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Complete a Self-Assessment (SAT) form: Page 1 of 7

From the My PLRs page, click the ‘Open’ button under the SAT

heading for the date that your PLR is scheduled for.

The Self-Assessment (SAT) status is indicated by the circle icon

(grey: not started, amber: in progress, green: complete).

The Self-Assessment form will open on the ‘Basic

Details’ page. This will display details from your iTrent

staff record.
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Please note the ‘Save & Continue’ and Exit’ buttons – these

appear on every page. Please ensure that you regularly save

whilst completing the form to prevent loss of data.



Complete a Self-Assessment (SAT) form: Page 2 of 7

The ‘Review of Period’ page will first display your annual

leave and sickness absence for the last 3 months, click the

+ symbol to expand each section to view.

FCAs will also see workload information on this page.

Scroll down and answer the questions around

wellbeing and workload from the 1-5 options.

Beneath this you can add additional comments to

explain your choices.
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Complete a Self-Assessment (SAT) form: Page 3 of 7

The ‘Quality and Compliance’ page will ask you to reflect on

the quality of your work. Answer the questions around

quality from the 1-5 options, and add supporting text to the

comments box.

FCAs will also see a summary of their QAI data from the

last 3 months on this page.

Scroll down to answer further questions relating to

areas of learning and achievements.
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Complete a Self-Assessment (SAT) form: Page 4 of 7

The ‘Learning and Development’ page will ask you to

reflect on learning events you have attended from the

past 3 months – these will be listed at the top with a

text box to comment on each one.

You also have the opportunity to add additional learning

events that have not been booked via or entered onto

iTrent – to do this click the ‘Add Additional Learning

Activity’ button.

The ‘Additional Learning Event’ window will open, fill in the fields and click the

‘Add’ button and this will appear on the form.

Please note that any additional learning event that you enter here will be

uploaded into your iTrent personal learning profile.
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9 Scroll down and complete the remaining questions on the ‘Learning and Development page.



Complete a Self-Assessment (SAT) form: Page 5 of 7

The ‘Feedback’ page will ask you to reflect on the

support from your manage and team. Answer the

questions from the 1-5 options, and add supporting

text to the comments box.

Scroll down and use the remaining text box to add any

other points you would like to raise with you manager for

discussion at the PLR.
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Complete a Self-Assessment (SAT) form: Page 6 of 7

The ‘Service Standards’ page will ask

you to assess yourself against the PLR

Service Standards.

All applicable service standards are

listed, just add a Grade from the drop-

down box and add supporting evidence

for this in the adjacent text box.
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Productivity Assessment

Certain roles will also see a heading for 

‘Productivity Assessment’ after the 

Service Standards. This page has a list 

of competency areas which you are 

required to respond to using the 1-5 

options.



Complete a Self-Assessment (SAT) form: Page 7 of 7

The ‘Submit’ page will ask you to confirm the form is

complete by ticking the box, which will make the

‘Submit Self-Assessment’ box visible.

After submitting you will see an confirmation appear

on screen.

Both you and your manager will receive an email

confirmation of the form submission.

You will return to the ‘My PLRs’ page at this point.

Click the ‘Refresh View’ button and you will see the circle change

to green, and the adjacent button now changes to ‘View’ – clicking

this allows you to view your completed Self Assessment in read-

only mode.
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View my PLRs / Actions / General Meetings, and add PLR Feedback

The ‘My PLRs’ page will show a list

of your PLRs in date order.

Your next PLR will always appear at

the top.

You completed PLRs will appear

below in purple text will the grade

appended.

To view the PLR record in read-only

mode, click the view icon.

To add feedback to a completed

PLR, click the feedback icon and

the below box will appear.

Your outstanding actions will display here. You can click on an Action to

highlight it, then the buttons to amend and complete the action

will be clickable.

You can toggle the view between ‘My PLRs’ and ‘General

Meetings’ using these buttons.



Complete a General Meeting form: Page 1 of 3

From either the ‘My PLRs’ or ‘Manage

People’ pages, click the ‘New GM’

button.

The General Meeting form will open on

the ‘Meeting Record’ page.

It will display your name as the reviewer

and prompt you to enter the meeting

date.
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Please note the ‘Save & Continue’ and Exit’ buttons – Please

ensure that you regularly save whilst completing the form to

prevent loss of data.



Complete a General Meeting form: Page 2 of 3

Select the meeting purpose from the

available options.

Following this a new field will appear for you

to select the meeting participant.

If you select the ‘Group Supervision Session’

option, you will then be prompted to enter the

number of attendees. You will then see new

fields according to the number to allow you

to select each individual attendee.

