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1 PURPOSE 
 
1.1 Personal Development Planning and Review (PDP&R) is part of a continual 

process of planning, monitoring, assessment and support to help staff develop 
their capabilities and potential to fulfil their job role and purpose. 

 
This increases the effectiveness of the organisation’s performance through 
ongoing, constructive dialogue to ensure that everyone: 

 Knows what is expected of them; 

 Is able to identify and fulfill prioritised development needs; and 

 Gets feedback on performance. 
 

Appropriate arrangements for PDP&R will support staff in their current role and 
career development, and commitment to lifelong learning.  These arrangement  
will also support achievement of the NHS Scotland Workforce 2020 Vision and 
Values.  NHS 24 aim to ensure all staff members are treated in a fair and 
equitable manner and with dignity and respect in accordance with the 
organisational values set out in the NHS Scotland Workforce 2020 Vision Plan   

 
 
2 SCOPE 
 
2.1 This policy applies to all NHS 24 staff on Agenda for Change terms and 

conditions and subject to Knowledge and Skills Framework.  Other staff such as 
Executive Directors and Medical Staff have separate arrangements based on 
their terms and conditions. 

 
2.2 The General Data Protection Regulation (GDPR), which is in force from 25 May 

2018, requires employers to comply with principles for processing  personal 
data, including protecting against unauthorised access of personal data. 
Personal data that is inappropriately accessed or disclosed may constitute a 
data breach. The GDPR requires organisations to keep a record of all data 
breaches and, where the breach is likely to result in a risk to the rights and 
freedoms of individuals, the organisation must notify the Information 
Commissioner within 72 hours of becoming aware of the breach. If the data 
breach results in a high risk to the rights and freedoms of individuals, those 
individuals must be notified without undue delay. 
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3 AIMS 
 
3.1 The Policy aims are to: 
 

3.1.1 Link individual and organisational performance management in order to ensure 
that staff are encouraged to support the achievement of organisational 
objectives.  

 

3.1.2 Detail the approach and process to ensure that all staff are aware of the 
required knowledge and skills to meet both the full and foundation KSF outlines 
for their own role, and are supported in achieving their development aims. 

3.1.3 Provide managers and staff clear direction on how individual performance 
objectives are set, monitored and reviewed on an annual basis and understand 
how these objectives link to organisational aims. 

3.1.4 Identify how all Personal Development Plan needs are recorded and delivered 
to support career, personal development aims and organisational needs.  

3.1.5 Provide managers and staff clear direction on the organisational values and 
behaviours and how they are monitored and reviewed on an annual basis and 
understand how they link to the organisational aims. 

3.1.6 Provide all staff with information on related policies, procedures and guidelines 
that they will need to be aware of in relation to PDP&R 

3.1.7 Outline the roles of staff, managers, staff representatives and members of the 
HR department in ensuring the policy and its procedures operate effectively. 

 
 
4 PDP&R ETHOS 
 

4.1 Staff Governance 
 

NHS Scotland employers must continue to demonstrate that they are working 
towards exemplar employer status as measured in relation to the Staff 
Governance Standard. The 2 elements of the Standard that are particularly 
relevant to this PDP&R Policy are the rights of staff to be: 

 Appropriately trained; and 

 Treated fairly and consistently. 
 

In this context, being treated fairly and consistently will be achieved through 
NHS 24 aiming to ensure equity of access to appropriate learning and 
development opportunities, based on individual and service need. 

 
 
 

http://www.staffgovernance.scot.nhs.uk/
http://www.staffgovernance.scot.nhs.uk/
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4.2  Lifelong Learning 
 
 In line with NHSScotland Partnership Information Network (PIN) policy: 
 

“Lifelong Learning is the provision or use of both formal and informal learning 
opportunities throughout people’s lives in order to foster the continuous 
development and improvement of the knowledge and skills needed for 
employment and personal fulfilment.”   Harper Collins Dictionary. 

 
Learning Together (1999) – the first NHS Scotland national strategy for learning 
and development – emphasised that staff throughout the NHS: “[Are] 
encouraged to take greater responsibility for their own learning.”  

