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PART 1 INTRODUCTION
The purpose of performance appraisal

The Maritime and Coastguard Agency is committed to the training and development of
all swaff. We will help you to reach your full potential, and to contibute fully to the
overall success of the Agency. We will ensure you have a clear understanding of your
role, what is expected of you, how you can best achieve it and what the Agency can
do to help you improve and develop. As an organisation, MCA wiil ensure that these
issues are clearly communicated to everyone and will listen to what you zell us.

The performance appraisal system forms an essential part of the performance
management process, providing you with vajuable information about how well you are
doing, where you need to improve, and allowing informed decisions to be made about
staff training and development needs. To make the best use of your performance
appraisal system to the full benefit of Agency and staff, we need to ensure that i
addresses all the key areas effectively. :

The MCA performance appraisal system has been designed to meet a2 number of
requirements. These are set out below, and are explained throughout these guidance

notes.
The performance appraisal system is designed to:

establish the main puipose and responsibilities of your job. It enables you to set and
agree work objectives and identify performance standards for each job through a
framework of competencies, thus ensuring that everyone knows what is expected of
them

establish a consistent framework for dialogue between you and your line managers
providing for centinual feedback on objectives and performance throughout the
appraisal year :

“it assists you, and your line managers to reach informed decisions about training and
development needs 4 ’

identify areas where you may need to improve

motivate, help and encourage you to improve your performance and develop your
potential '

ensure that everyone is treated fairly, enabling opportunities to discuss speciiic
individual needs

provide a basis for an open, honest and fair assessment of performance

provide information for decisions about performance related pay.

pppgn3V2.doc 3 25/01/99



Equal Opportunities

The Maritime and Coastguard Agency is an equal opportunities employer. This means
that all staff are entitled to receive fair and equal treatment in all areas of their working
life, irrespective of sex, marital status, sexual orientation, age, race, colour, nationality,
ethnic or national origin, religion, disability or part-time status.

We are committed to an appraisal system that is fair, open, objective, and based solely
on performance. We are all responsible for ensuring that the Agency’s legal obligations
and equal opportunity policies are put into effect. Particular care should be taken to
guard against the more subtle and unconscious varieties of discrimination arising from
pre-conceived ideas about capabilities or characteristics of particular groups.

Staff working parttime or reduced hours should be assessed against what could
reasonably be expected in their actual hours, not what might be achieved in full-time
hours.

Care should be taken not to judge part-time jobs as less demanding than full-time jobs
at the same grade, and to give staff in such jobs lower performance markings on this
basis alone. This would be unfair, and since part-time jobs are more likely to be filled
by women, would also be discriminatory. Similarly, staff with domestic responsibilities
are more likely to be women, and may be less able to be flexible with hours of
attendance. If working longer hours is taken into account when assessing the demands
of a job, and hence assessing performance, that may be discriminatory. This applies
equally to full-time working.

Care should also be taken not to discriminate against staff who do not appear to join in
what may be considered “normal” team and social activities such as social events
outside the office, due to constraints on their working hours, or for other personal or
cultural reasons. '

Staff with disabilities should be assessed according to the same standards as other staff.
The Agency is prepared to consider special arrangements for staff who are disabled to
help them perform to the full extent of their ability, such as

physical adaptation to buildings
* the provision of physical aids or equipment
* restructuring of individual jobs within the requirements of the grade

The Agency is also committed to ensure that no member of staff suffers harassment or
bullying, from management or peers, either as a result of personal attributes or from
pre-conceived ideas about capabilities or characteristics of particular groups.

Further advice and guidance on equal opportunities issues can be obtained from the
equal opportunities officer, Sheri Lang, 1/18 Spring Place, Tel 01703 329267.
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PERSONAL PERFORMANCE PLAN - THE PROCESS
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PART 2 WHO IS INVOLVED

The role of the jobholder

We have already stated that MCA is committed to helping each of you develop to
reach your full potential, and the personal performance appraisal system forms an
integral part of this process. Your personal performance plan (PPP), including your
personal development plan (PDP), are the tools that enable you to plan your
development, training opportunities and career path. It forms your performance,
training and development record throughout your career with MCA and it is you, the
Job Holder, who must play an active part in ensuring it is completed accurately,
promptly, objectively, and that it fairly represents a true picture of each year’s
performance. You should keep your PPP, ensure it is reviewed, and that copies of the
relevant sections are sent to Personnel and the Training Centre. You should ensure that
you have a good understanding of the personal performance appraisal system, and that
you regularly refresh your knowledge of the personal performance plan procedures.

As a Job Holder, it is your responsibility, in discussion with your line manager, to:
agree the main purpose and key objectives of your job
agree your personal development plan

ensure regular communication with your Line Manager throughout the year to discuss
your performance - nothing should come as a surprise at a formal progress review
meeting

review your in-year progress, making any amendments to your plan as may be
necessary

review your end of year progress and assess your overall performance

agree next year’s personal performance plan.

