line manager) is required to also sign-off the joint evaluation of your work objectives and personal development plan.
5. The Knowledge and Skills Framework (KSF)

5.1 The NHS KSF defines and describes the knowledge and skills which NHS staff need to apply in their work in order to deliver quality services.   Its purpose is to:

· support the development of individuals in their work and in the post they currently  hold

· support individuals’ career progression throughout their working lives

· Facilitate the development of services so that they better meet the needs of patients and the service users.
5.2 Dimensions:

The KSF is made up of 30 dimensions (similar to competencies) which indicate the relevant knowledge or skill applied to a post.  6 dimensions have been defined as core i.e. relevant to every post in the NHS; these are: 
1. Communication


2. Personal and people development

3. Health, safety and security

4. Service improvement

       5. Quality




6. Equality and diversity

The other 24 dimensions are specific; they apply to some but not all jobs in the NHS but fall into one of the following categories:
1. Health and wellbeing


2. Estates and facilities

3. Information and knowledge

4. General

The Dimensions relevant to your post will be the post outline, given to you by your manager (see post outline section below).

5.3 Level descriptors
This is the detail behind each dimension. The levels range from 1 to 4 with each level building on the preceding level.

E.g. Communication:

Level 1 - communicate with a limited range of people on day-to-day matters

Level 2 - communicate with a range of people on a range of matters

Level 3 - develop and maintain communication with people about difficult matters and/or in difficult situations

Level 4 - develop and maintain communication with people on complex matters, issues and ideas and/or in complex situations
5.4 Indicators
These describe the level descriptors in more detail ie. how knowledge and skills need to be applied at that level. They give a clearer understanding of the knowledge and skills that are required to be applied to your post.

E.g. indicators for level one of communication:
a) communicate with a limited range of people on day to day matters in a form that is appropriate to them and the situation

b) reduces barriers to effective communication

c) presents a positive image of her/himself and the service

d) accurately reports and/or records work activities according to organisational procedures

e) communicates information only to those people who have the right and need to know it consistent with legislation, policies and procedures

5.5 Post outline 
Every NHS post has a KSF outline: a combination of the 6 core dimensions and the appropriate Specific Dimensions set at levels appropriate for your post. There will be a subset and a full outline set for every post, both of which should be given to you by your manager. 
5.6 Subset outline
The minimum knowledge and skills required to do the job safely. You will need to demonstrate that you can meet the subset 12 months after assimilation into post (for new starters it will be 12 months after starting in the post) in order to progress through the foundation gateway (see Gateway section below).

5.7 Full outline
The knowledge and skills required when you are fully developed within your post. You will need to meet these in order to progress through the second gateway. 
5.8 Pay progression 

There will be a normal expectation of progression. All staff will have an equal opportunity to demonstrate the required standard of knowledge and skills to progress through the gateways and pay points. There are no national or local quotas.  The applied skills and knowledge required at the foundation and second gateways will be clearly stated during recruitment.
It is only at gateways or on exceptional grounds at an incremental pay point (Agenda for Change Agreement 6.22 & 6.23) if concerns have been raised about significant weaknesses in undertaking the current role, that the outcome of a review might lead to a deferment of pay progression. This should be the exception rather than the rule.
Pay progression cannot be deferred unless there has been formal notification of any concern to the individual by their reviewer (minimum 3 months). An action plan (most likely in the form of a PDP) must have been drawn up to try to remedy any issues before deferral of progression can be raised. Progression will resume as soon as a review determines that the NHS KSF outline for the post and the gateway (see below) has been met.  
The whole system is based on the principle of NO SURPRISES – any issues or concerns must be addressed by reviewers before the gateway reviews, during regular one to one meetings and mid year reviews. This mirrors good management practice. 
5.9 Gateways
There are 2 gateways in each of the 8 pay bands:

a) Foundation gateway 
This is the next point on the pay band at which the individual transfers where the KSF is linked to pay progression.  The assessment against the Foundation Gateway takes place no later than 12 months after an individual is appointed to a pay band regardless of the pay point to which the individual is appointed. You must meet the minimum knowledge and skills as defined in the Foundation outline in order to pass through the gateway.

Its focus is the knowledge and skills that need to be applied from the outset in a post coupled with the provision of planned development in the foundation period of up to 12 months.

