
 

   P a g e  1 | 22 

 

 

 

 

 

Personal Development Workbooks 

 

Guidance for Line Managers 

  



 

   P a g e  2 | 22 

 

 

Table of Contents 

 

Introduction to PebblePad ........................................................................................................ 3 

Personal Development Workbooks ....................................................................................... 3 

Line Manager’s Role ............................................................................................................... 4 

Collaboration from an individual .............................................................................................. 5 

Collaborating through PebblePad ......................................................................................... 5 

Getting Started: Logging into PebblePad .............................................................................. 6 

Reviewing the Training Needs Analysis ................................................................................ 7 

Reviewing an individual’s progress with a Development Plan ............................................. 15 

Collaborating through Ms Excel and Ms Word files .......................................................... 17 

Reviewing the Training Needs Analysis .............................................................................. 17 

Review of Development ....................................................................................................... 21 

Process Map for using the Personal Development Workbooks .......................................... 22 

 

 

  



 

   P a g e  3 | 22 

 

Introduction to PebblePad 

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

a tool to assist individuals in their Personal Development Planning.   

This user guide has been designed to take you as a line manager, step by step, through the 

process of reviewing strengths and areas for improvement for members of your team and 

assisting them to develop a Development Plan in accordance with your team’s goals and 

University requirements.  

Personal Development Workbooks 

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

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

needs analysis, to identify individual development needs to plan and reflect on development 

needs and record evidence of the development undertaken.  

The Job Family approach 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 e-portfolio tool (paper versions are also available for 

Grades 1 - 3) three training needs analysis have been designed to assist individuals to assess 

their 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 a specific grade and includes the core responsibilities, responsibilities specific to a 

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. 

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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Line Manager’s Role 

 

Individuals can choose to share their workbook with their line manager and ask for feedback.  The 

results of the training needs analysis and possible line manager feedback can be used to devise 

a development plan.  

The line manager is therefore responsible for providing constructive feedback to individuals, 

helping them understand their strengths and areas for improvement. As a line manager you can 

also review an individual’s development plan and guide them in creating a plan that meets their 

personal needs as well as the team’s development requirements. Since the development plan is 

not a mandatory tool the individual will choose to collaborate with you as their line manager. The 

individual may connect with you through multiple modes and at different periods during the 

completion of their workbook. These processes are detailed further in this document. 

See Appendix 1 for a full process map of using the Personal Development workbooks. 
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Collaboration from individuals 

An individual may ask for your feedback and support at two stages in their personal development 

process.  

1. After the Training Needs Analysis, where an individual has rated themselves against each 

‘Core Skill’ and each ‘Realising Your Potential Approach’ behaviour to identify strengths 

and areas for improvement with respect to Core Skills, Realising Your Potential Approach 

behaviours.  

2. After the creation of a Development Plan based on the completion of the Training Needs 

Analysis. 

The individual may choose to collaborate via the PebblePad system or may choose to use an Ms 

Excel version of the Training Needs Analysis and a Ms Word version of the Development Plan 

which they will email to you. 

Collaborating through PebblePad 

When an individual chooses to collaborate via PebblePad, you will receive an email notification 

regarding a ‘Shared Resource’ (as seen below). 

 

Email notification for collaboration from an individual 
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To accept the collaboration, click the link in the email to launch and access the workbook. Clicking 

on the link will require you to login into PebblePad. 

Getting Started: Logging into PebblePad 

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

 

 

2. Click the ‘Login to PebblePad’ button.  

 

3. Enter your Durham University CIS user name and password to login. 

 

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. 
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Reviewing the Training Needs Analysis 

After Login you will see the welcome page of the shared PebblePad development plan 

workbook as shown below.  

 

Welcome Page 

Reviewing Core Skills Training Needs Analysis 

The Core Skills Training Needs Analysis consists of a range of core skills statements related 

to the Job Family grade the individual belongs to. The individual chooses a rating of confidence 

on a scale of one to four about how strongly they feel that they demonstrate those skills when 

carrying out their responsibilities on a daily basis.  They are as below:   

1 = Benefit from guidance 

2 = Slightly confident 

3 = Confident 

4 = Outstanding. 

Benefit from guidance - this rating indicates that the individual  feels they 

need help and advice about how to do this. 
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Slightly confident - this rating indicates that the individual has some experience but are unsure 

/ not fully experienced in all aspects. 

Confident - this rating indicates that the individual feels they can do this well and operate in 

accordance with the requirements of the role. 