Although you should ensure that you maintain regular communication with your Line
Manager, there must be at least one formal in-year review and a year end review. The

following gives you, the Job Holder, advice on best practice about formal reviews and
how to ensure that you and your Line Manager, make the most effective use of them.

before a formal review

consider the relevant sections of your PPP paying particular attention to your agreed
job specific objectives

be prepared to give examples of your achievements against your objectives
be prepared to give any reasons why you were unable to achieve your objectives
be prepared to demonstrate your skill levels against the Competence Framework,

consider your training and development needs and the opportunities available to help
you reach your potential

pppgn3V2.doc 6 29/01/99



consider the role your Line Manager has played in supporting and guiding you to
achieve your objectives and consider their role as & manager, referring to the Profile of
the Coed People Manager, (Annex A)

ar the final review, prepare to discuss your objectives for the forthcoming year

during a formal review

actively contribute to the dialogue to discuss vyour performance and listen
constructively to feedback from your Line Manager and use it to improve your
performance

vou should be able to talk about your performance, giving examples of any difficulties
you may have experienced, and proposing any ideas you may have on how work can

be re-organised to be more effective and efficient

if you have underiaken any training and development activities discuss how these
opportunities have helped you to improve vour performance )

discuss the proposed assessments and comments made by your Line Manager - you
should aim to resolve any disagreements with your Line Manager before the form is
completed

at the final progress review, agree pages 2 and 3 of the PPP for the coming year
initiate discussion on your longer term development, if appropriate

if requested, offer your line manager feedback on how they can help you improve
your performance.

The role of the Lin2 Manager :

As a Line Manager you must ensure that your staff are performing to the required
standard, are conwibuting to the Agency’s objectives by mesting their own key
objectives, and that they are properly trained and equipped to meet those objectives.
You should be able to effectively monitor performancg, appraise it fairly, objectively
and openly. Through continual dialogue you should support and guide your staff on
progress against objectives and suggest how performance could be improved.

There are 2 publications which will help you in your role as Line Manager, and give
sound guidance about'getiing the best from your staff

= MCA “Profiie of the Goad pe ople Manager” which is included at Annex A

* Booklet “Developing Pecple - the Line Manager’s Job”, a copy of which has
been made available to all staff attending the PPP training course

"It is your responsibility, in discussion with the Job Holder, to:
agree the main purpose and key objectives of the job,

agree a personal development plan for each of your staff
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ensure regular communication with the job Holder throughout the vear to discuss
their performance. Nothing should come as a surprise at a formal progress review
meeting

review the in-year progress, making any amendments to each of your staff’s plans as
may be necessary

review the end of year progress and assess their overall performance
make sure any training that has been identified has been carried out effectively

agree next year’s personal perforrmance plan for each of your staff.

Although you should ensure that you maintain regular communication with the Job
Holder, there must be at least one formal in-year review and a year end review. The
following gives you, the Line Manager, advice on best practice about formal reviews
and how to ensure that you, and the Job Holder, make the most effective use of them.

Before a formal review

arrange the appraisal discussion giving the Job Holder sufficient notice (about 2
weeks)

prepare well for the appraisal discussion, read the guidance notes and consider
specific examples to support your assessment of the Job Holder, seeking views from

others if relevant

refer to notes you have made throughout the performance cycle and at in-year
review(s)

ensure there will be no interruptions during the discussion

allow sufficient time to ensure all aspects affecting performance are discussed - there is
no set time for a performance review ,it should take as long as it needs - Refer to the

“Profile of the Good People Manager”.
A

During a formal review
outline the purpose of the discussion and its structure

encourage a joint approach to develop new ideas and tackle problems, try to create a
relaxed atmosphere ‘

review performance by discussing objectives, how competencies required in the job
are being demonstrated, identify strengths, weaknesses, opportunities and problems

establish the reasons for any problems, including any reasons beyond the Job Holder’s
control as well as those which can be attributed to the Job Holder’s behaviour

recognise work well done, balanced by any reservations or criticisms - praise and
criticisms must be supported by examples
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{isten to the Job Holder’s point of view, and encourage the Job Holder to give you
upward feedback on your management style and role in helping them achieve their
objectives

discuss any training and development activities the Job Holder may have undertaken
and discuss what further support or guidance they require from you to ensure the
learning is put into practice

be prepared to discuss longer term carser development needs and career goals and
discuss what will be expected of the Job Holder in the next PPP cycle.

The role of the Confirming Officer

The Confirming Officer, who is your Line Manager’s Manager should ensure that the
objectives of ail the teams, and the individuals within those teams contribute to MCA
objectives in 2 coherent and consistent way. At the beginning of the performance cycle
the Confirming Officer should ensure, by positive leadership, that the vision of the
organisation is clearly communicated to staff at all levels and that feams and
individuals fully understand the direction of MCA and their contibution to it
Throughout the performance cycle, the Confirming Officer should ensure that:

team and individuai’s objectives are consistent with and support MCA objectives

standards set within the Competence Framework are understood and consistently
applied throughout their area of responsibility and with other Confirming Officers

fair and consistent appraisal standards are applied in relation to performance

where necessary, help is provided to the Line Manager and Job Holder to reach
agreement on objectives and competence standards

staff training and development needs are addressed

in-year and year end reviews are carried out effectively and timeously.