 
All staff can therefore expect: 

 Support from NHS 24 in helping them keep up to date and acquire new skills to 
meet the demands of the post, including access to induction training and 
appropriate learning resources; 

 Support in meeting the development needs in the agreed Personal 
Development Plan (PDP) which supports their career development; and 

 To meet their manager/reviewer regularly to discuss and agree their 
development needs and identify learning opportunities through preparation of a 
PDP. 

 
4.3  Workforce Planning 

 
By undertaking the PDP&R processes as outlined within this Policy, NHS 24 
aims to ensure that all staff are competent to deliver to the required standards 
and that learning and development opportunities are appropriately targeted to 
equip staff with the right knowledge and skills to meet current and anticipated 
future service needs.  

 

 
5 PRINCIPLES 
 

The following principles underpin PDP&R: 

 All staff must understand their role and must receive ongoing feedback on how 
they are performing; 

 All staff must understand the organisational values and be able to demonstrate 
the associated behaviors expected; 

 Emphasis must be placed on the staff member’s self- assessment, supported, 
guided and facilitated by the reviewer; 

 The PDP&R process must be as wide as possible, discussing the setting and 
achievement of personal objectives and objectives aligned to NHS 24 strategy; 
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 Review of objectives must include what and how they were achieved, in line 
with NHS Scotland values; 

 The individual’s development needs must be jointly agreed, and take into 
account professional registration where appropriate; 

 The PDP&R process must be based on continuous feedback and ‘no surprises’, 
and be kept distinct and separate from formal conduct or capability processes; 

 Use of the system and paperwork to support the PDP&R process must be kept 
simple and not drive the process – the quality of the conversation takes priority, 
though the evidence of this is it being recorded on the system;  

 All staff must receive an appropriate level of support to understand and 
participate in the applicable PDP&R process; 

 To ensure that reviewers can fulfill their obligations effectively, the number of 
staff whose PDP&R they support must be kept manageable (as agreed within 
NHS 24 and to fit with organisational structures); 

 In addition, reviewers must be appropriately trained and sufficiently 
knowledgeable, skilled and competent to undertake this role; 

 Access to, and sharing of, information must be in line with the principles of the 
Data Protection Act 1998; 

 All employees have access to appropriate Policies for the resolution of any 
disagreement in relation to an individual’s development needs or performance 
review; and 

 Processes for carrying out monitoring of PDP&R are in place, as part of the self-
assessment audit process for the Staff Governance Standard, and that action is 
taken to address any areas identified as in need of improvement. NHS 24 will 
aim to include both quantitative and qualitative measures in such monitoring 
(see section 11.2). 

 
 

6 KEY RESPONSIBILITIES 
 
In line with the principles described above and the NHS Scotland values, the 
key responsibilities of the main stakeholders in the PDP&R process are 
summarised below: 

 
6.1 The HR Directorate will: 

 In partnership with local trade union representatives, agree a PDP&R policy 
statement as described above; 

 Ensure that a reasonable proportion of the organisation’s available resources 
will be allocated to learning and development and distributed appropriately 
recognising individual and service needs and reflecting the principles of equality 
and diversity; 

http://www.legislation.gov.uk/ukpga/1998/29/contents
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 Provide appropriate training as required to managers; and 

 Brief all new managers on PDP&R, organisational values and behaviors and 
Knowledge and Skills Framework (KSF) requirements during their initial 
induction training.  

 
6.2 The reviewer will: 

 Participate in appropriate training as required, to ensure they understand the 
principles and practice of PDP&R and are fully competent in all aspects; 

 Provide information and guidance to all new staff within their area of 
responsibility, to ensure they can participate in the process as outlined in 5.3; 

 Ensure delivery of the PDP&R process within agreed timescales; 

 Ensure appropriate time is committed to enable all elements of the PDP&R 
process to be undertaken effectively; 

 Ensure feedback on performance and development needs is evidence-based; 

 Role model behaviours that underpin NHS 24 values, and promote these 
behaviours with staff within their line management responsibility 

 Have open conversations about acceptable behaviours that support 
organisational values and the ability to identify poor behaviour and feedback in 
order to resolve    

 Facilitate the identification and delivery of agreed development aims, providing 
support as required 

 Ensure final agreement of all objective setting and review meeting outcomes 

 Record annual review outcomes on the online performance management 
system for each staff member in every  12-month rolling period; 

 Ensure that regular feedback on performance is provided through one to one 
meetings, keeping appropriate records made available to individual staff (see 
Appendix 3, One to One Form and Appendix 4, One to One Guidance); and 

 To lead by example in ensuring that their own PDP&R and system requirements 
are fulfilled. 