Outstanding - this rating indicates that the individual is an expert practitioner and have an ability 

to share these skills with others. 

1. To review the responses in the ‘Core Skills Training Needs Analysis’, click on the Training 

Needs Analysis tab and choose 3.1 Core Skills Training Needs Analysis. 

 

2. Scroll down and review the ratings chosen by the individual. If you wish to update a 

rating of confidence they have chosen, click on the scale below each statement.  

 

For example, the above core skills has a rating of confidence of ‘4’ (outstanding) by the 

individual. If you choose to change the rating, click on the new rating. 

3. This will open up a pop-up window for you to justify the change. Please type in your 

comments into the text box to justify the change. 

4. Click Confirm to save your comments 
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5. You may not want to comment on each rating and choose to give some overall feedback 

instead please scroll to the bottom of the worksheet. The Line Manager section will let 

you choose if you would like to give feedback or not. Please note both options need to be 

justified. You can also add comments anywhere you see this icon. 

 

6. If you chose ‘Yes’ please add some brief feedback.  If you chose ‘No’ add an explanation 

of the alternative methods you used to provide feedback to the individual e.g. a one to one 

meeting. 

 

Line manager feedback for Core Skills Training Needs Analysis 

Enter your comments and click Confirm. 

Note: It is recommended that as line manager you set up a one to one meeting to share 

constructive feedback on the completed Training Needs Analysis and also give an opportunity to 

consider the individual’s personal goals along with the University/team’s goals. 
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Reviewing Realising Your Potential Approach Training Needs Analysis 

The Realising Your Potential Approach Training Needs Analysis consists of a range of 

statements related to the Realising Your Potential Approach behaviours. The individual chooses 

a rating of confidence on a scale of one to four about how strongly they feel that they demonstrate 

those skills when carrying out their responsibilities on a daily basis.  The ratings of confidence 

are the same as in the Core Skills Training Needs Analysis:   

1 = Benefit from guidance 

2 = Slightly confident 

3 = Confident 

4 = Outstanding. 

1. To review the ‘Realising Your Potential Approach Training Needs Analysis’, click on the 

Training Needs Analysis tab and choose 3.2 Realising Your Potential Approach 

Training Needs Analysis. 

 

2. Scroll down and review the ratings chosen by the individual. If you choose to update their 

rating of confidence, click on the scale below each statement.  
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For example, the above Realising Your Potential Approach behaviour has a rating of 

confidence of ‘3’ (confident) by the individual. If you choose to change the rating, click on 

the new rating. 

3. This will open up a pop-up window for you to justify the change. Please type in your 

comments into the text box to justify the change. 

 

4. Click Confirm to save your comments. 

5. You may not want to comment on each rating and choose to give some overall feedback 

by scrolling to the bottom of the worksheet. The Line Manager section will let you choose 

if you would like to give a feedback or not. Please note both need to be justified. 
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6. If you choose ‘Yes’ please provide some feedback, if you choose ‘No’ add the explanation 

of alternative methods used to provide feedback to the individual. 

 

Line manager feedback for Core Skills Training Needs Analysis 

Note: It is recommended that as line manager you set up a one to one meeting to provide 

constructive feedback and also give an opportunity to consider individual’s personal goals along 

with the University/team’s goals. 
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Occupational Skills Training Needs Analysis 

The Occupational Skills Training Needs Analysis consists of a range of occupational related 

responsibilities related to the Job Family grade the individual belongs to. The individual chooses 

a rating of confidence on a scale of one to four about how strongly they feel that they demonstrate 

those skills when carrying out their responsibilities on a daily basis.  Each rate of confidence is 

from the same options as in previous sections: 

1 = Benefit from guidance 

2 = Slightly confident 

3 = Confident 

4 = Outstanding. 

1. To review the ‘Core Skills Training Needs Analysis’, click on the Training Needs Analysis 

tab and choose 3.3 Occupational Skills Training Needs Analysis. 
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2. Scroll down and review the ratings chosen by the individual. If you choose to update a 

rating of confidence, click on the scale below each statement.  

 

For example, the above Occupational Skill has a rating of confidence of ‘3’ (confident) by 

the individual, if you choose to change the rating, click on the new rating. 

3. This will open up a pop-up window for you to justify the change. Please type in your 

comments into the text box to justify the change. 

 

4. Click Confirm to save your comments 
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5. There is one optional question that would be useful for you to consult with individuals at 

the end of this section, see below. 

