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Introduction to PebblePad 

 

PebblePad is the University provided web-based Personal Learning system that can be used as 

a tool to assist in your personal development planning.   

This user guide has been designed to take you step by step through the process for using the 

personal development workbooks. 

 

Personal Development Workbooks 

The personal development workbooks will enable you to identify the skills and behavioural 

attributes required at each grade and give opportunity, through the completion of a training needs 

analysis, to identify individual strengths and development needs and to record evidence of 

development undertaken.  

The Job Family implementation has facilitated the development of this tool.  The job profiles have 

been analysed to identify 9 core skills that underpin all 4 Job Families.  This has been combined 

with the behavioural attributes outlined in the Realising Your Potential Approach and specific 

technical role requirements.  Using the PebblePad tool (paper versions are also available for 

Grades 1 - 3) three training needs analysis have been designed to assist in assessing your 

confidence against the Job Family core skills, the Realising Your Potential Approach 

behaviours and Occupational skills aligned to job roles and grade to help in identifying strengths 

and areas for development.   

The training needs analysis consists of a range of statements extracted from the Job Family 

profile for your grade and includes the core responsibilities, responsibilities specific to your 

role and the appropriate behaviours from the Realising Your Potential Approach 

(https://www.dur.ac.uk/hr/realisingpotential/). The core responsibilities and Realising Your 

Potential Approach behaviours are relevant across all job roles at that grade within the four Job 

Families therefore the analysis will assist in identifying transferable skills. The effective 

demonstration of all responsibilities will support the University to meet the objectives of the 

overall Strategy and the People Strategy. 

You can choose to share your workbook with your line manager or another member of staff e.g. 

mentor/coach and ask for their feedback.  The results of the training needs analysis and possible 

https://www.dur.ac.uk/hr/realisingpotential/
https://www.dur.ac.uk/hr/realisingpotential/
https://www.dur.ac.uk/hr/realisingpotential/
https://www.dur.ac.uk/strategy2027/
https://www.dur.ac.uk/resources/about/local/PeopleStrategy.pdf
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feedback from your manager can be used to devise a development plan to help you work on your 

personal and career development needs. 

See Appendix 1 for a full process map of using the personal development workbooks. 
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Getting started  

 

Logging into Your Personal Development Workbooks 

 

Your personal development workbooks are available in PebblePad and they can be accessed 

two ways: 

Via the Job Families web page 

 

Navigate to the ‘Organisation Development’ home page under the Human Resources & Organisation 

Development web page. Under ‘Staff Development’ access ‘Personal Development’ and then navigate to 

‘Personal Development Workbooks’ or you can choose to type in the web address of  

https://www.dur.ac.uk/carod/strain/cpd/pdworkbooks/ 

In the ‘Personal Development Workbooks’ web page click on the link to your current Job Family. 
 

 
 

Click onto the appropriate link for the Personal Development workbook you wish to access.  

https://www.dur.ac.uk/carod/
https://www.dur.ac.uk/carod/strain/cpd/pdworkbooks/
https://www.dur.ac.uk/carod/strain/cpd/pdworkbooks/


 

   P a g e  7 | 43 

 

 

 

This will take you to the PebblePad system.  Select the ‘I have an IT account at Durham University’ 

option 

 

 

Click the ‘Login to PebblePad’ button.  

 

Enter your Durham University CIS user name and password. 

This will launch the workbook with the following usage statement. 
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Once you have read this please click Continue anyway. 

 

Note: If you access PebblePad using a mobile phone or other smart device, you will be presented 

with a slimmed down version of the software, which still allows you to use most of the functionality 

of the full version. 

 

When you access the workbook for the first time you will be notified that the workbook will ‘auto-

submit’ your responses.  This allows partial completion of the workbook, any changes you make 

will be saved and you will be able to return to the workbook later to complete or make any 

amendments.   

 

 

Click in To share for assesment I agree to the terms of usage and Continue to access the workbook. 
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Via the PebblePad website 

 

PebblePad can also be accessed via http://v3.pebblepad.co.uk/login/durham/ and must be 

accessed this way after your initial visit.  To login follow the steps outlined below. 

1. Select the ‘I have an IT account at Durham University’ option 

 

 

 

2. Click the ‘Login to PebblePad’ button.  

 

3. Enter your Durham University username and password 

Note: If you access PebblePad using a mobile phone or other smart device, you will be presented 

with a slimmed down version of the software, which still allows you to use most of the functionality 

of the full version. 

  

http://v3.pebblepad.co.uk/login/durham/
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Help Resources 

The first time you access PebblePad you will be presented with a helpful introductory video, 

please take the time to review the video.  