 
 
6.3 The reviewee will: 

 Use the information, guidance and training received from their manager to 
ensure they understand their post outline, principles and practice of PDP&R and 
can participate fully with their manager in completing the process; 

 Prepare for meetings and to have proactive dialogue to agree work objectives 
and associated PDP aims, and to review performance against agreed measures 

 Fulfill their role within the organisation; 
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 Fulfill the agreed objectives within their PDP&R, and take ownership of their 
learning and development; and 

 Behave in a manner consistent with NHS 24 values throughout the PDP&R 
process and when fulfilling their role responsibilities. 

 
 
6.4 Staff Representatives will: 

 In partnership with the organisation, raise awareness of the agreed approach to 
PDP&R and its benefits; 

 In partnership with the organisation, agree the PDP&R policy and ensure this is 
implemented throughout the organisation; 

 Provide advice to staff on how the policy should operate to provide maximum 
benefit to the organisation 

 Promote NHS 24 values through role modeling and promoting appropriate 
behaviors; and 

 Support the KSF process through identification of a Staffside lead and other 
trained KSF Facilitators  

 
 
7 ORGANISATIONAL CONTEXT FOR  PDP&R 
 
7.1 The NHS Knowledge and Skills Framework (KSF) is based on good human 

resource management and development – it is about treating all individuals 
fairly and equitably. In turn, individual members of staff are expected to make a 
commitment to develop and apply their knowledge and skills to meet the 
demands of their post and to work flexibly in the interests of the public. 

 
7.2 KSF and its personal development planning and review process lie at the heart 

of the career and pay progression strand of Agenda for Change, by providing a 
single, consistent, and comprehensive framework for staff review and 
development. 

 
7.3 In common with other systems for PDP&R, the purpose of KSF and the 

development planning and review process is to: 

 Facilitate the development of services so that they better meet the needs of 
users and the public through investing in the development of all staff; 

 Support the effective learning and development of individuals and teams – with 
all staff being supported to learn throughout their careers and develop in a 
variety of ways, and being given the resources to do so; 

 Support the development of individuals in the post in which they are employed 
so that they can be effective at work – with managers and staff being clear 
about  what is required within a post and managers enabling staff to develop 
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within their post; and 

 Promote equality for and diversity of all staff – with all staff covered by Agenda 
for Change using the same framework, having the same opportunities for 
learning and development and having the same structured approach to 
learning, development and review. 

 
Detailed information is contained within the NHS Knowledge and Skills 
Framework and the Development Review Process (October 2004) Handbook. 

 
7.4 NHS 24 identifies its organisational delivery priorities through the development 

of an annual local delivery plan.  Through this document, members of the 
Executive Management Team have lead responsibility for the delivery of 
individual objectives, and will delegate responsibility for activities, which will 
contribute to the completion of these organisational aims. 

 
7.5 Each Director will also be responsible for developing a Delivery Plan that 

articulates the objectives for their Directorate and functional areas. Through the 
cascade of these Organisational and departmental objectives, all managers will 
therefore be clear on how their own performance and the performance of their 
staff will contribute to the successful operation and development of the 
organisation. 

 
7.6 NHS 24’s formal approach to ensuring effective employee performance is 

through the application of PDP&R cycle.   
 
7.7 KSF requirements are embedded into the  PDP&R cycle through the Joint 

Development Review (JDR) process.   JDR ensures that proposed development 
aims are consistent with the individual’s level of experience as assessed 
against their KSF outline.  Initially this will allow work to focus on achieving all 
elements of the foundation and/or full KSF outline for their role. 

 
7.8 The overall process occurs over a 12-month cycle of performance objective 

setting and development need identification with a subsequent monitoring and 
review process.  In line with KSF requirements, this is a rolling 12-month period 
commencing from the start date and thereafter aligned to the increment date for 
each staff member. 