 

6. You may not want to comment on each rating and choose to give some overall feedback 

to the individual by scrolling to the bottom of the worksheet. The Line Manager section 

will let you choose if you would like to give a feedback or not. Please note both need to 

be justified as in the previous sections. 

Reviewing an individual’s progress with a Development Plan 

The development plan in the workbook is a list of targets that an individual plans to undertake in 

order to maintain their skills and meet their identified areas for improvement. 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 and the progress made in the ‘Progress’ column. 

1. To review the ‘Development Plan’, click on the 5. Development Plan tab. 

 

2. Read through the individual’s updates to review their progress. 
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Individual’s Development Plan 

3. Support the individual as required. 

4. You may also wish to help the individual devise their Development Plan by giving them 

feedback on development needs and suggesting activities to meet these needs. 
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Collaborating through Ms Excel and Ms Word files 

When the individual chooses to collaborate with you via email you will receive an email with the 

Ms Excel versions of the Training Needs Analysis documents and a Ms Word document of the 

‘Development Plan’. 

Reviewing the Training Needs Analysis 

Reviewing the Ms Excel versions is similar to reviewing the PebblePad worksheets of the Training 

Needs Analysis, it is a more visual way for the individual to present their results.  

Reviewing the Core Skills Training Needs Analysis 

The Core Skills Training Needs Analysis consists of a range of core skills statements related 

to the Job Family grade the individual belongs to. The individual will have chosen a rating 

of confidence on a scale of one to four about how strongly they feel that they demonstrate those 

skills when carrying out their responsibilities on a daily basis as detailed in previous sections.   

1. To review the ‘Core Skills Training Needs Analysis’, Open the MS Excel Skills Training 

Needs Analysis Sheet. 

 

Individual’s Skills Training Needs Analysis 
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2. Scroll down and review the ratings chosen by the individual. If you choose to add a rating 

of confidence, select your view of the individual’s confidence rating in the ‘Line Manager 

Rating’ Column against each skill.  

 

Line Manager updates in Core Skills Training Needs Analysis 

Your ratings will update the chart, the scores on the chart are an average of the ratings 

entered into the spreadsheet for each skill. 

3. You may justify your responses by giving feedback in the Feedback section in the Excel 

version at the bottom of the worksheet. Email the updated file back to the individual for 

them to upload into their Personal Development workbook. 

 

Line Manager Feedback Section 

Note: It is recommended that you set up a one to one meeting to give constructive feedback and 

also give an opportunity to consider the individual’s personal goals along with the 

University/team’s goals. 
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Reviewing the Realising Your Potential Approach Training Needs Analysis 

The Realising Your Potential Approach Training Needs Analysis consists of the Realising Your 

Potential Approach behaviours. The individual will have chosen a rating of confidence on a scale 

of one to four about how strongly they feel that they demonstrate those skills when carrying out 

that behaviour on a daily basis as detailed in previous sections. 

1. To review the ‘Realising Your Potential Approach Training Needs Analysis’, Open the MS 

Excel RYPA Training Needs Analysis Sheet. 

 

Individual’s RYPA Training Needs Analysis 

2. Scroll down and review the ratings chosen by the individual. If you choose to add your 

rating do so in the ‘Line Manager Rating’ column against each Aspect. This will be 

displayed in the chart. 

 

Line Manager updates in RYPA Training Needs Analysis 
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3. You may justify your responses by giving feedback in the Feedback section in the Excel 

version. Email the updated file back to the individual. 

 

Line Manager Feedback Section 

Note: It is recommended that as line manager you set up a one to one meeting to encourage 

constructive feedback and also giving an opportunity to consider individual’s personal goals along 

with the University/team’s goals. 
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Review of Development 

The individual may choose to share their progress when they have completed their 

development. The Review of Personal Development in Section 6 records how the individual has 

made progress in developing their skills and behaviours. To review their achievement, set up a 

meeting with the individual to understand the training and development they have undertaken as 

per their development plan and understand the justification of their ratings against the Core Skills 

and Realising Your Potential Approach Behaviours. If you choose to add your rating, do this in 

the ‘Line Manager Rating’ column against each area as shown below.  

 

 

You may justify your response by giving feedback in the Feedback section. 

 

Line Manager Feedback Section 

Email the updated file back to the individual so they can upload the file to the ‘Review’ tab in their 

Personal Development workbook.  
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Appendix 1 - Process Map for using the Personal Development Workbooks 

 