 

Note: You can select the ‘Ok, got it!’ checkbox to disable the introductory video prompts for 

future logins.  

 

Additional support video guides are available via the inbuilt Learning Centre covering both basic 

and advanced features of PebblePad. 

4. Click on the ‘Pebble+ Home’ button to proceed to the PebblePad dashboard (home page).  
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PebblePad Dashboard (home page) 

The PebblePad Dashboard is a simple and intuitive springboard for everything you will need to 

access.  Additional navigation functionality is provided via the 'burger'         menu on the top left 

of every page. 

 

 

 

Accessing the Personal Development Workbooks 

1. Click the ‘burger' menu on the top left of the page.  

2. Click on the ‘Resource store’.  
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All personal development workbooks should be available as a list.   

3. Select the one you wish to access e.g ‘BPPS Grade 7 (with Leadership)’ Workbook by 

clicking on the title.  
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Auto Share and Terms of Usage information 

 

When you access the Workbook for the first time you will be notified that the Workbook will ‘auto-

submit’ your responses.  This allows partial completion of the Workbook, any changes you make 

will be saved and you will be able to return to the Workbook later to complete or make any 

amendments.   

 

Click to Auto share and Continue. 

A message will appear about saving your work. 

 

Click OK, got it! 



 

   P a g e  14 | 43 

 

Updating the Personal Development Workbooks 

 

Once you have accessed your workbook for the first time to carry out any further updates you 

will need to access via the PebblePad website at http://v3.pebblepad.co.uk/login/durham/ 

 

Select the ‘I have an IT account at Durham University’ option 

 

 

Click the ‘Login to PebblePad’ button.  

 

Enter your Durham University CIS user name and password. 

  

http://v3.pebblepad.co.uk/login/durham/
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You will access your workbook in the Assets section of the PebblePad Store.  

 

 

 
Click onto the title of the workbook you have saved. 
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Using the Personal Development Workbook 

 

Welcome page 

 

This is the first page you see when you open your personal development workbook. Please read 

through the instructions on this page before proceeding. 

 

The following instructions are provided. 

To complete the personal development workbook the following actions must be carried out.   

1. Enter your name, role and department in the My Profile section. 
2. Complete the Core Skills Training Needs Analysis to help you to consider skills that you 

demonstrate in your daily activities at work and those requiring further development. 
3. Complete the Realising Your Potential Approach Training Needs Analysis to identify 

those behaviours that you demonstrate and those requiring further development. 
4. Complete the Occupational Skills Training Needs Analysis to assist in considering the 

role specific technical skills that you demonstrate in your daily activities at work and 
those requiring further development. 

5. Share your completed Training Needs Analysis with with your line manager if you would 
like their feedback. 

6. Identify actions required to meet your identified development needs. 
7. Record the actions on the Development Plan and update with your progress. 
8. Complete a further review of each Training Needs Analysis to assist in 

identifying progress made.    
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My Profile 

 

Enter your Name, Role and Department. 

 

 

Once complete tick the Mark page as complete box. 
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Training Needs Analysis  

 

There are 3 Training Needs Analysis to complete 

1. Core Skills Training Needs Analysis 

2. Realising Your Potential Training Needs Analysis 

3. Occupational Skills Training Needs Analysis. 

 

Core Skills Training Needs Analysis  

Click on the Training Needs Analysis tab and choose 3.1 Core Skills Training Needs Analysis 

to start. 

 

This will open the Core Skills Training Needs Analysis which consists of a range of statements 

to which you should rate your confidence on a scale of one to four about how strongly you feel 

that you demonstrate these skills when carrying out your responsibilities on a daily basis.  You 

will be asked to read each statement and rate your confidence from the options below:   

1 = Benefit from guidance 

2 = Slightly confident 

3 = Confident 

4 = Outstanding. 

Benefit from guidance - this rating indicates that you feel you need help and advice about how 

to do this. 

Slightly confident - this rating indicates that you have some experience but are unsure / not fully 

experienced in all aspects. 

Confident - this rating indicates that you feel you can do this well and operate in accordance with 

the requirements of the role. 
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Outstanding - this rating indicates that you are an expert practitioner and have an ability to share 

these skills with others. 

Example 

 

Following identification of the relevant rating you will be prompted to give reasons for your 

selection, you can support your choice by uploading evidence of work or a description of activities 

you have performed. 

 

Once you have entered your reasons please click Confirm. 
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Uploading Evidence 

 

The rosette icon        is used to indicate where you can add evidence, this can be existing 

PebblePad asset(s), or file(s) of any format. 