 
7.9 All performance and development objectives are recorded and monitored on a 

National online system, currently e-KSF  
 
7.10 To ensure the organisational aims and objectives are effectively translated into 

individual objectives, consistent with NHS 24 values there are 3 key elements to 
the process: 

 

 Joint Development Review – completion of individual assessment against KSF 

http://www.msg.scot.nhs.uk/index.php/pay/agenda-for-change/knowledge-skills-framework-ksf
http://www.msg.scot.nhs.uk/index.php/pay/agenda-for-change/knowledge-skills-framework-ksf
http://www.msg.scot.nhs.uk/index.php/pay/agenda-for-change/knowledge-skills-framework-ksf
http://www.msg.scot.nhs.uk/index.php/pay/agenda-for-change/knowledge-skills-framework-ksf
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outlines to determine any development needs (see sections 8 & 9) 

 Individual Performance Objective Setting – objectives agreed in line with role 
requirements between an individual and their manager and reviewed on a 12-
monthly basis (see section 9 and 10), and; 

 Personal Development Planning – ongoing setting of development aims arising 
from KSF requirements, to support performance objectives, for personal/career 
development and to meet organisational needs, particularly in terms of 
mandatory development requirements (see section 9 and 10) 

 
7.11 As part of the National Health Service (Scotland) Healthcare Support Workers 

(Conditions of Service) Direction 2010, all NHS Boards are required to assess 
new staff appointed to Healthcare Support Worker defined roles against the 
Mandatory Induction standards.  NHS 24 has defined the posts that fall under 
these requirements and the additional requirements for managers of these staff 
are referred to within this policy. 

 
 
8 KNOWLEDGE AND SKILLS FRAMEWORK OUTLINE DEVELOPMENT 
 
8.1 This section outlines the process that supports the development of KSF 

outlines. 
 
8.2 The NHS Knowledge and Skills Framework is a broad, generic UK wide 

framework that aims to describe and recognise the types of knowledge, skills 
and behaviours that a post holder needs to be effective in their NHS post. 

 
8.3 For all posts, the job purpose will be taken from the job description for that post.  

The knowledge and skills level will be identified against 6 Core Dimensions 
appropriate to the band and role for that post.  In addition, the People 
Management Specific Dimension is required for all people managers  (see 
Appendix 1 for further details on Dimensions and levels). 

 
8.4 All posts in NHS 24 subject to Agenda for Change will have both a foundation 

and full outline agreed.  The foundation outline identifies application of 
knowledge and skills expected in the first year of role, and the full outline 
identifies the application of knowledge and skills expected from a staff member 
who is fully completing all aspects of the role.  

 
8.5 For recruitment to all new and existing posts, the line manager will be required 

to submit approved outlines to the Workforce Planning and Development Team 
(workforceplanninganddevelopmentteam@nhs24.scot.nhs.uk) at the 
Recruitment Authorisation stage.  Refer to the intranet for further details of KSF 
requirements in the development of new posts. 

 

mailto:workforceplanninganddevelopmentteam@nhs24.scot.nhs.uk
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8.6 Information on KSF outline development is available on the Intranet and support 
is available from the Learning and Professional Education Team, by emailing e-
ksfsupportrequests@nhs24.scot.nhs.uk 

 
8.7 All KSF outlines are developed jointly with staff through the e-KSF system.  

Once a draft outline is developed and agreed between line manager and staff 
member, the line manager submits the outline to be reviewed.  Learning and 
Professional Education will approve the outline if the job purpose and the levels 
set for each Dimension are appropriate to the band and job description for that 
post, in line with national guidelines and NHS 24 practice. 

 
8.8 WHEN THE OUTLINE IS NOT APPROVED, IT WILL BE SUBMITTED TO THE 

LINE MANAGER FOR REVIEW, WITH GUIDANCE ON THE AREA FOR 
CONSIDERATION.  IF THERE IS FAILURE TO REACH AGREEMENT WITH 
THE OUTCOME OF ANY KSF OUTLINE, THE ISSUE WILL BE REFERRED 
TO THE MANAGEMENT AND STAFFSIDE LEADS FOR REVIEW.  

