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People Development

Appraisee Guide

This guide is designed to support you in effectively managing and monitoring
your team’s development using People Development from a Line Manager
perspective. It outlines the key steps to help you manage staff objectives,
professional development, and review activities.

Please note that, depending on your organisation’s setup, some features may
not currently be in use.

This Includes:

Personalising your profile

Changing role/organisation (if applicable)

Common questions

@ If you're not sure what you need, we're here to help.
Just get in touch and we'll work with you.

Wer're here to support you throughout your onboarding journey and beyond.

If you have any questions at any point, just let us know - we're always happy to help!

Email us at: support@nationalcollege.com  Helpdesk: nationalcollege.com/pages/support  Tel: +44 (0) 333 090 6536
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Logging in and activating your account

You should have now received your activation emails and be able to access your National
College account. When you log in, you will land on your dashboard. From here, select the
People Development tab from the left-hand navigation.
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Adding Personal Details

You can update your personal and role-specific details within your profile.
You can also customise your preferences, including receiving daily email updates

(recommended).
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Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!
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Daily notification emails are only sent if there has been activity on your account the previous day,
and you will receive just one email regardless of how many notifications there are. If nothing has
happened, you will not receive an email.

« From your dashboard, click Edit Profile, or select your profile thumbnail in the top right corner,
then from the drop-down menu, select Edit Profile

« Add or update any fields as you scroll down, including your email if needed

« Towards the bottom, you can upload a Profile Image (optional)

« Once complete, scroll down and click Save

Once logged in, you will land on your Home dashboard. Your Home Dashboard is the area for your
personal records and will look similar to the one below. You have quick link tiles on the dashboard.

* Notifications - anything that has happened on your account as an individual or Line Manager
or any organisational changes (terminology updates etc)

« Messages — the ability to send messages within the app (these can be group messages if
desired)

« Updates — anything People Development related (any upcoming webinars, feature
developments or planned maintenance)

« You will also have an overview of your records for the current academic year

To the left-hand side, you will see your feature tabs. These may look slightly different depending
on your organisation’s settings, and the terminology may have been updated to reflect your
organisation’s language.
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Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!
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Changing Role

To switch from your personal profile to your Line Manager view, click the ‘Change’ button next to
your Home tab on the left-hand navigation.
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can also be accessed here. For the purpose of
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Dashboard 0

them using the drop-down menu
under the People Development tab.

Manage Dashboard

You will then land on your Manage Dashboard. This works in a similar way to your Home
Dashboard but is your central area for monitoring your team'’s activity and progress.

At the top, you will see the staff you have been assigned to line manage, along with a summary of
their records for the current academic year.

If you have missing or incorrect staff, please speak to your organisation’s Admin, who will be able
to correct/amend this for you.
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Tip: Take some time to explore the dashboard — there are quick links, filters,
and action buttons that can help you navigate and manage records more
efficiently.

Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!
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Objectives

Objectives allow you to set, track, and monitor the professional development of your team,
supporting ongoing progress and development conversations.

Accessing Objectives: Go to Manage > Objectives
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Amy Hayes (BlueSky Trainer)

« You will see all objectives for the staff you line manage, whether these are whole-school,
individual-led or set by yourself as Line Manager.
* You can use the filters to specify your search
« Selecting the record opens up and allows you to:
o View details
o See evidence
o Access linked records
o View and add notes
o View the Objective Timeline
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Wer're here to support you throughout your onboarding journey and beyond.
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Approving Objectives

If staff have created their own Objectives, or if they have amended admin-led objectives, you will
be notified and prompted to check and approve these.

Actions
To do this: © Approve
« Clickinto the relevant Objective B Download PDF
« Under the Actions heading, click the ‘Approve’
button
+ Once you have approved, the status will turn Objective Status
green. © Approval status: Not opproved
(Unapproved on 08 Jul 2025)
If the staff member amends the Objective at any Completion status: Incomplete
pOint' it will drop GppI’OVCﬂ quin and prompt you © Validation status: Not yet validated

to re-approve.