 

If you wish to add evidence: 

1. Click on the ‘rosette icon’. 
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2. Click on the 'Add an asset' button.  

A list of files in your Asset Store will appear. 

 

Within the 'List View' tab you can select from asset(s) already uploaded to PebblePad, click on 

the file(s) you want to upload, and click 'Done'. 

To upload a new file: 

1. Click the 'Upload' tab. 

2. Either drag file from your computer to the box labelled 'Drag a file 

here’ or click on the 'Or chose a file...' option to navigate your 

computer and select the file you want to upload. 

 

3. Give the file a title (by default this will be the existing filename). 
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4. Scroll down and click Confirm upload. 

 

 

 

5. Click Done. 
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6. An optional text box is provided to allow you to outline how the resource meets the criteria 

you are evidencing if you wish.   

 

7. You can also specify whether you feel you have sufficiently evidenced and item by 

selecting one of the available options: 

 This item has not yet been evidenced  

 This item is not yet fully evidenced  

 This item is now fully evidenced. 

The choice you make will change the colour of the rosette to red, amber or green, respectively. 
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You can then move to the next Skill. 

There are no right or wrong answers; this is simply a tool which will help you identify the areas 

that you are doing well in and areas for improvement.  It should take approximately 45 minutes to 

complete the Core Skills Training Needs Analysis. 

When you have completed all of the sections you can choose to enter your responses into an 

Excel spreadsheet to visually present your results by clicking on the link (you should also include 

the results of the Occupational Skills Training Analysis in Section 3.3 to get complete results of 

ALL of your Core Skills). Click this link. 

 

This link opens up a spreadsheet for you to enter your results. Choose your grade from the drop-

down list. 

 

Enter your results and a chart will be produced. 
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NOTE: The scores displayed on the chart are an average of the ratings of confidence you have 

scored yourself within each skill of the Training Needs Analysis. 

If you are sharing the workbook with your line manager, you should save this file and send to 

them for feedback (see Sharing with your Line Manager section). 
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Self-Reflection 

You can use the table at the bottom of the worksheet to consolidate the list of strengths and areas 

for improvement you have identified during the completion of the training needs analysis. 

 

There is a Line Manager section at the bottom of the worksheet that your line manager can 

complete if you choose to share your workbook with them (see Sharing with your Line Manager 

section). 

 

When you have completed your responses click Mark page as complete.  
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Realising Your Potential Approach Training Needs Analysis  

 

To complete the next section, click onto 3.2 Realising Your Potential Approach Behaviours 

Training Needs Analysis. 

 

This will open the Realising Your Potential Approach Training Needs Analysis. This analysis also 

consists of a range of statements to which you should rate your confidence on a scale of one to 

four about how strongly you feel that you demonstrate these behaviours when carrying out your 

responsibilities on a daily basis.  You will be asked to read through each behaviour and rate your 

confidence from the same options:   

1 = Benefit from guidance 

2 = Slightly confident 

3 = Confident 

4 = Outstanding. 
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Example 

 

Following identification of the relevant rating you will be prompted to give reasons for your 

selection. 

 

Enter your reasons and click Confirm.  You can also upload evidence if you wish as in the 

previous section. 
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You can then move to the next Behaviour. 

There are no right or wrong answers; this is simply a tool which will help you identify the areas 

that you are doing well in and areas for improvement.  The Realising Your Potential Approach 

analysis should also take approximately 45 minutes to complete. 

When you have completed all of the sections you can choose to enter your responses in an Excel 

spreadsheet to visually present your results of the Realising Your Potential Approach Training 

Needs Analysis by clicking on the link. 

 

Enter your results into the spreadsheet, example shown below. 
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A chart will be produced as shown below. 

 

If you are sharing the workbook with your line manager, you should save this file and send to 

them for feedback (see sharing with your Line Manager section). 

 

Self-Reflection 

 

You can use the table at the bottom of the worksheet to consolidate the list of strengths and areas 

for improvement you have identified. 
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There is a Line Manager section that your line manager can complete if you choose to share your 

workbook with your manager (see sharing with your Line Manager). 

 

 

When you have completed your responses this section click Mark page as complete.  

 

 

 

 

 

 

  



 

   P a g e  32 | 43 

 

Occupational Skills Training Needs Analysis  

 

To complete the next section, click onto 3.3 Occupational Skills Training Needs Analysis.  

 

Complete the sections as in the previous Training Needs Analysis sections 3.1 and 3.2.  