 
 
9 JOINT DEVELOPMENT REVIEW 
 
9.1 This section outlines the process by which a member of staff and their manager 

will complete a Joint Development Review (JDR) to assess any development 
required to meet either their Foundation or Full KSF outline. This process will 
include the assessment of staff against the organisational values and 
behaviours.  This will provide staff and managers with the opportunity for 
feedback and development planning.  

 
9.2  On taking up a new position, an initial meeting between manager and staff 

member is required, during which individual performance objectives are agreed, 
organisational values are discussed and development needs to achieve these 
objectives are set.  These requirements will be reviewed against the Foundation 
Outline for the post.  This meeting would normally be held within 3 months of 
start date to ensure that the staff member is clear on expectations for their 
development in the role, and understands the behaviours and any development 
aims that have been identified.  These are then recorded and signed off by both 
parties on the e-KSF system. 

 
9.3  Staff members in posts that fall within the Health Care Support Worker definition 

must be assessed to meet the Mandatory Induction Standards by the end of 
their first 3 months of employment if full-time and within 6 months if part-time.  
HCSWs must confirm they will comply with the HCSW Code of Conduct to 
these timescales also.    

 
9.4  Thereafter the review of development needs of all staff should be a constituent 

part of the  PDP&R process (see section 10) and will involve annual review of 
development aims against the Foundation Outline (in year one) and, subject to 
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successful completion of development needs required to meet the Foundation 
Outline, the Full Outline thereafter.   

 
9.5 The outcome of the JDR process will be recorded in the NHS Scotland 

Performance Management system (currently e-KSF) for both initial objectives 
and review of progress. 

 
 
10  PDP&R CYCLE 
 
10.1 The process for PDP&R is a natural progression from JDR.  As well as 

development aims being agreed in line with the requirements of the KSF 
outline, the process also allows for additional agreed work objectives linked to 
Directorate/Service aims and for personal and career development objectives. 

 
10.2 The Cycle describes the process of objective setting, interim and final review 

over a 12-month period commencing from the increment date for the staff 
member . 

 
10.3 The core process commences with the initial meeting within 3 months for new 

staff, described in 9.2.  Progress against agreed objectives is formally reviewed 
within 6 months (interim review) for all new staff members and within 6 months 
of annual review for all existing staff.  

 
10.4 At the end of the first agreed annual cycle, 12 months after the staff member 

commenced their employment, a final review should be held to assess 
performance and the demonstration of organisational values over that year and 
to agree new objectives and identify development needs for the coming year. 
This meeting will also act as the commencement of the next full cycle 
incorporating both interim review after 6 months and final review after 12 
months.  The process will continue on a cyclical basis thereafter. 

 
10.5 Informal review of  PDP&R aims should be an ongoing activity through one to 

one meetings to ensure support for the achievement of the objectives, 
demonstration of the organisational values and to allow for reflection on any 
changes to the initial aims (see Appendix 3, One to One Form and Appendix 4, 
One to One Guidance). 

 
10.6 At formal review meetings timescales for future meetings should be agreed.   

There should be clarity about the purpose and format for the meetings 
(particularly with new staff), documents to be referred to made available to both 
parties beforehand and an agreed conclusion to the meetings should be 
recorded on e-KSF. 

 
10.7 In line with organisational objectives, values and associated guidelines, 

managers and staff may be required to incorporate generic work objectives or to 
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include mandatory PDP objectives as directed.  Both parties should also 
consider the key responsibilities outlined in section 5 and the more detailed 
direction provided through training when engaging in the  PDP&R process.  

 
10.8 Personal Development objectives identified must be appropriate for the role and 

responsibilities of the individual and managers must consider budgetary issues 
given individual and departmental priorities.  Directorate Development Leads 
will meet with Learning and Professional Education quarterly to review 
development needs and related matters.  Identification of external courses or 
qualifications as part of the PDP will still be subject to the normal External 
Learning and Development Events (Study Leave) or Bursary Award application 
process. 

 
10.9 At any stage of the process where there are significant concerns over 

achievement of personal/development objectives, managers should refer to the 
Supporting Employee Capability Policy and seek advice from the HR 
department. 

 
 
11 MONITORING & REVIEW 
 
11.1 Executive Directors in association with appropriate managers are responsible 

for ensuring the completion of all JDR and PDP&R activities for their areas of 
responsibility.  Learning and Professional Education can provide support and 
guidance as required and provide resources on the Intranet.  Executive 
Directors will ensure participation in the annual review and audit. 

 
11.2 The Executive Lead for Human Resources is responsible for the monitoring and 

review of the overall implementation of the Policy and measuring the 
effectiveness of the achievement of its aims. This includes an annual review 
and audit of all aspects of the delivery of PDP&R.  Key features of the review 
and audit are: 

 Quantitative data (e.g. number of PDP&R discussions which have been 
completed and recorded in the relevant system, and the percentage of staff 
participating in learning and development demonstrated through completed 
PDP&R activities); 

 Qualitative data (e.g. how beneficial the reviewer and the reviewee found the 
PDP&R discussions, and what difference PDP&R has made to the individual's 
experience at work an the service that they provide); and 

 Taking account of local circumstances, the most appropriate means of 
collecting the quantative and qualitative data should be considered, to ensure 
NHS 24 can demonstrate they have fulfilled their responsibilities under the PIN 
Policy.   
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11.3 In line with the Staff Governance Standard and PIN Policy, the Area Partnership 
Forum must be assured that the organisation has fulfilled this responsibility.   

 
 
12 EQUALITY & DIVERSITY 
 
12.1 The policy will be impact assessed and monitored for its effects in terms of 

equality and diversity. 
 
 
13 RELATED DOCUMENTS 
 
13.1 The following details reference documents that are related to this policy and 

may be referred to further information on aspects of its application.  These 
documents can be found on the NHS 24 intranet. 

 

13.1.1 Knowledge & Skills Framework Handbook 

13.1.2 External Learning and Development Events (Study Leave) Application process 

13.1.3 Bursary Award Scheme 

13.1.4 Management of Employee Capability Policy 

13.1.5 Health Care Support Worker Induction Standards 
 
 
14 REVIEW 
 
14.1 This Policy will be reviewed in Partnership following the outcome of the national 

PIN consultation and thereafter on a  2-yearly basis  
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APPENDIX 1 
 

Definitions used within the Policy 
 

Personal Development and Performance Review 
 

The process through which a staff member meets with their manager to agree and 
review performance objectives and to determine personal development needs required 
to work effectively in their role.  This exercise reflects the content of the KSF (see 
below) outline for the role. 

 
 

Everyone Matters 2020 Workforce Vision Plan and Organisational Values 
 
The Workforce 2020 Vision sets out a commitment to valuing the workforce and treating 
people well. 
 
Embedding the Organisational Values in everything we do will help to make our vision a 
reality. In addition, to be able to identify and deal with behaviours that do not live up to 
our expectations. 
 
The Organisational Values that are shared across NHS Scotland are: 
 

 Care and compassion 

 Dignity and respect 

 Openness, honesty and responsibility 

 Quality and teamwork 
 

 
PDP&R Cycle 
 
The 12-month timescale, over which initial  PDP&R objectives are set, reviewed after 6 
months on an interim basis and final review after 12 months. 
 
 
Knowledge & Skills Framework (KSF) 
 
The national NHS framework for determining the key knowledge and skills required to 
undertake a role.  Every position has a Foundation and Full outline.  The Foundation 
outline details the expectations for a new member of staff in their first year in role.  The 
Full Outline reflects the expectations of a staff member with the knowledge and skills 
required to complete all elements of their role.  Full guidelines on the operation of KSF 
are available in the HR section of the intranet, including a link to the National KSF 
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website www.ksf.scot.nhs.uk, which has the updated guidance and Core Dimension 
wording for PDP&R. 

 
 

e-KSF 
 

The national web based system in which KSF outlines for all NHS Scotland roles are 
held and which allows individual staff and their managers to create and review 
performance and development objectives. 

 
 

KSF Dimensions 
 
Generic and specific elements that outline the main knowledge and skills required to 
undertake any NHS role.  Each Dimension has 4 possible Levels (1-4) which each role 
will be assigned, depending on the specific nature of the activities involved.   
 