Creating Objectives for Staff

If appropriate/necessary, you are able to create an Objective on behalf of a staff member. Doing
this will mean you have ownership and the staff member will be required to approve.

Objectives

Filter Objectives

Person Completion status Approvol stotus Verdotion stotus Ston aato

e - : - [ o [ ]

Bridget (Trainer) Barton

Ceypetie name Approved  Compited  Vokssson IVGonce ottached  Stotemwnteets Sl asts  Enddome Creaned by

To do this: In Manage > Objectives

« Click ‘Create Objective’ (top-right corner)

« Select the relevant staff member

« Complete the objective form details

e Nextstep

« You can link it to strands within the staff members’ Standards and Organisation Objectives
(where applicable)

If needed, you are also able to amend the Objective. To do this, click back into the relevant
Objective and select ‘Edit’ — this will drop approval again and prompt the staff member to
reapprove.

Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!

Email us at: support@nationalcollege.com  Helpdesk: nationalcollege.com/pages/support  Tel: +44 (0) 333 090 6536



http://nationalcollege.com/pages/support
http://nationalcollege.com/pages/support

People Development | Appraisee Guide

Tracking Progress

Use the 'Timeline’ view to understand how a
staff member’s objective is progressing over
time, including evidence, updates, and linked
activity.

Validating an Objective

Objective Timeline | Bridget (Trainer) sorton
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Once a staff member has marked their Objective as complete, you will be notified and prompted
to Validate. Validation is essentially you agreeing with the staff member’s completion status.
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To do this:

« Click into the relevant Objective

+ Under the Actions heading, click
‘Validate’

You can choose to Agree or Disagree —

Objectives

Validate Objective

Validation I Not yet validated v

Not yet validated

Disagree
: o (N

Agree

if you disagree, it is recommended to

add a note to explain why (perhaps they need to add more evidence). If they then produce the
evidence, you are able to update your validation response.

track throughout the year.

Supporting Guides

«  Managers: How to check & approve (self-led -«

Tip: Regularly reviewing objectives helps keep development focused and on

Managers: Viewing the Objective Timeline as

or admin-led) objectives for those you line

manage
«  Managers: How to set manager-led

objectives
« Managers: How to edit a manager-led

objective

a line manager
+ How to validate a completed objective as a

Line Manager

Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!

Email us at: support@nationalcollege.com

Helpdesk: nationalcollege.com/pages/support

Tel: +44 (0) 333 090 6536
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Development Activities/CPD

Development Activities (formerly the CPD tab) allows you to monitor and support professional

learning across your team.

Viewing Activities/CPD

Go to Manage > Development Activities

« You will see all activities for the staff you line manage, whether these are whole-school,
individual-led or set by yourself as Line Manager.

Development Activities

eridget (Trainer) Barton (1)
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* You can use the filters to specify your search

« Click into the titles of each to:
o View details
o See evidence

o Access linked records, such as Objectives

o View and add notes
o View the status and approve (if

necessary)

y [ g: Framing the action step in terms of goal and strategy. for Zoe Blackwell (trainer)

08 3oy 2023
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Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!
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Approving CPD (if necessary)

If staff have created their own development activities/CPD, depending on your organisation’s
settings, you may be required to approve the activity. If so, you will be notified and prompted to
check and approve these.

You will be able to easily see if activities requires your approval from the overview page. Under the
‘Line manager agreement’ column, it will say ‘Pending’.

To approve these:
+ Click into the relevant activity

« On the right-hand side, will be your action buttons.
Click either the ‘Line Manager Agreement’ or ‘Line

Manager Denial’button.
8 oo

Agree CPD Activity

Please confirm that you want to ngree the CPD Activity *PD training

Reasnn for your decision

+ Once you have made your
decision, you will be prompted to
add a reason for your decision —
this can be as brief or detailed as

Cancel Agree

you see fit.
« Once confirmed, the status will be updated, and
the staff member will be notified. SECHELS
] Booking: Confirmed
+ You also have the ability to bulk agree or deny © completion: Completed
from the overview page. © Line Manager Agreement: Agread
© CPD Team Approval: Approved
Immediate evaluation: 0% complete
Long term evaluation: 0% complete
Select bulk operation
Bulk operation
Agree v

Wer're here to support you throughout your onboarding journey and beyond.