If the individual is not able to apply their knowledge and skills to meet the foundation gateway outline, then careful consideration will need to be given as to whether the individual can be supported to develop within the post in which they are currently employed or whether other actions need to be taken.  In circumstances where performance against the standards are consistently low after a period of time supported through an agreed development plan, further guidance must be sought from the Human Resource Team.

Individuals with more than 12 months service in a role at the point where they are transferred to an AfC pay band, will not need to pass through the Foundation Gateway but will continue to progress up the pay band through pay increments in the normal way until they reach the Second Gateway. 
b) Second gateway
The second point on the pay band where the KSF is linked to pay progression - this takes place near the top of a pay band at a set place and is based on the full NHS KSF outline for a post.  It should be based on all the previous annual development reviews and the decisions reached within them.  If the individual has been on track in previous years, there should be no problems with the individual going through the second gateway.
The purpose of the second gateway is to confirm that individuals are applying their knowledge and skills to consistently meet the full demands of their post – as set out in the full NHS KSF outline for that post.  Having gone through the second gateway, individuals will progress to the top of the pay band provided that they continue to apply the knowledge and skills required to meet the outline for the post.  
The table below sets out the position of the second gateways within pay bands

	PAY BAND
	POSITION OF SECOND GATEWAY

	Pay Band 1
	Before the final pay point

	Pay bands 2 – 4
	Before first of last two pay points

	Pay band 5 – 7
	Before first of last three pay points

	Pay band 8, ranges A – D
	Before final point

	Pay band 9
	Before final point


5.10 Evidence of knowledge and skills applied to meet the post outline

· the information must be sufficient to confirm the individual’s work against the KSF post outline

· the evidence must be up-to-date and relevant to the post outline

· one piece of evidence will often be applicable to different dimensions within the post outline

· evidence need not be provided which is above the demands made within the post outline (e.g. requiring written work as evidence when this is not needed in the post)

· this should not be a ‘paper chase’ exercise – all of the evidence should be available naturally in the workplace and easy to locate

· the evidence does not have to be in a paper format

· the evidence should be information collected normally in the course of your duties

· examples of evidence collected by individual and reviewer:  former PDP / appraisal records, reflective practice diaries, learning log, formal CPD records, CV, observations,  letters of appreciation, adverse incidents, complaints, departmental learning/development plans, departmental records of performance or results, third-party statements (patients / customers), audit, surveys, qualifications, minutes meetings, qualifications.
6 Process and Timescales 

6.1 All existing staff will receive a copy of the agreed KSF outline for their job and have an agreed Personal Development Plan (PDP) by the end of the year at the latest. 

6.3 The discussion that individuals should have at the point they receive the outline from their manager should include a review of their skills against the requirements of the outline, followed by the development of an agreed Personal Development Plan 

6.4 The launch date for Gateway pay progression implementation was October 2006.  Anyone undergoing a PDR from this point will receive the pay increment in line with the requirements of their Gateway if they have achieved the standards of the KSF outline, Foundation or Full as applicable.

6.5 From October 2006 onwards all PDRs will also include the review of Gateway progression if the individual has reached the relevant stage in their own development together with the relevant pay increment if appropriate.  All agreed pay increments at Gateway points should be documented on form shown at Appendix D and sent to the relevant HR team.

6.6 From this point also, individuals and managers should include the development (if they are recent joiners or have changed job) or review of the individual’s Personal Development Plan (PDP) at the same time as the PDR.
6.7 New staff should receive a full explanation of the Personal Development Review and Personal Development Planning (PDR/PDP) process and the Knowledge & Skills Framework (KSF) at their induction, including an explanation of the KSF outline for their role, and an agreed PDP, from their line manager within 1 month of joining. 

6.8 Staff moving into a new role should also receive the outline for that role supported by a relevant PDP, within 1 month of moving into that role. Thereafter they will receive PDR/PDPs at 12 month points with pay increments taking place as they meet the requirements of relevant KSF Gateways.

6.9 Any staff who are deemed not to be demonstrating the full requirements of the outline at any Gateway point, can have their pay increment deferred.  The relevant HR team should be consulted before any decision to defer a pay increment is taken.  Appendix D shows the relevant form for completion.

