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Questions regarding e-KSF & AT-Learning Functionality and Responses from Think Associates
January 2010, prepared by Richard Bradbury, Solutions Manager, Think Associates

This table is extracted from a recently-completed options appraisal document. We think it’s a good summary of

how both e-KSF and AT-learning meet organisational needs, as defined by a leading NHS Trust. This document

covers all the main KSF and training/development processes that can be managed by these 2 systems.
1) Business Information
	Monitor departmental and organisational performance in applying the KSF

	Built into e-KSF are around 60 standard reports designed by the DH along with users. A typical report will show departments down the left side, with separate columns for pending and completed reviews, PDP and Objective documents, along with percentages and the ability to drill down to names within departments.
These reports also demonstrate the numbers of staff requiring a PDR, again with the ability to drill down to names to enable effective targeting of support and communications.


	Provide information for compulsory national reporting requirements in relation to the KSF and NHS Litigation Authority 

	e-KSF has a specific section of Monitoring Reports linked directly to the 4 Countries requirements for national reporting.  AT-Learning has a specific section of reports that comply with NHSLA requirements for Risk Pooling.
These reports provide the data required for NHS Employer reports, along with DH and NHSLA requirements. For any NHS required national monitoring information you’ll always be able to produce the requested data with a couple of clicks, in the same standard format, via the e-KSF and /or AT-Learning standard reports.
e-KSF can provide also reporting on progress of development plans for other external bodies –for example  like the numbers of staff with an active personal development plan, which is useful for CQC reporting.


	Equality and diversity monitoring?

	e-KSF and AT-Learning have a specific set of reports for equal opportunity monitoring, including gender, ethnicity, age and staff groups. Most reports also have filters for the key diversity groups. AT-Learning follows this methodology with a bespoke set of reports linked directly to quality monitoring needs, along with filtering available on all standard reports for key equality and diversity fields.


	Minimises paperwork and administration management 

	The e-KSF is an electronic tool designed to support the implementation and effective use of KSF.  The full and efficient use of e-KSF reduces the requirement for paper portfolios and appraisal paperwork as all the documentation required for a KSF Review is available through the tool. 
AT-learning is an electronic tool designed to support the management of learning activity data specifically within the NHS. Using AT-Learning to its full potential is proven to reduce system administration, central resources and provide all documentation to delegates and managers using electronic communications (email and system notifications).
HR departments no longer need to design and distribute appraisal paperwork and portfolios. Reviewers and staff can access the review documents, objectives and learning records electronically together or separately. Learning departments no longer need to design and provide paper based prospectus’, correspondence and certificates.
If e-KSF is used properly and all aspects of the tool are signed off by both parties then there is no longer a need for administrators or managers to complete and send appraisal activity data to the HR or Workforce department as the e-KSF administrator can run reports centrally identifying departments where appraisal activity is occurring and where it is not. This dual signoff process links directly to AT-Learning to ensure that learning activities are agreed and completed in line with organisational appraisal /PDR processes.
e-KSF is linked to the ESR system, thus meaning that all staff data and change files are updated automatically, and PDR outcomes transferred back to ESR for data warehousing.  This history of PDRs, PDPs, & Objectives, when used with the ESR IAT processes, is transportable to other NHS organisations at both staff level, reviewer level if staff choose to display this, and statistically at administrator level for reporting.

By activating the link between ESR and e-KSF, your organisational structure is automatically uploaded and kept up to date on a weekly basis. Your staff change files are also kept up to date, new starters are automatically added and leavers are removed. This data is also linked, via the e-KSF to AT-Learning thus ensuring that all staff data remains in sync with your central ESR database. This reduces the need to manually keep e-KSF or AT-Learning up to date with any staff data. 

If your organisation is moving towards manager self service, then ESR also provides manager staff relationship data, which e-KSF then matches the staff with the managers as set up in ESR. This gives consistency of data across the two systems. 

e-KSF & AT-learning are designed to be a self service tool with functionality at manager level that allows managers to create and maintain teams of reviewers, allocate and keep staff post outlines up to date and generate their own set of reports. Again this reduces the central administration in the set up and maintenance of e-KSF and in the number of requests for accurate appraisal activity locally as managers can generate their own reports showing this information. Staff can also log in to e-KSF to manage their own evidence towards their PDR and manage their own training activity bookings, check & amend dates, evaluation forms and print their own certificates.


	Identify local and national competencies and gaps /Support knowledge and skills for succession planning

	e-KSF has a specific reporting section for workforce planning and organisational development – for example, it’s possible to use data about KSF post outlines to create a picture of the organisational demand for knowledge and skills. Using data from reviews allows you to see the current organisational supply of knowledge and skills, and the gaps can be used to help you determine your recruitment, retention and development strategies. 
e-KSF is linked to the Skills for Health database of National Occupational Standards which can be linked directly to KSF Post Outlines enabling staff to view not only their KSF Dimensions & Levels, but also NOS when compiling & presenting evidence during the PDR process.