If you have any questions at any point, just let us know - we're always happy to help!
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Monitoring Activities

We recommend encouraging staff to record all relevant learning and link their CPD activities
to their objectives, ensuring evaluations are completed where possible. This not only supports
effective tracking of development but also helps identify any gaps or areas for further focus.

Over time, this can also be used to promote collaboration across teams, enabling staff to learn

from one another and support development through a more coaching-led approach, if/where
appropriate.

From the overview page, you can monitor:

«  Activity title + CPD Team approval status (where
« Line manager agreement status relevant)
« Completion status « If the activity has been linked to Standards
« Immediate and long-term evaluation « Date of the activity
status + Who created the activity

Bridget (Trainer) Barton (8)
Line monoger Completed/Attended  Immediate evoluotion Long term evaluation CPD Teom Statement  Activity
CPD Activity ogreement Agreed/Denied by on completion (%) completion (%) Approval sot dote Crected by

St

3 Even Penging omplete 0 ApE

Creating Development Activities for staff

You can also create development activities on behalf of a staff member. This can be useful if you
have identified opportunities or are delivering training to your team.

Development Activities m
grigget (1rainor) sarton (1) Soloct bulk oparation
Bar cparobon
i st S - S comgiennn e o rary v
Hiitore.
Zoo Blackwoll (trainer) (1) Wacsen

- longusm aminton  MewineestTasm  Setamart bty _
Deveiopmaent Acthes v 1eates
Acthty et 4 - ermpioten (X} eompisman (X) Appeees ot oo Creoteaby

1inn mannger ngirement

To do this: In Manage > Development Activities
« Click ‘Create Development Activity’ (top-right corner)
+ Select the relevant staff member
« Press Next
« There are then three routes you can decide to create activities from
o From Scratch (internal/non-National College CPD)
o From The National College (if using the library)
o From a Training Event (internal CPD offered by your organisation)
+ Selecting either From The National College or Training Event will allow you to search for the
relevant activity and will prepopulate the activity details

Wer're here to support you throughout your onboarding journey and beyond.

If you have any questions at any point, just let us know - we're always happy to help!
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« Selecting from Scratch, will come up with our blank form, for you to be able to populate the
relevant details

« Depending on your organisation’s settings, you can decide if the activity requires approval
and if it is mandatory or not

+ You can also link the activity to the staff member’s objectives and, where applicable, the
organisation’s objectives to support alignment with wider priorities

« Once saved, this will notify the staff member and populate in their CPD library.

Tip: Look for patterns, not just individual activities. Use the reports to spot
trends across your team, helping you identify shared strengths and/or focus
areas where additional support may be needed.

Supporting Guides
(These guides are from an individual perspective, but work exactly the same in your Manage tab)
« Individuals: Creating self-led National College CPD activities in People Development (formerly

BlueSky)

« Individuals: Creating a self-led CPD activity from scratch

As Line Manager, you can run reports across your staff, including Development Activities Reports,
via Manage > Reports, to spot trends/identify needs etc. Details of this are shared in the ' Reports’
section below.

Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!
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Review Meetings

Meetings are used to capture discussions between you and your staff. Depending on your
organisation’s approach, these may be completed either by you or by the individual.

Accessing Meetings

Go to Manage > Review Meetings
Here you will see any meetings created by you, the individual, or another line manager (if
applicable/settings allow)

Review Meetings
Filter Review Meetings
Person Compietion stotus  With Response  Dote Filter Date Range Review Meating Ternpiate

n u . » . p— - woxm agwm - ~ . esrrmens | o |

Bridget (Trainer) Barton

Tilo Created on Acadesric Year Response Created by Completed? Terrphote

2oe Blackwell (rainer)

Amy Hayes (Bluesky Trainer)

You can click into previous meetings to access previous progress or next steps if/where relevant.
You can also click into meetings staff have created, to access details and add a response
statement should you need/wish to.