6.10 At any stage in the process in the future, a decision to defer pay progression at a Gateway should be discussed with the relevant Human Resources Manager prior to being implemented

6.12 A mid year review should take place 6 months after the PDR.  The purpose of this will be to allow manager and individual to discuss progress against objectives set, assess any difficulties encountered and develop or update the personal development plan and ensure that the individual is being supported to achieve any relevant Gateway progression.

6.13 The objectives agreed and the personal development plan should form the basis of regular one to one discussions throughout the year.
6.14  The grandparent (your line-manager’s line manager) will also be involved in your objective setting and personal development plan, and will be required to sign off the final documentation

7 Work objectives  
7.1 The PDR meeting is an opportunity to discuss last year’s performance and agree work priorities for the coming year. (See form 1).  

Higher level objectives (national, tPCT wide, service, team etc) should be translated into individual objectives in order to ensure that the individual is aligned with the organisation and the KSF post outline.

Learning and development needs may come out of the work objectives. 
7.2 How do you know what objectives to set? 

Consider: 

· previous work objectives

· consider corporate, departmental and professional plans, initiatives, targets and  standards

· the relevant job description 

· the questions on the attached preparation sheet (appendix B) 

7.3 How should you write objectives? 
These objectives are SMARTER objectives as defined below: 

Specific, Measurable, Agreed, Realistic, Time-bound, Evaluate and Repeat process.

They should therefore clearly state:

1) what needs to be done 

2) how it  might be achieved

2) when it is to be done by    
4)  how success will be defined.

7.4 How many objectives should be agreed?
About 4-8, however, sometimes several smaller actions are required to achieve one objective

7.5 Personal Development Plan (PDP)

The PDP identifies the individual’s learning and development needs and interests and how these will be taken forward.  It is the outcome of the planning stage of the development review process.  When developing the individual’s PDP, the reviewer and staff member should:

· initially focus on the knowledge and skills given in the KSF post outline and the development the individual needs to fulfil the requirements

· identify how the individual prefers to learn (e.g. on-the-job, formal learning)

· take into consideration whether the standards , benchmarks and requirements applied to the current post are changing (e.g. new legislation or technology)

· agree the PDP together 

A completed PDP may contain a blend of both organisational and personal objectives.

As an individual gradually develops their knowledge and skills and applies them consistently to meet the demands of the post, the emphasis is likely to shift towards career development.  For many individuals, this shift will take place after they have gone through the second gateway.  Some individuals will be able to meet all the demands of the post before they reach the second gateway.  This does not mean that they progress more quickly up the pay band.  However, it does mean that their individual PDP might focus on more developmental aspects that are appropriate to them. 
PDPs should be realistic and reflect the fact that individual’s development might take a number of years. The non-completion of a PDP should be seen as an exception rather than the norm. However occasionally it will be possible to carry over part of the PDP to the following year.
8. Learning and Development

8.1 The responsibilities for learning and development fall upon both the reviewer and the individual: the reviewer to enable individuals to learn and develop effectively and staff members to take their own learning and development seriously.

At the PDP stage, individuals and their reviewers will have considered the individual’s learning needs and interests, together with the individual’s preferred way of learning.

8.2 Examples of learning and development opportunities include:

· Off-job learning with others: formal courses, conferences, learning sets, role              play

· Off-job learning on own: distance learning, private study, e-learning

· on-job learning & development – reflective practice, supervision, project work, secondments, receiving coaching, being mentored, coaching or teaching others

8.3 Once specific learning and development needs / opportunities have been agreed, it is vital that individuals alert their reviewer, or the human resources advisor or trade union representative if the opportunities have not worked out as planned so that action can be taken to address any problems as soon as possible. 

9. Support & Training for the PDR process

Training is offered to support managers and staff in getting the best out of the process.  Managers who have not received PDR or PDP training should attend the appropriate course before carrying out reviews with their staff.   A one-day course is available for reviewers and shorter ½ day training sessions are offered to all staff. 
10. Monitoring

Employers and staff representatives, acting in partnership, will monitor decisions on pay progression to ensure that there is no discrimination or bias.

The tPCT Board expects PDRs and PDPs to be carried out in line with these guidelines and that all staff has agreed work objectives and a written personal development plan.