The role of Personnel Branch i

In addition to administering the system, Personnel Branch are responsible for:
advising senior mapagement and line managers on all aspects of performance

appraisal, including consistency of marking, fairness and objectivity

reviewing the system and procedures and recommending changes where necessary
and revising policy

assisting with resolution of disputes and disagreements if necessary
providing Quality Assurance procedures for the PPP

providing information for performance related pay awards.

29/01/599
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The role of the Training Centre
The Training Centre is responsible for:
analysis of personal development plans to identify training and development needs

advising senior management on identified training and development needs and the
best way to meet those needs

provision and procurement of relevant off the job training and development activity

ensuring, via a Quality Assurance system, that PDPs are used correctly and that Job
Holders and Line Managers are rnaking effective use of them

evaluating the effect of all training and development activity on the performance of
individuals, teams and the Agency

providing advice, guidance and support on any training and development issue to all
staff.
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PART 3 THE START OF THE PERFORMANCE CYCLE

At the beginning of the performance cycle, you will need to discuss and agree with
your Line Manager each of the various aspects of your job, its main purpose, your key
objectives and any training and development needs. This section takes you through
those issues, one by one.

SEONSIETTEY

This section refers to Page 2 of the PPP

This should include & fairly short description of your job encapsulating the MAIN
purpose and OVERALL responsibility.

This is a change from the more traditional Civil Service approach of a full job
description which in practice tended to be a list of specific tasks. We are moving in a
new direction because we want @ more dynamic and fiexible approach, enabling job
performance to be enhanced by developing a competency framework with the
emphasis on continual development rather than the historical cancentration on specific
tasks and functions.

This new approach will enabie you to fulfil your role more effectively and meet the
agreed key objectives of your job by develoning the knowledge, skills and atwibutes
required.

This section refers to Page Z of the PPP

Each year the Agency publishes its Business Plan in April, which identifies objectives,
targets and major developments planned for- the financial year. fach of us at
organisational, team and individual level must support the aims of the Agency by
agreeing team and individuzl key objectives.

Directorates, Regions and Branches will also produce business plans setting out their
role and aims for the year 2head and how they coniribute to the overall strategic aims
of the MCA., -

Line Managers must ensure at the beginning of each performance cycle that clear
objectives are identified and agreed for all staff. it is important that both job Holder
and the Line Manager clearly understand and agree how,

* the individual’s objectives fit into and support the Agency’s objectives, targets
and major developments

* the Job Holder is to proceed with the objectives during the year, with a clear
idea of method and approach

* the Line Manager can help and sunport the Job Holder to achieve the
objeciives

job Specific

These objectives are the ones which have a significant impact on the main purpose of
the job. Without meeting the job specific objectives, the job Holder will be unable to
fulfil the main purpose of the job i.e. JOB SPECIFIC OBJECTIVES are those that make a
DIFFERENCE, where failure would adversely affect the overall team performance.
When agreeing objectives, Job Holders and Line Managers should bear in mind not
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only the Agency’s Business Plan, but also those of their own directorates, regions or
branch. Ideally, most people should have between 4 and 6 job Specific Objectives.

In preparing and agreeing objectives, Job Holders and Line Managers should follow
the SMARTA principle, i.e. ensure that each objective is

Specific clearly identified and understood by both Job Holder and Line Manager
and is free from ambiguity.

Measurable  performance and progress can be measured against pre-determined
criteria.

Achievable  the objective should be challenging, but within the Job Holder’s power
to achieve.

Realistic the objective must be meaningful and relevant to the main purpose of
the job, it will make a significant difference.

Timebound  set a date for completion, or agree timescale/turnround time. Where the
objective extends over more than one year, or is ongoing, milestones
should be set within each performance cycle.

Agreed both the Job Holder and the Line Manager have discussed the objective
and agreed the way to proceed.

Keeping the Same Objective(s) Each Year

Some objectives will remain the same from year to year. For instance, a typist may
have an objective to produce word processed documents with ‘a high level of
accuracy. In future years it might be unrealistic to increase the level of accuracy, so
next year’s objective would be to maintain the standard.

.

Pegple With the Same Objective(s) -

Some people in the same team/work group may have the same objective e.g. where
people in the same grade are doing the same job. It would be helpful for ali concerned
to get together to agree common objectives. -~

Each objective should be entered separately on the form and clearly identified by
allocating it a number, which will identify it throughout the performance cycle, e.g. 51
for Job Specific objective No. 1. These identifiers will remain with the objective
throughout the performance cycle, It is important to concentrate on the Key objectives,
the more minor and routine aspects do not need to be separately identified.
Completion of this box is mandatory.

Projects

Job Holders and their Line Managers may like to consider the use of specific project
work during the course of the year. This is optional, but a carefully selected project can
assist in meeting organisational objectives, and contibute greatly to an individual’s
personal development. Project work need only be considered where it is thought likely
to be of benefit and is practical in terms of other work commitments during the year.
However, where a project is identified it should follow the SMARTA principles.
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Self developmen?

The PPP system encourages job Holders to tzke responsibility for their own learning
and development. