A Step by Step Guide to Using the Centre’s Workforce Development Toolkit

	Stage One – Create a role profile for your job using our one of our generic role profiles as a basis. When doing so, please ensure that you refer to the full breakdown of each NOS as well as the standard’s title. Should you feel there are any additional NOS relevant to the job please use our Mapping Tool to identify them - standards can be copied and pasted across to your role profile by first inserting a row. 
It is important that your manager reviews your role profile, and is actively involved in the process of developing it.
Your role profile can be incorporated into a job description or used as an annex for a job description.

Managers can use the role profile when recruiting for a role, by using it to assess an individual’s suitability for the role and to identify the development needs of the successful candidate.
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	Stage Two – Based on our Guidelines for Evidencing Competency, collect materials that provide evidence that you are competent in those NOS contained within your role profile. This can be a lengthy process so it is important to start collecting evidence as soon as possible after coming into post. Deposit this evidence in an ‘evidence portfolio’.
Use our Evidence Log and Reading List templates, as annexed in our Guidelines for Evidencing Competency, to record any evidence collected. This will also form part of your evidence portfolio.
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	Stage Three – Using our Assessment Tool conduct a self-assessment to evaluate which of the standards in your role profile you are competent in, and those in which you need to develop. Use your evidence portfolio to help you evaluate whether or not you are competent in the standards contained within your role profile. 

The Assessment Tool needs to contain all the standards within your role profile; simply copy and paste across the standards in to the Assessment Tool from your role profile.

Using your evidence portfolio and the Assessment Tool, a performance assessment should be carried out with your manger. This will identify any learning needs that you may have.
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	Stage Four – Where you are yet able to evidence competency against any standard contained within your role profile, fill in the Personal Development Plan. This will help you identify and record your learning and training needs, and the ways you intend on meeting these needs. 
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	Stage Five – Undertake learning/training in line with your identified development needs. Training opportunities can be identified using our Directory of Training. 
In order to ensure that any training that you undertake has met your needs, using our Training Evaluation Tool immediately after the training event. To assess the longer term impact that the training has had on your work performance, complete our Training Impact Questionnaire around 3 months after the training event. 
[continued].     

Following the undertaking of learning or training re-assess, with your manager, whether or not you are now able to perform to the required standard. Enter the evidence of this in your evidence portfolio. 
 


Notes: 
· Stage’s One to Four to be reviewed during the following appraisal as job roles may change year on year
· Stage 5 describes a process of ongoing supervision that is necessary for optimum performance of staff

Steps for staff development
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