The Summary of PDR form (see form 4), must be completed and returned with a copy of the PDP to Human Resources Team within two weeks of the PDR meeting.  The Human Resources Team will record information on Personal Development Reviews on the Electronic Staff Record for reporting purposes. 

The Trust will ensure that information regarding training and development needs arising from the PDP process are collated at an organisational level to ensure effective training and development planning.

11. Further guidance 

If you have any queries or would like further information on the Personal Development Review process at the tPCT, please contact your manager, your human resources adviser, training and development adviser, or trade union representative.  Information on the Knowledge & Skills Framework is also available on the internet on the Department of Health web site and at www.wise.nhs.uk which is the repository of the old Modernisation Agency of a number of project themes and outputs
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APPENDIX A        
PERSONAL DEVELOPMENT REVIEW MEETING                 

The annual review should provide an opportunity for staff to:

- reflect on performance and development during the previous year

- agree personal objectives and development objectives (PDP) for the coming 
year.
The process should be genuinely two-way and allow real time for discussion between staff member and reviewer.

	Stage 1: Preparation
· Ensure you have the job description and KSF outline for your post, PDP paperwork, previous objectives and PDP, and that you have been briefed on the process

· Agree a convenient date and time for review meeting. Set aside protected time for the preparation

· To prepare, use the preparation sheet (appendix B) and self -assessment against the KSF indicators for your post

· Collect and prepare evidence to show that KSF indicators have been met (see ‘Evidence’ section 4viii.)




(
	Stage 2: Review Meeting
Use the preparation sheet to structure the meeting (see appendix B)

Review:

· Past year’s work objectives and Personal Development Plan 

· If this is a new process you might also want to discuss the job itself – clarify the role, expectations and standards of practice for example.

Agree: 

· new set of work objectives/ priorities with clearly identified actions (see form 1) 

· detailed record of progress against the KSF outline for post (see form 2) 

· Personal Development Plan (see form 3)

· summary sheet of PDR (see form 4) – informing of pay progression if applicable and review dates




(
	Stage 3: After the meeting
Ensure you both have a copy of all the paperwork

Ensure that the grandparent has signed the finalised documentation

The reviewer will forward copies of the summary of PDR sheet to Human Resources.
· Make sure you both follow through what you have committed to do.

· If there are unforeseen difficulties or barriers, make sure you discuss these with the other person (staff member or reviewer) as soon as possible – don’t wait for a formal review.




(
	Stage 4: Review progress and feedback

· Meet with reviewer regularly to monitor progress / discuss unexpected difficulties (such discussions may or may not form part of regular one-to-one meetings)
· After 12 months the process starts again.




APPENDIX B

PREPARATION SHEET FOR REVIEW MEETING - MANAGER AND INDIVIDUAL           
Below are some questions designed to help both manager and individual prepare for your Personal Development Review (PDR) meeting.  Thought should be given to the questions below which you feel you can answer and ignore those you feel you cannot answer (e.g. last year’s objectives if none were set).  You do not have to write the answers down, but you may find doing this useful. 

1. Work objectives 

I. What is the main purpose of the job?

II. What has been done particularly well or enjoyed during the last year? Was there anything specific that helped this? 

III. What has been done less well?  Consider what could have been done differently / what might make the difference?

IV. What was the most rewarding aspect of the job?

V. What has been less rewarding or difficult about the job?

VI. What has helped / hindered the work this year?

VII. Objectives last year, how well have these been achieved? What have been the constraints affecting this?

VIII. What do you think your priorities should be next year based on both Corporate  and local priorities?

2. Service needs 

I. Are there any areas of the work that you would like to see developed or done differently? How will these benefit your patient or service?

II. What are the service developments taking place?

III. Has the job changed over the past year and if so how? Do you think the role needs to change? If so, how? 
IV. in order to achieve greater success what else could be done by:
a) Job holder    b) Manager    c) Anyone else

V. What improvements would you like to see in the department/service or organisation?

VI. What do you consider are the most important things you and your team need to do next year?

2. Learning & development – Knowledge & Skills Framework (KSF)

I. What development/training has taken place in the past year and what          have the benefits of this been? How have relevant skills developed in the last year?

II. Have all the indicators in the relevant KSF dimensions been met?

· What evidence do you have to support this? Which dimensions of the KSF dimensions still need to be developed?