NOTE: This section is specifically meant to help you focus on job related skills you need on a day 

to day basis and includes an open question to help you reflect on these skills.  In the Self-

Reflection Section, record skills that are specific to your job profile and skills that will help you 

improve in your area of work.  

There is a Line Manager section that your line manager can complete if you choose to share your 

workbook with your manager. 

 

When you have completed this section click Mark page as complete. 
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Sharing with your Line Manager 

You may like to ask your line manager for feedback and support at two stages in your personal 

development process.  

1. After the Training Needs Analysis, where you have rated yourself against each ‘Core Skill’ 

and ‘Realising Your Potential Approach’ behaviour to identify strengths and areas for 

improvement.  

2. After the creation of your Development Plan (refer to the Development Plan section in this 

User Guide). 

You may choose to share your personal development workbook using one of these two methods 

(or both if you choose to): 

Collaboration using PebblePad 

To request feedback after the Training Needs Analysis, go to the Resources page by clicking 

onto the 'burger'         menu on the top left of the page. 

 

 

Click on the ‘Resource store’.  
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Alongside the workbook you wish to share Click onto the ‘i’ button. 

 

Click on ‘I want to’ and then click on ‘Share’ 

 

1. Then click on option for ‘I would like to share this’, “With people” 
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2. Then type in the email address of the person you want to share with. 

 

3. Choose option Collaboration to enable your line manager to give you feedback within 

your workbook. 

4. Then click ‘Next’ and click ‘Confirm to Share’ in the next window. If you choose you can 

add a personalised message at these steps. 

This will send an email to your line manager informing you want to share (as seen below).

 

 

Your line manager can then provide feedback within your workbook. 
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Collaborating through Ms Excel files 

If you choose to complete the Training Needs Analysis summary document in Excel, you will need 

to email this to your line manager if you would like them to review. Once they have completed, 

they can email this back to you so you can upload into your workbook. 

Refer to the Core Skills Training Needs Analysis section for details on updating the Excel version 

of the Training Needs Analysis. 
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Personal Development Resources 

 

This section provides information that would be useful to access prior to creating a Development 

Plan. 

 

Training and Development Opportunities 

Links to information on relevant training and development including workshops and e-learning.  

Training Needs Analysis Summary 

Another link to the Ms Excel file that you can download and use to present the results of your 

Training Needs Analysis in a chart format.  

Professional Qualifications 

Information on qualifications that may be useful for your further development. 
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Development Plan 

This section includes a Development Plan to record any training and development needs 

identified from the completion of your personal Training Needs Analysis. For possible 

development options please refer to the Job Families Core Skills website at 

https://www.dur.ac.uk/carod/strain/careerdev/. The table contains the area for improvement in 

‘Development Need’ column, the source of training and development in the ‘Development Activity’ 

column, the target date by which the individual intends to finish the task in the ‘Target Date’ 

column, the progress so far in the ‘Progress’ column and the benefit derived from undertaking the 

activity in the ‘Impact Measure’ column.  The plan should also be maintained with your progress. 

 

Example of a completed Development Plan below 

 

If you would like your line manager to review, collaborate following the instructions in the section 

‘Sharing with your Line Manager’. 

https://www.dur.ac.uk/carod/strain/careerdev/
https://www.dur.ac.uk/carod/strain/careerdev/
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You can also use the development plan as a Word document instead of the one provided in the 

workbook.  You may find the Word document easier to format.  To do this download the 

'Development Plan Template’ from the Personal Development web page at 

https://www.dur.ac.uk/carod/strain/cpd/. You can upload your completed version of the 

Word document at the bottom of this page. 

 

When you have completed this section click Mark page as complete. 

NOTE: If you complete the Word document of the ‘Development Plan’ you will need to email the 

document to your Line Manager to review. 

Review  

On achievement of the targets on your Development Plan you should update the columns 

‘Progress’ and ‘Impact Measure’.  

https://www.dur.ac.uk/carod/strain/cpd/
https://www.dur.ac.uk/carod/strain/cpd/
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Example of an updated Development Plan 

You may find it useful to revisit the Training Needs Analysis and complete each section again to 

identify how you have progressed in developing your skills and behaviours.  When you have done 

this the Training Needs Analysis can be downloaded and used to present your new results.   
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Example of a completed template that illustrates individual results. 
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On completion the template can be uploaded to the workbook and you can ask your line manager 

for their feedback or you can email a copy to ask for their feedback and upload the fully completed 

version.  See example below of a fully completed template. 
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Appendix 1 - Process Map for using the Personal Development Workbooks 
 

 