Accessing & Adding a Response Statement

(to a meeting a staff member has created)

« Clickinto the relevant meeting

« View all details

« Scroll down to the section ‘Your Response’

+  You can also add any evidence if needed/where relevant via ‘Manage evidence’ from the
right-hand side.

Your Response

Note that the response you enter is final. You will not be able to change it or remove it.

Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!
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Creating a Meeting

To create a meeting for a staff member. In Manage > Review Meetings

Review Meetings

Filter Review Meetings
Pacson Complotionstatus  WitnResponse  Date iter Date fonge Revon Meeting Tempicte
u . P — w26 2008 - [ roec |

Bridget (Trainer) Barton

T cromed on acasem vear aospenco Created by Compiosea Tampiato Seceun

206 Blackwel (trainer)

Amy Hayes (Bluesky Trainer)

+ Click ‘Create Review Meeting’
«  Recommended to keep the meeting ‘Visible to Senior Managers and your Line Managers’
« Select the relevant staff member and meeting template

+ Click ‘Create’
+ Enter the:

Review Meeting Type*

o  Meeting Type T ]
o Title
lite*

o Academic Year
o Link relevant Objectives

| Mid-Year Review

For Academic Year*

01Sep 2025 - 31 Aug 2026 (Current Year) v
Objectives
Objectives are grouped by academic year on the date they were set.
Viewing an Objective will open it in a new window (Show All Objec

September 2025 - August 2026 Hide details

[ Objective 1 - Develop a range of assessment strategies in my own practice to
reinforce learning through retrieval and application of learned knowledge. view
preview

« Complete the form as necessary (forms are bespoke to your organisation, but may include
comment boxes, drop-down options and in some cases numerical scales)
« At the bottom of the form, you can choose to:
° Save - in draft state
o Share draft — saves but shares with the individual as well
o Mark the meeting as complete — locks the form down and populates to the staff member,
enabling them to add their Response Statement, should they wish to.

\:| Share draft?

Note that sharing the draft will allow the responder to see the Review Meeting before it is marked as
complete

‘:l Mark this Review Meeting as complete?

Note that when you mark as complete, you can no longer edit or delete the Review Meeting

This Review Meeting is private until you mark it as complete. If you choose to share it, only you and the
Responder will be able to see it, until it is marked as complete

Cancel Save

Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!
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Please note, once you mark the meeting as compilete, this is finalised and details are unable to be
edited - if you do need to edit for any reason, you can contact our Support Team, who will be able
to put the form back into draft state for you.

Tip: Use objectives and CPD records to support meaningful and evidence-
based discussions. Sharing the meeting in draft beforehand helps staff
prepare in advance and supports a more open, reflective conversation.

Supporting Guides

« Managers: Adding a response to a review meeting record
+ Creating a Review Meeting record as a Line Manager

+ How to edit a Review Meeting record as a Line Manager

Observations

Observations (QA records) are not restricted to line management and can be recorded by any
user for any staff member, which is why they sit within the Home tab rather than the Manage area.

Depending on how your organisation has requested observations be completed, as Line Manager,
you may have been tagged as the ‘With’ person on your staff feedback forms. If you have, you can
access these records via Home > Observations > Observations With you

Observations
Uonne Butier
(Trainer) i TS
R - - ==
Complicrce Monagement o = e - o P -
a
You can:
. Click into the ‘Focus’ title to open the record.
. Upload any evidence you may have as Line Manager
. Add any notes

As Line Manager, you can also run reports across your staff, including Observation Reports, via
Manage > Reports. Details of this are shared in the below ‘Reports’ section.

Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!
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Standards & Self-Reflections

As Line Manager, you can also see staff’'s self-reflections against Standards or Frameworks. Head
to Manage > Standards

Stondards
Filter Standards Refiections

Porsc Rosponaes % Evidonce %

n S, e, KN ETE

eridget (Trainer) Barton

Professon

Versen sorted Suspones Tedonce

Clicking into the record title will display a bar graph of that staff member’s reflections. This
highlights both strengths and areas for development, which can be used to support their ongoing
development and objectives, as well as inform any suggested CPD activities.

