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e-KSF

User Guide to the e-KSF Tool for Reviewers

Welcome to the integrated toolkit for the Knowledge and Skills Framework: e-KSF Version 6.1.

The following document describes the various functions provided to you as a reviewer. You will be
given reviewer rights by your e-KSF Manager/ Administrator. As a reviewer, you will be able to
view/edit KSF post outlines delegated to you, review the staff for their Planning Information, Personal
Development Review, Objectives and Personal Development Plan. You will also be able to decide

and record a short term action plan for staff, depending on the outcome their review.

To start accessing reviewer functions, log onto your Reviewer home page by entering your individual

username and password into the correct fields at www.e-ksf.org.

If you are a manager on e-KSF, you will have to select the highlighted icon (below) upon login to get

to your Reviewer page.
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Welcome Manager Guide, your Employing Organisation is NHS Blood and Transplant, in Special Health Authorities.
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Welcome to your e-KSF Reviewer homepage for the Knowledge and Skills
Framewerk electrenic tool. From here you can aceess @ range of useful functions
allocated to you by yeur manager.

View Shared Outlines

You can view KSF post outlines, review the staff for their Planning Information,
Personal Development Review, Objectives and Personal Development Plan. You
can further decide for the short term action plan of staff if, after their development
review, you both agree that further development is needed. To accese all these
features just follow the appropriate links on this home page.

View / Edit Post Outlines delegated to me

>
>
> View Local Library of Outlines
>
> Search KSF

>

Search UK Competences Database

Please remember to keep your username and password secure to avoid
unauthorised access to personal data held about your staff.

Click here to downlead the user manual.
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From this page you can access the functions available to you as a reviewer. You can access these

functions by clicking on the appropriate icons and links, in the section marked Functions Available
to Manage My Staff .




Part | — Planning the Review

After a manager has assigned staff to you for review, you'll see the individual's name on your

reviewer homepage, as highlighted below in

Note: As a manager on e-KSF, unless you specify otherwise, you will see all the staff you line
manage on this page. For instructions on how to delegate reviewer rights, see the separate document

‘e-KSF Managers Guide’.

Here you can view those staff members with a post outline assigned to them (by the manager), and
once an outline has been assigned (Note: See the separate document ‘e-KSF Managers Guide for
more info) you will now be able to start the review process. Click the “Planning Information " icon

against an individual name (highlighted by the red circle above).

The Planning Information stage of e-KSF is used to record the dates that the reviewer and reviewee
agree for the personal development review, creation of the PDP, and evaluation of learning. The
planning stage of e-KSF is optional (you can complete the personal development review process and
PDP process without using the planning module). However, it's a useful step because the e-KSF
system will, in the future, use the dates you enter to send reminder emails to both reviewer and

reviewee at key points in the review cycle.

The key dates also appear on the “My Reminders ” section of the reviewer homepage.

The planning stage is explained in more detail overleaf:




After clicking the “Planning Information " icon you will be able to enter dates about the review
process. You'll see a page like the one below:

At this page, you simply need to enter dates in the five data fields (highlighted above). You should
enter review start and end dates in the two left-hand boxes, and then the suggested dates for the

personal review discussions, PDP Creation (note that this date may be the same as the Joint Review
Discussions date) and PDP Progress Meeting.

Once you've finished entering dates, tick the “Reviewer” check box to show that you've confirmed
these dates. You then have two choices:

1. Just leave the “Reviewer” check box checked and click “Submit ” button at the bottom of

the page. The following confirmation window will open (overleaf).




The system will then send an e-mail to the reviewee asking them to log in separately and confirm

(or change) the dates. If the reviewee changes the dates you'll then be asked to re-confirm them.

2. If your reviewee is sitting next to you and has a password to confirm the dates, tick the

“Staff” check box. The following option window will open.

\

Select the second option as shown in the figure above and then the staff member can enter

their password (without showing you, off course) in the following window.

N\

Your dates will be confirmed and you’ll be returned to the homepage.

Note: This sign-off process recurs in every part of the review process on the system, including

Personal Development Reviews, Objectives and Personal Development Plans.




Part Il — Recording the Review

To record the outputs of a review discussion click the “Review " link against the relevant staff member

on your Reviewer's homepage, as circled below:

You'll get a page like this one:

_ >

The Review process starts here. As you click the above highlighted link, the system checks the
individual's pay band and pay point, and then confirms whether a gateway review needs to take place
in e-KSF.