	Facilitate the targeted use of learning and development budgets

	AT-learning, the commercially available Learning Management System that is fully integrated with the e-KSF has a financial module that allows the management & tracking of budgets and cost codes linked directly to study leave processes. Financial reports and ‘statements’ are available within a few mouse clicks.
In its basic form, the PDP allows free text data entry in the activity field,  and a link to identify a budget code and when used together reports can then be generated identifying the organisations learning requirements therefore assisting the training department with a TNA and information to use their budget more effectively. 




2) Line Manager Needs

	Create a Post Outline

	e-KSF allows managers and staff to create post outlines in partnership, including dimensions, levels, indicators and examples of application. E-KSF also allows users to link National Occupational Standards to the post outlines when writing examples of application.

This process can also be managed centrally by administrators where post outlines are already exist.

Once post outlines are assigned to staff they can view or print the full post outline, including examples of application and National Occupational Standards. Post Outlines can also be viewed in full by any users prior to assignment.

e-KSF is fully enabled to understand the new Credit and Qualifications Framework, and has built in processes to link Credit to evidence and learning – this option is available by request to your Account Manager at no additional cost.

Within e-KSF you can also view Post Outlines approved for use by the National KSFG, organisations you choose to share with, along with all organisations that fall under the SHA.
AT-Learning allows managers to monitor mandatory training for their staff using standard reports – administrators can also delegate specific more detailed reports to managers. AT-Learning also allows you to manage bookings for training activities locally – either by managers themselves of by using delegated functions within e-KSF to allow their PA or clerks to complete this for them.


	Approval of Post Outline

	Once written e-KSF manages your Post Outline approval processes, including verification that the outline has been created in partnership following Staff Council guidelines, and once approved can be assigned to staff.

This process can also be managed centrally by administrators where post outlines are already exist.


	Assign Post Outline to staff

	Post Outlines can be assigned to staff by managers or centrally by administrators, either one-by-one or in bulk where you have generic Post Outlines, for example assign one Band 5 Nurse PO, to multiple staff in one single process.


	Manager Reports

	There is a suite of manager level reports available within e-KSF & AT-Learning via a single logon, which include information as to when a review is due, gateway & incremental data, PDP entries, mandatory training compliance etc. 



	Plan the KSF Review

	e-KSF has a specific section, which is optional, where staff and their reviewers can record the dates of their planned PDR meetings.


	Recording the KSF Review

	e-KSF allows the manager or reviewer, and /or staff member to record evidence and assign the achieved level against each dimension. Evidence is by text entry and each entry can contain a maximum of 8000 characters.

Staff and reviewers can also upload evidence, for example PDF files, and link these to dimensions.


Where PDP rows are recorded, these can also be linked to dimensional evidence.

Where a Gateway is not achieved, e-KSF creates a Short Term Action Plan to guide the reviewer and staff through the action planning stage, and creates a copy of the existing PDR document for revision and additional evidence collation.

Reviewers and Staff have access to all data pertaining to their PDRs, PDPs and Objective documents – this data is transparent across the manager, reviewer and staff access roles, and allows comments to be added by any role at any time alongside the dimensional evidence.


	Create Objectives Documents

	Whilst not part of the KSF process, the e-KSF also allows staff and reviewers to record and measure objectives. As with the PDR document, these are transparent across the user roles and also allow staff to carry forward any objectives not completed within the review period.

This form can be accessed prior to the Post Outline being assigned, and can also be used for non-AFC staff.
Our separate AT-Performance system allows you to manage and cascade categorised objectives to staff and report on progress.


	Create a PDP

	e-KSF has a PDP form, that along the same process as the PDR and Objectives documents, can be updated by either the reviewer or staff member. The form contains allows staff and reviewers to record the activity name, aims, compliance status (e.g. Mandatory or Statutory), completion date and once marked completed allows access to a reflective questionnaire for staff to complete.

Within the core e-KSF system, this form allows staff to link activities to a basic database of activity names, aims and providers.

When the AT-Learning system is used alongside e-KSF, administrators can populate the e-KSF PDP with all mandatory, statutory and essential training so when staff or reviewers login, they can see exactly what is expected of them at any time. The integrated PDP can be used for the self service management of all training bookings, cancellations, completion of evaluations and printing of certificates. The commercial bolt on also allows full management of eLearning with one click launch processes to allow staff to access this content anywhere with web access including access to central content.

This form can be accessed prior to the Post Outline being assigned, and can also be used for non-AFC staff.