III. What learning or development is still needed to achieve all the indicators of the relevant KSF outline? 

IV. How is information technology (IT) used in the job or for accessing general information about the tPCT?  

· How might better use be made of the available IT?

· What development or training is needed in this area?

V. What are relevant career aspirations? What support is needed to help you achieve them? 

4. Improving working lives

I. How can working life or the working environment at Brent tPCT in general be improved? (eg. flexible working arrangements or Equality & Diversity issues).           

II. Are there any other points you wish to cover? 

4. Summary - at the end of the meeting, you should have: 

I. a new set of work objectives with clearly identified actions(form 1)

II. a full record of development review against the KSF outline for post (form 2)

III. a Personal Development Plan (form 3)

IV. a Summary of PDR meeting (form 4) – informing of pay progression if applicable and review dates

APPENDIX C
                                    FREQUENTLY ASKED QUESTIONS
1. Is my PDR meeting with my manager confidential?

Generally yes.  A copy of the PDP will be sent to the Human Resources Directorate  and the Learning & Development Team and there might be other situations in which some aspects could not be left confidential.  This will tie in with supervision and competence.  This will only be in exceptional circumstances - normally all that you discuss will remain strictly between you and your manager.

2. Where will my records be kept?

Managers have the responsibility for making sure that records are kept in a safe and secure place, preferably in a locked cabinet within the department and Human Resources will keep a copy of the PDP for their records. The Learning & Development team will keep a copy of the Personal Development Plan.  You should also keep a copy so that you can refer to them regularly. 

3. What is the impact of PDR on Equal Opportunities?

By strengthening the PDR process we will be enhancing equal opportunities in the workplace - one of the goals of the PDR process is to help all our staff achieve their aspirations in their work and development and to encourage lifelong learning.

4. What if the individual is currently not seeking to develop their career? 

Provided that the individual is able to apply their knowledge and skills to meet the demands of the post for which they are employed, this is fine.  Personal Development Plans for these individuals are likely to focus on enabling the individual to maintain their current knowledge and skills and develop these to meet any changing requirements. 

5. What happens if there is a disagreement?

Attempts should always be made to solve any disagreements informally at a local level (with an agreed 3rd party if necessary).   However, if the informal process cannot address the problem, then the individual member of staff can take their case through normal grievance procedures.

At any point of the process the individual has the right to appeal the decision. If pay has been withheld, then if the individual’s case is upheld pay will be back-dated to the point at which pay progression should have occurred. 

6. What if there is a disciplinary problem? 

Any disciplinary issues must be dealt with through the normal channels before the formal review meeting.  However this should not be confused with the very real need to have an open, honest discussion during the PDR meeting and the need to discuss work and performance in a rounded way. Therefore if there is a current issue of poor performance this needs to be discussed in the meeting along with the other areas of work that are going well.   Please note that this will be an exceptional circumstance and will affect very few people. The guiding principle of the development review is 'no surprises’.

7. Is the development review different if it is at a gateway?

No.  The review is the same every year.  The difference is that at two points in a pay band the decision is linked to pay progression.  There is normal expectation of progression for every individual through a pay band.  There should be no surprises if there are issues with individuals developing or applying their knowledge and skills, these must be addressed by reviewers before gateway reviews.

8. Early achievement of the KSF outline

If an individual achieves the requirements of a KSF outline Gateway earlier than expected, this does not form the basis for early or accelerated pay progression before the October.  If an individual performs above the outline, it shows what they are capable of doing and they will be able to use this as evidence in applying for a new post, thereby aiding career development.

9. What if there is not enough evidence of individual applying their knowledge  and skills against the demands of the post outline? 

It may be appropriate to defer pay progression.  However, should an individual’s pay be deferred, the manager must commit to a secondary PDR meeting 3 months after the first review. In this 3 month period the individual must complete their revised PDP and attempt to show evidence of achieving the KSF outline for the post. Pay deferment can only be made for up to a maximum of 2 consecutive times. Should the manager seek deferment for a third time, the capability procedure must be explored.

Pay progression will resume as soon as a review determines that the NHS KSF outline for the post and the gateway has been met. 

In the event that the post outline requirements are not met due to absence (e.g. long term sickness absence or maternity leave), pay progression will be delayed.  However, once the post outline requirements are met, monies will be backdated to the date of the original annual review meeting IF the development is achieved within a reasonably expected period once back in the work place.   