Standards

Bridget (Trainer) Barton
Teacher - National Teachers’ Standards (2012)

Rosponsos

a ey )
—— [ e S
- ]
= [e—r—
T T 3
——

Analysis

Strengths and oreas for development

You can also access any evidence the staff member has attached and/or suggest evidence for
them to upload in support of their development.

Tip: Focus on the ‘why’ behind the ratings. Use reflections as a starting point

for discussion - understanding the reasoning behind a rating often provides
more value than the score itself.

Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!
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Reports

There are a range of reports you can run across the staff you line manage. While there are
currently no manager-specific video guides, the functionalities work in the exact same way as it
does for Admin users — simply accessed via your Manage tab > Reports.

Reports

Management Objectives Observations
Totals Repory Opjectives Report Observations Report

Standards
Needs Analysis Repots

Progress

Sy CPD Brogress Summory Regor
Needs Anglysis Comparieon Report Jo3 0 SUmMary of on Inds

Journals
shored Joumals Beport

Some good reports to run are;

* Totals Report — Provides a numerical overview of staff records, searchable by date, individual,
or group. It offers a clear snapshot across key areas such as Standards, Objectives, CPD,
Observations, and Review Meetings, making it easy to identify where records may be
incomplete and where additional support may be needed. This report includes all staff,
whereas other reports will only display data for staff who have records in place.

A useful example of parameters to run (particularly at end of year):

Personal Observation
Users Name Totals
CPD Review Meetings
Totals Total
Completed/Attended Completed
Hours
Standards
Objectives National Standard Selected
Total National Response %
Completed National Evidence %

Wer're here to support you throughout your onboarding journey and beyond.

If you have any questions at any point, just let us know - we're always happy to help!
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And would provide details as below:

Totats Report  NEETETNN T

3 the

* Report Created by. Lonne Butier (Traine

cPDs Objectives. Observations Roviow Maotings Roows

User's Nome Totol  Completed/Attended Hours  Totol  Comploted Totol Total  Completed Nationo! Stondard Selected? National Response % Notional Evidenco %
L]

wod (rainer) c 000 | 0 4 1 °

(uesky Trainee ¢ P e

* Progress Summary Report — Provides a summary of an individual’s latest Review, along
with details of their Objectives, CPD Activities, Review Meetings, Observations, and selected
Journals (if used by your organisation) for a chosen timeframe (e.g. an academic year, a
term, or a custom date range). This is particularly useful for gaining a quick, holistic view of
a staff member’s development, supporting more informed discussions, identifying progress
over time, and highlighting any areas that may need further focus or support.

You will get an overview at the top, along with more details of the records below, filtered by
section:

Bridget (Trainer) Barton
Ralat and raepancitee

Supporting Guides

(Although these guides are from an Admin perspective, they work in the same way via your
Manage tab)

* Running Reports: The Totals Report » Running Reports: The CPD Activities Report

* Running Reports: The Objectives Report + Running Reports: The Quality Assurance Reports
* Running Reports: The Meetings Report * Running Reports: Needs Analysis Report

Tip: Exporting Progress Summaries as PDFs at key points (e.g. end of year)
helps create a clear and consistent record of progress over time.

Wer're here to support you throughout your onboarding journey and beyond.
If you have any questions at any point, just let us know - we're always happy to help!
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Common Questions

« Standards: | can’t see my staff's self-review

» Who can create, edit and approve objectives?
 Why can’tl validate an Objective?

» Review Meetings: Why can no-one see the Review

Meeting record | have written?

This guide provides a strong foundation to help you get started in supporting and monitoring
your team’s development. As your use of the platform
develops, you can continue to build your approach to
ensure it effectively supports staff progress and 6

engagement over time. HURS About v

* Please note, if there is anything you are unsure of, you My Profile
are able to access the Helpdesk via your profile icon in the Brie
top-right corner, which includes step-by-step guides and My Learning Record

short video tutorials for all areas of the app.
Helpdesk
There is also a link to contact our support team, should you
wish to. Alternatively, please feel free to reach out to the What's New

support team directly.

Theme

Log Out
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