	Evaluate Learning

	On marking an activity as completed, the staff member can complete a reflective questionnaire on aspects of the activity. This form generates a standard e-KSF report on the effectiveness of training, along with the number of staff with this activity in their PDP, and the numbers completed to date. 
With the AT-Learning system, once training is marked as attended, a locally designed evaluation form is automatically available within the e-KSF PDP to capture effectiveness of training. These CEQs have their own range of reports available, from broad level statistics, drilling down to named comments where necessary. At the same time a certificate is available for download by the staff member for their personal CPD portfolio.
Activities recorded in the PDP can be linked as part of the evidence during the PDR recording process at dimension level ensuring that all learning is linked to developmental or CPD requirements. 



	Employee qualifications recorded and maintained

	e-KSF now contains simple screens and processes to allow reviewers and reviewees to record the qualifications and credit attainments of learners. This development also allows administrators to bulk-add qualifications to learner records via a spreadsheet upload, and then export qualifications data from e-KSF for further analysis. This functionality can be enabled on request by your Account Manager.



3) Individual Needs

	Access to systems/materials

	e-KSF and AT-Learning are web based, meaning they can be accessed via a single log on from anywhere with an computer linked to the internet. 
All records can be downloaded into PDF format for printing out as necessary, for example to take to their one-to-one meeting with their reviewer during the face to face appraisal meeting.

Where access to IT is limited, managers can submit paper based PDRs to their locally defined administrator for input along with managing bookings, including cancelations and amendments, for learning activities direct onto AT-Learning.



	Keep a record of achievements, learning and development

	Staff can use the e-KSF as  a personal portfolio tool, to record evidence against dimensions, learning history, planned learning, personal objectives. They can upload documents to the PDR or PDP screens, and link these direct to dimensions.
This data, including learning activities, is transferable across the NHS and links into the ESR IAT process, allowing individuals to show or hide their historical  personal development data from their new employers.



	A transparent, partnership process 

	All data is transparent across the staff member, the reviewer and the manager in line with national guidance. All documents have joint sign off processes to confirm the content and agreement of the PDR process.


	Accessibility

	e-KSF, AT-Learning and AT-Performance are available 24 hours a day, 7 days a week.
There is email based Support is available via the support function within e-KSF, with typical response times less than 24 hours. A chat room is available between 8am – 10am every weekday morning for discussion with the system technicians,  and all Trust Leads and named administrators have telephone access to the Regional Account Manager for guidance when necessary.
Support for AT-Learning is via AT-Communities, a community forum based system developed to allow users to liaise directly with Support, or with other users including on line chat with the Support desk or colleagues within the same or other organisations.

All our systems have allocated Account Managers who are available by phone or email with normal office hours (UK times).



4) Learning and Development Team Needs

	Learning and Development Team Needs



	The core e-KSF tool has the function to store a central prospectus of learning activities, including links to KSF and provider details. This is linked to the e-KSF PDP so that staff can view and link activities to their PDP.
The commercially available AT-Learning, the only LMS that links to the e-KSF, allows additional information to be made available such as date, time and min/max number of attendees.
AT-Learning has full LMS processes built that include, but are not exhaustive to;

· A full suite of reports to meet NHSLA, NCRS and other key reporting requirements, along with report build tools for bespoke localised reports.

· The creation and management of standard learning activities, along with dates, times, trainers, minimum /maximum numbers, venues etc.

· Full eLearning platform to allow the upload /linking of content, one click launch for staff via the e-KSF PDP, and full tracking of all SCORM and AICC based content.

· Automatic notifications to advise on minimum numbers not being reached, and functionality to add to waiting lists when courses are full.

· Targeting of training by occupational codes, paybands, departments, and by individuals to effectively populate the e-PDP and produce accurate reports on compliance with mandatory, statutory & essential training. 
· Ability to ring fence training so only staff required to undertake training can book a place – with administrator over-ride where necessary.
· Fully integrated study leave processes, linking to budgetary reports with ability to set up differing costs for internal and external delegates.

· Ability to link with any Trust using e-KSF to reduce data entry of staff details, with SLA processes inbuilt.

· Ability to create non NHS client organisations and add staff data to enable effective hub & spoke model of delivery.

· Fully integrated correspondence module allowing users to create multiple types of bespoke correspondence – for example joining instructions, reminders, DNA & cancellation notifications.

· The ability to send all correspondence using email, paper or both, copying to managers as required, with many core functions having automatic email notifications as standard. 
· Full manager and budget holder (where appropriate) authorisation for training requests, thus ensuring managers are in control of all leave relating to training in their areas.

· All correspondence is fully tracked, including email bounce-backs.

· Full suite of manager reports for mandatory & statutory  training compliance.

· Seamless links to the e-KSF for managers and staff, only one login needed through the e-KSF.
· Trainer access for completion of attendance data and entry of evaluation forms where appropriate.
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