6 Core Dimensions (applicable to all roles) 

 

 Communication 

 Personal & People Development 

 Health, Safety & Security 

 Service Improvement 

 Quality 

 Equality & Diversity 
 

24 Specific Dimensions are available, only one is required.  G6 People Management 
(from General Category) is for those with people management responsibility. 

 

 Health & Wellbeing 1 – 10 

 Estates & Facilities 1 – 3 

 General 1 – 8 

 Information & Knowledge 1 – 3  
 

 
Joint Development Review (JDR) 

 
The process through which the staff member meets with their line manager to review 
their knowledge and skills against the Foundation or Full KSF outline in order to 
establish any development needs.   
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Pay Band 

 
The salary range, which is established for all roles through the national Agenda for 
Change Job Evaluation process. 
 
Incremental Date 
 
The anniversary date of a member of staff’s appointment to a role in NHS, at which 
salary increments are determined.   
 
National Health Service (Scotland) Healthcare Support Workers (Conditions of Service) 
Direction 2010 
 
The Scottish Government Health Workforce Directorate and Chief Nursing Officer 
Directorate issued CEL 23 (2010), which introduced new Healthcare Support Worker 
(HCSW) Mandatory Induction Standards, and Code of Conduct for all Health Care 
Support Workers and a Mandatory Code of Practice for employers of Health Care 
Support Workers. 
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APPENDIX 2 – Personal Development and Performance Review (PDP&R) Process Flow 
 

  

 

12 Month Review Cycle 
 

STEP 2 
 

Interim Review 
Meeting 

 
Meet to complete a 

formal interim review 
of progress on KSF 
outline evidence, 

Objectives and PDP 
aims. 

 
Update e-KSF 

records as required. 

Ongoing 
KSF Review 
evidencing 

and 
progress 
check on 

Objectives 
& PDP aims 

at One to 
One 

Meetings 

STEP 3 
 

Full Review Meeting 
 

 
Meet for final review. 

 
Complete e-KSF 

records by signing off 
KSF Development 
Review, Objectives 

document and 
evaluating completed 
PDP activities for the 

last 12 months 
 

Complete Step 1 
actions to initiate next 

cycle 

STEP 1 
 

Initial Review 
Meeting 

 
Meet to agree 
Planning Cycle 

dates, Objectives and 
PDP aims for the 
next 12 months. 

 
Complete e-KSF 

records by: 
- Initiating new KSF 

Review document 
- Signing off agreed 

objectives 
- Updating PDP 

with agreed aims 

*Note – for new staff members the initial meeting should be held within their first 3 months.  It is however 
appropriate to start setting initial objectives and clarifying expectations from the outset, which can be formalised 
at the Initial Review Meeting.  Staff covered by the Health Care Support Worker regulations, must be assessed, 
and have achieved compliance with the Mandatory Induction Standards within 3 months of appointment. 

MONTH 6 MONTH 1* 
 

Ongoing 
KSF Review 
evidencing 

and 
progress 
check on 

Objectives 
& PDP aims 

at One to 
One 

Meetings 

MONTH 12 



NHS 24 PDP&R Policy  Version 5 

1 
 

 

APPENDIX 3 
 
ONE TO ONE FORM  
 

Completion Notes – One to One Form  

This form will record regular performance and development review meetings between managers 
and individual team members in NHS 24. Refer to the guidance notes on the intranet to assist with 
completing in a consistent manner.  
 

No signatures are required. Your manager following the review will email the electronic 
version of your 1-2-1 discussion, if you feel it is not an accurate account please speak to 
your manager, otherwise sign off by both parties is assumed.  
 
 

Manager Name  Team Member Name  

Date of 1-2-1  Planned date of next 1-2-1  
 

Focus Area  Performance / Comments  Actions  

 
Safe 
 

Add in comments here  then record any actions here 
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Effective 
 

Add in any comments here  then record any actions here 

 
Person 
Centred 
 

Add in any comments here then record any actions here 

 

Appendix -  Dashboard 

An extract of the dashboard should be copied below (when it has been developed for the staff 
member's department)   
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Paste in dashboard here: 
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Suggested area to cover in each focus area overleaf:  
SAFE 

 Data Protection 

 Security 

 Integrity 

 Confidentiality 
Discuss Practice  

 Reflection / Feedback  

EFFECTIVE 

 Performance Stats  

 Dashboard  

 Projects / Objectives Updates 

 KSF Updates 

 Reflection / Feedback  

PERSON CENTERED 

 How are you?    