As Foundation Gateway reviews move around a pay band (and are not set at specific points like the

second gateway) then if this is the first review recorded on e-KSF for this pay band, the system will




ask you to confirm whether this review is a Foundation Gateway review. If this is the first review
recorded for this individual in this pay band, and you selected “non-gateway” as the review type, then

you will have to select a reason for not having a foundation gateway.

E-KSF also checks whether the reviewee is at the second gateway point on their pay band, and if so
prompts you to record this review as the formal second gateway review. You can record an interim
review here, and defer the second gateway review to later in the year, provided that it takes place

before the reviewee’s pay increment date.

A new KSF development review document is created — foundation, second or non-gateway review -

based on your answers to the various questions from e-KSF about gateways.

Note: You will get an alert message if the pay band/pay point against the post outline is missing. In

that case, an email is sent to the e-KSF Administrator/ Manager asking them to add the pay band or

pay point.

Note: If the review period of staff is a gateway year then the staff member undergoes the Personal
Development Review (Gateway) . On the other hand if the review period of staff is a non gateway
year then he/she undergoes the Personal Development Review (Non Gateway or ‘Workin g

towards...").




On clicking the “Personal Development Review (Working towards Secon d)” link from the previous

screen, you will be directed to the following page.

OU

O

On this page, you can enter the outputs of the personal development review. Simply select the
individual's Current Level of achievement from the dropdown against each dimension (circled in
blue). Click on the evidence sections to enter text of the evidence and comments (circled in green).
Once evidence has been added for a dimension, the evidence box will turn green. You cannot save
a Review document as complete unless you have recor  ded evidence for each dimension.  You
can also upload any electronic documents from your computer which support your evidence using the
‘View/Upload Files’ link ( ).

Before the document can be saved as complete, you must record the date of the review correctly

(circled in red).

Once you have completed the document and selected all the levels and recorded all the evidence,

and both parties are happy with the content of the review document, then it can be signed off (

).

Please remember to ensure you save your work here a  t any point when you exit this screen, by

clicking on the Save icon (circled in purple).

Once a KSF Development Review document has been signed of by both parties and completed, you

can view the Learning Needs Analysis (LNA) for this review (as shown below). This displays




graphically where the staff member presently is in regards to their dimension levels, and where they

need to be for the gateway requirements.

If the individual has passed the gateway, then e-KSF will record that the individual’s pay point should
be automatically incremented at their pay increment date, and the KSF Development Review process
is complete. The next review will be in the following year, and once a new Review document is
created, staff would be expected to be completing the evidence boxes during that year period, ready

for the reviewer to reassess the progress against their outline at next years Review.

Note: You may also have the option to show that the individual agrees the data you've entered
without having to sign this off in e-KSF. As well as the two manager/staff check boxes, you could also
check the “Individual is completing this Process on paper” box (if this has been made available in your
Trust).

If you tick the two sign-off boxes and then this third “Individual is completing this Process on paper”
box before clicking “Submit”, the joint review form is saved without entering an individual’'s password.
You would do this if the individual reviewee did not have access to a computer, but they did have a
paper copy of their review data, which they’d signed. You should expect to be able to produce this

signed paper if required to prove that the process has been completed in partnership.




Gateway Reviews

When recording a Gateway Review, before signing off the document as complete the reviewer agrees
with the staff member whether they have achieved the necessary level needed to pass through the
Gateway or not. E-KSF checks this automatically by comparing the current level of the individual
against the required level of each dimension. When the current levels of all the dimensions are equal

to or greater than the required level, the gateway is considered as passed.

On the other hand, if the current level of even a single dimension is less than the required level, then
the gateway is regarded as not completed. In this example, for the Foundation Gateway we show 2 as

the required level but the current level shows 1:

In this instance, the individual is moved on to the “Short Term Action Plan”  process.

After signing off the KSF development review and clicking on ‘Save’, you will be presented with the
options shown below. Here the tool asks for a reason why the individual has not completed the
gateway review and whether there has been extenuating circumstances or not. Based on the review

outcome, choose an option by clicking on the circle, as shown below.




Once decided and your reason selected, you will be taken to the “Short Term Action Plan” (STAP) page
(shown below). This needs to be completed in all sections and signed off in partnership (as per the format so

far).

Note: You have the option to make comments about your decision. It is good practice to complete this section
as it will appear on the short term action plan page and act as a reminder as to why there is a need to be doing

a short term action plan.