Scroll down the page and you will see a text box

for the Summary of Meeting, into which you can

enter the full content of the meeting.
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Complete a General Meeting form: Page 3 of 3

If there are new actions agreed at the meeting, click

the ‘Actions’ heading, and then click the ‘Add New

Action’ button.

The ‘New Action’ window will appear, complete all

fields and then click the ‘Add button. You will get an

on-screen confirmation that the action has been

added.
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Once all actions are added, click the ‘Submit’ heading.

Tick the box and the ‘Submit GM’ button will now be available.

After clicking this you will get an on-screen confirmation that

the form has been submitted, and you will return to the ‘My

PLRs’ or ‘Manage People’ page.



Schedule a first PLR for a reportee

From the Manage People page, click the ‘Schedule’

button next to the reportee name.

A pop-up window will appear for you to fill out a few details. Clicking

Save will register the details and send an Outlook meeting invite to

you and the reportee for the specified date and time.

The date will now appear next to the reportee name

and the button will change to Open. The Self-

Assessment (SAT) status is indicated by the circle

icon (grey: not started, amber: in progress, green:

complete).
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Complete a PLR form: Page 1 of 6

On the Manage People page, if the Self-Assessment (SAT)

has been completed, it will now show as a green circle. You

can view the full SAT form by clicking the icon.

To complete the PLR form, click the ‘Open’ button.
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Please note the ‘Save & Continue’ and Exit’ buttons – these

appear on every page. Please ensure that you regularly save

whilst completing the form to prevent loss of data.

The PLR form will open on the ‘Basic

Information’ page.

This will confirm the status of the Self-

Assessment and has links to MyWork

and QAI Reports.

Scroll down to see sickness and annual

leave absence details for the reportee.



Complete a PLR form: Page 2 of 6

The ‘PLR Content’ page will pull through the responses from

the reportee’s Self-Assessment – just click the + symbol to

expand each section to view.

You can then comment on the data in the text box below.

Scroll down the page and you will see a summary of any

General Meetings for the reportee, along with space for

comments.

Further down there is a comments box to record detail

about career progression and personal development.
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Complete a PLR form: Page 3 of 6

The ‘Service Standards’ page will show detail of

the reportee’s Self Assessment of Service

Standards along with their evidence.

To input your assessment of the Service

Standards, click the ‘Add Service Standard’ button

below.

Complete the fields in the ‘Add Service Standard’ window.

When complete, click the ‘Save Standard’ button and the detail will

now appear on the form. Once on the form you can delete or amend

any of the detail.
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Complete a PLR form: Page 4 of 6

The ‘Actions’ page will show detail of the reportee’s

outstanding actions.

Use the icons under the ‘Manage Actions’ heading

to edit, delete or complete the action.

You can create a new action by clicking the ‘Add

New Action’ button.

Complete the fields in the ‘New Action’ window.

When complete, click the ‘Add Action’ button and the detail will now

appear on the form. Once on the form you can delete or amend any of

the detail.
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Complete a PLR form: Page 5 of 6

The ‘PLR Grade’ page will show the calculated

grade – this is based on grades from the service

standards.

If you wish to override the grade, just tick the box

and then enter a reason in the comments box.

On the ‘Submit’ page you can confirm completion of

the form by ticking the box and then you can click the

‘Submit PLR’ button.

Both you and the reportee will receive an email

confirmation of the PLR submission.
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Complete a PLR form: Page 6 of 6

Once the PLR has been submitted, you will be

prompted to schedule the next PLR for the

reportee.

The date will be calculated as 3 months from the

current PLR date, however you can change this

at this point or at any time from the ‘Manage

People’ page.

Enter the start and end times and a location.

After clicking the ‘Save’ button, an Outlook

meeting invite will be sent to both you and the

reportee.

You will then return to the ‘Manage People’ page.

Clicking the ‘Refresh’ button will show the completed

PLR in purple text, with a button to ‘View’ a read-only

copy.

The new scheduled PLR will appear above this, ready

to be completed at the next meeting.
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Amend a PLR date

From the Manage People page, hover the mouse

cursor over the PLR date you wish to change and

tick the box to select it.

Then click the ‘Edit PLR’ button at the top.

A pop-up window will appear for you with the existing PLR details.

After making the required changes, Clicking ‘Save’ will update the

PLR and send an Outlook meeting invite to you and the reportee for

the new date and time, overwriting the previous invite.

The new date will now appear next to the

reportee on the Manage People page.
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View completed staff PLRs

From the Manage People page, you

will see a list of your reporting staff.

All completed PLRs will show in purple

text underneath the ‘Closed’ heading.

The most recent completed PLR will

show, to view any older completed

PLRs, click the > symbol and they will

appear.

Click the ‘View’ button to open up the completed PLR form in read-

only mode.
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