 Mandatory Training  

 CPD Activities  

 Development Needs  

 Attendance  Management  

 Holiday entitlement – leave requests  

 Coaching Discussion  

 Impact on others – demonstrating the 
NHSScotland values 

 Any ideas for improvements?  

 General Discussion ( Issues / Concerns)  

 Share Positives 
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APPENDIX 4 
 
ONE TO ONE GUIDANCE NOTES 
 

Guidance Notes for Completing One to One (1-2-1) 

 
NHS 24 wants a fair, consistent and manageable one to one process, that links to the Staff Governance Standard and to our 
values and vision. Focusing on Safe, Effective and Person Centered care will promote this. One to Ones ensure staff have the 
opportunity to reflect on, review and develop their performance, ultimately having a positive contribution to ensuring a safe and 
effective patient experience. Regular communication builds relationships and trust, conducting one to ones also help staff feel their 
contribution is valued, and keeps everyone well informed. 

 

Manager Guidance  Staff Guidance  

 Face-to-face in a private space at least every 

2 months 

 Dial in / VC used by exception (not 1-way 

email) at least every month  

 Make sure 1-2-1 happens. Do not postpone or 

cancel 

 Should be a 2-way open and honest dialogue 

 Check are they up to date with Compliance 

mandatory & CPD requirement 

 Discuss any training and development, 

including development needs?  

 Follow up on recent development activities. 

Think Impact? Value? Support? 

 Remember to treat staff fairly and equally, use 

template form be consistent 

 Recognise individuality, staff members have 

 Prepare in advance & actively participate 

 Take personal ownership & responsibility 

 Make sure 1-2-1 happens, if not speak up.  Do not cancel or postpone 

 Should be a 2-way open & honest dialogue 

 Provide an update on your performance against values / behaviours / 

SMART objectives 

 Take time to reflect on your practice (Safe).  Is your practice effective 

(Effective), safe, confidential, secure, conducted with integrity (Safe)  

 Be accountable & committed to your own continous personal & professional 

Development (CPD)  

 Think about recent development activities you have attended or been 

involved in, prepare to share how this went. What impact has it had? What 

do you do differently as a result? If not, do you need support with this? Was it 

a valuable experience? 

 Get involved in decisions, share ideas & sugggestions for improvement 

 Be open to new ideas & different ways of working to achieve excellent 

http://www.staffgovernance.scot.nhs.uk/what-is-staff-governance/staff-governance-standard/definition-of-the-staff-governance-standard/definition-continued/
http://intranet.nhs24.net/enhancing-staff-wellbeing/
http://intranet.nhs24.net/nursing-and-care-directorate/safe/
http://intranet.nhs24.net/nursing-and-care-directorate/effective/
http://intranet.nhs24.net/nursing-and-care-directorate/person-centred/


NHS 24 PDP&R Policy  Version 5 

6 
 

 

different needs / focus area 

 Use the time to update staff, involve and keep 

them well informed 

 Be open to new ideas & different ways of 

working to achieve excellent result 

 Drive change through others. Give staff the 

opportunity to provide improvement ideas / 

suggestions.  

 Focus on the individual (Person Centered). 

Check in, ask how are you? Check and offer 

support?  

 Think about staff health & wellbeing (Person 

Centred). Check holiday entitlements. Discuss 

leave, is it evenly spread throughout the year?  

 Think about your impact on others; are you 

fair, equitable, patient & sensitive to needs of 

others?  Are you demonstrating the 

NHSScotland values?     

 Record, store & circulate form as agreed 

 Follow up on any agreed actions 

results.  

 Think about your own health & wellbeing (Person Centred). Do you need to 

raise / share anything? Do you need additional support? 

 Think about your impact on others, are you fair, equitable, patient & sensitive 

to needs of others?  Are you demonstrating the NHSScotland values?  

 Follow up on any agreed actions 

 