When a staff member has completed the Short Term Action Plan (STAP) specified by the Reviewer,

then a new Development Review document is created (as shown overleaf):




He/she will again undergo the Personal Development Review stage (using the new document
circled above) and - if it is successfully completed - then the Personal Development Review process

is complete.

Alternatively if the Reviewer is still not satisfied with the staff's performance, then he/she again has to
undergo the short term action plan until the staff meets the requirements of the assigned post outline

and accomplishes the expected competence level.




Part Il — Setting Objectives

Note: this is an optional part of e-KSF, designed specifically as a recording tool for agreed work

objectives. Objective setting is not part of the Personal Development Review or PDP process.

On the reviewer homepage, click the Objectives icon (circled below) and a pop-up screen will

appear, allowing you to use the link ‘Create new objective document > >'.

A new document will now be created which as an ‘editable’ status. Click this link to open the

document.




A new objective document has now been opened.

Here you can store:
The performance objective
Target Completion Date

Constraints identified (what, outside of this individual's control, might stop them achieving the
objective)
Action plan and evaluation process (how the objective is going to be achieved, and how

performance will be measured)

Additional comments and remarks.

Enter data for these columns, mark the sign-off boxes as appropriate (“Yes” for manager, and “Yes”,

“No” or “Individual is completing on paper” for individual) and then click “Save”.

At your next review meeting, you would update the “Status ” box to identify whether this objective has
been achieved or not, and if not whether it should be carried forward to the next objectives form. You

will not be able to alter these until the next review.




Part IV — Creating/Evaluating the Personal Development Plan

From your reviewer homepage, click the “PDP” icon against an individual’'s name. You'll see this

page:

Click the “Add new activity " button (as highlighted above) to add new rows to the PDP. In each row
you can enter:

Activity details (what this person will do)

Linked activity from database - if your organisation has activated this module.

To link an activity from the database, click the “Link Activity ". The following pop-up window (overleaf)
will open.

Note: This function is only available if your organisation has added their catalogue of courses to e-
KSF. If your organisation HAS NOT done this, the Link Activity option will be greyed out and
unusable. Therefore, go to Page 18 of this guide. Even if this function is available, you should typically
only use it for formal “bookable” training courses — of course, much of the development that people
undertake will be informal and/or on the job training, so won't need a linked activity.
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activity you want.

Leave “Activity Title” selected and click
“Browse ".

Your search results will be shown in a separate window like the one below. Here you can view the
details of the activity or select the activity you wish to link to the PDP.

Select a check box and then click “OK” to add the activity to the PDP.

Note: You cannot add more than one activity per activity entry.

You'll see that the main PDP page has now changed, to reflect the activity you've added.




If you cannot link an activity, you can enter the data manually here.

Whether or not you've used the “link activity” link, you now need to enter more information about the
activities in the remaining light-blue boxes:

“Target Completion date” of the activity
Learning Aims/Purpose of the activity

“Priority” for development (i.e. is this a mandatory activity, for the individuals development
etc)

“More Details " (which opens a new window to enter further optional information about this
activity)

“View/Upload Files " — click this to optionally view/ upload the relevant files attached.

“View Linked Dimensions " — click this to associate the activity to KSF dimensions, whether
they're in your post outline or not. You should always identify at least one dimension to be
linked to the PDP activity.

Note - you can record each activity individually, which means that you can add other development
activities outside of the review meeting and track them without requiring formal sign-off from both
parties. Both reviewer and reviewee have access to this page, so you can add activities at any time

during the year as and when you do them, so building up a history of learning and development.

Once you have completed the PDP form and have clicked “Save” button, the following confirmation
window will open:




Part V — Viewing/ Editing Post Outlines Delegated to me

As an e-KSF Reviewer, you can view/ edit the post outlines delegated to you before they are sent for
approval. This will typically happen if the manager wants your input or opinion to a post outline before
sending it for organisational approval. To do this, simply click on the highlighted “View/ Edit Post

Outlines delegated to me”  link.




The following page will open:

O

From this page, you can view/edit the post outline delegated to you. You can do this by clicking the
above highlighted “View Details " icon. The post outline detailed page will open as shown below:

You can edit the data added
here. Simply click “Save”
button, once you have carried

out the changes.

If this guide does not answer all your questions, please take time to write to contact@e-ksf.org or
support@e-ksf.org