10. What if the individual moves to another job in the NHS? 

If the other post is in the same pay band, the foundation gateway will not apply.  However, if the other post is in a different pay band, then a foundation gateway for that post will apply after 12 months in post. 

11. What if the individual agrees to retrain in a different area of work for wider ser vice or operational reasons? 

If this is done with the explicit agreement of the employer concerned, then the individual’s pay should be protected until the individual has had a reasonable opportunity to complete their retraining and progress to a point where pay protection is no longer required.

12. Preceptorship 

Healthcare professionals who are subject to a preceptorship year will have two development reviews in the first 12 months of employment.  The first review after 6 months will seek to establish whether they are on track towards the foundation gateway and if this is the case they will receive their first incremental point.   At 12 months they will have their second development review and this will focus on the KSF foundation outline for the post. This will be their foundation gateway.  When they pass through this foundation gateway, they will move up to the next point on the pay band. Like everyone else they will only have one foundation gateway and only one foundation gateway review. Preceptorship is aimed to assist staff in developing and applying knowledge and skills. 

13. Qualifications or other competences

The KSF alone forms the basis of the foundation and second gateway. Qualifications and other competences, for example, may be used as evidence towards the achievement of the dimensions and levels if it is agreed and applicable to that post but they cannot be used in place of the KSF.
14. Rotational Staff

Rotation posts (12-18 months) may only require one full KSF outline. 

15. Staff on flexible working (e.g. part-time, annualised hours)

Every member of staff in the NHS regardless of the hours worked will have a KSF post outline for their job and be supported in achieving it in their development.

16. Staff with more than 1 post

Staff with more than 1 post will require KSF post outlines for each post undertaken (however many hours you work in that post) and will be assessed against the requirements of each role at relevant Gateway points.

17. Modification due to requirements of Disability Discrimination Act

Brent tPCtT will always attempt to make reasonable adjustments to individuals’ working conditions where necessary and modified KSF outlines produced accordingly if appropriate. 

18. Staff on secondment/temporary promotion

Those staff who are seconded/temporarily promoted to another job for 12 months or more will be assessed against the Foundation outline for that role as part of the PDR/PDP review.

For staff seconded/temporarily promoted for a period less than 12 months, they should be assessed against the requirements for each job performed in the 12 month period, if a Gateway is reached at the end of that time.  However, in this case, consideration should be given to the fact that (a) only the Foundation requirements for the new role should be considered and (b) that an individual may have only had a short period of time to develop against these requirements.  If they have been in the new role for less than 3 months at this point, only their performance against the KSF outline for their normal/substantive post should be considered.

19. Staff on Maternity/Adoption/Paternity Leave

During these periods of leave, service is considered to be continuous. Any member of staff who takes leave of this kind either before a Gateway is reached or over a Gateway point, should receive their pay increment as if they had achieved the Gateway.  A KSF review will take place on their return, if necessary in retrospect.  If any difficulties in achieving the requirements of the Gateway are encountered, after a period of time working to an agreed development plan, the capability procedure should be invoked.

20. Staff on long term sick absence 

Where a period of long term sickness stretches across either of the KSF Gateways the individual will pass through the gateway and receive the relevant pay increment.  As soon as they return to work, a review should take place as part of the return to work process and this should ascertain the most reasonable period before a gateway review.

                                           Work Objectives                                                                          Form 1

Name:.................................………………......... Job Title: ..............................……………….... Reviewer’s Name:.....................………….................

	Work Objective (Please determine priority in relation to relevant corporate and local objectives)
	Action required to achieve objective
	Date to be done by
	How will success be measured?
	End of year review comments

(extent to which objective achieved)

	1. 


	
	
	
	

	2.


	
	
	
	

	3. 


	
	
	
	

	4. 


	
	
	
	

	5. 


	
	
	
	

	6. 


	
	
	
	


Signature of individual: ……………………………………….. Date: …………………..… Signature of reviewer ……………….……………Date: ………………….
The above objectives  have been  discussed and agreed with the grandparent        Signature of grandparent……………….……………Date: 

                             Full Record of Personal Development Review against Knowledge & Skills Framework post outline                                     Form 2a

Name of Individual: …………………………………………………….. Name of Reviewer: ……………………………………..  Date: ……………………………………

	CORE NHS KSF dimensions 

 
	Level
	Achieved 

Yes(       No X
	Evidence for decision


	Areas for development
	Comments 

	1. Communication 


	
	
	
	
	

	2. Personal and people development


	
	
	
	
	

	3. Health, safety and security


	
	
	
	
	

	4. Service improvement


	
	
	
	
	

	5. Quality


	
	
	
	
	

	6. Equality and Diversity


	
	
	
	
	


	                                                                                                                                                                                                                                                      Form 2b

	SPECIFIC NHS KSF dimensions and their level 

 
	Level
	Achieved 

Yes(
No X
	Evidence for decision 
	Areas for development
	Comments 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Signature of individual: ……………………………………….. Date: …………………………. Signature of reviewer : ……………………………………….. Date: …………………. 

The above PDR has been discussed and agreed with the grandparent                             Signature of grandparent……………….……………Date: 

                                                           Personal Development Plan                                                                                          Form 3

This should be directly related to the Knowledge & Skills Framework outline for your post, but can include broader career aims as well 

Name of Individual: ……………………………………………..………….. Name of Reviewer: ……………………………………………….…………..

	Relevant Dimension  (see KSF post outline)
	What skills should be developed?
	What can be done to achieve this? 
	What resources / support will be needed? 
	Dates for review and completion 
	Possible barriers and how can they might be overcome 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Signature of individual: ……………………………………….. Date: ……………… Signature of reviewer …………………..………Date: ……………………. 

The above PDP has been discussed and agreed with the grandparent             Signature of grandparent……………….……………Date:……………….. 

	                                          Summary of Personal Development  Review Meeting             Form 4                                      Form 4

	Individual’s name:.......................................…………… Post title: ......…………………………………………………............Place of work: ....………………………

For Review period from: …………………………… to: ……………………………………. Staff group category: ……………………………………..

	Reviewer’s name:.......................................  reviewer’s post title: ………………………………………………

	Main aspects of the individual’s post:

Objectives have been set and agreed for the forthcoming year? Yes (    No (

	Has a PDP been agreed with the individual?  Yes (    No (
Please summarise the learning and development needs identified and agreed for the forthcoming year (information will be used to inform the corporate training plan)



	If the individual is at a pay gateway: 1.Is it foundation (    second  (                   2. Has the individual progressed through this gateway Yes (    No (
If not, please give reasons and attach the KSF review form and the Personal Development Plan that should result in progression with a review date 

(max 12 months)



	Dates of progress review and PDR meeting: (1) ………………………………………..  (2) ………………………………………………….. (3) ………………………


	Any other comments?

Individual: 

Reviewer: 




Signature of Individual: ………………………………….. Date: ……………… Signature of Reviewer ……………………………………………Date: …………… 

The above summary has been discussed and agreed with the grandparent: Signature of grandparent……………….…………………………Date:…………….
THIS FORM SHOULD BE USED AT ANNUAL PDR/PDP REVIEWS. PLEASE RETURN A COPY OF THIS COMPLETED FORM TO:

The Directorate of Human Resources & Organisational Development or email: Raphael.Danladi@BrentPCT.nhs.uk

	KSF Gateway Pay Progression

Approval/Deferral



	Name of Reviewee……………………     Job Title……………………

Name of Manager………………………   Date of PDR/PDP Review……………….......



	
Gateway:                  Foundation                     Ful
Full

Approved:                Yes/No (please circle)                                  



	Outcomes from PDR/PDP

(Please complete this section if a pay deferral is recommended detailing the areas of the KSF outline that the individual needs to develop.)



	Recommended Action

(Please detail the developmental activities agreed if pay deferral recommended and the likely timescales)



	Signed (Manager)………………             Signed (HR Manager)……………….

Date…………………………….                Date……………………………............




APPENDIX D

PAY PROGRESSION APPROVAL / DEFERRAL AT A GATEWAY FORM

Stage 1


Joint review of work against the demands of the post (KSF Outline) and any agreed work objectives and targets





Stage 2


Jointly produce work objectives and a Personal Development Plan (learning & development needs)





Stage 4


Joint evaluation of work objectives and learning and development 





Stage 3


Action to achieve work objectives, learning and development by individual supported


 by line manager.
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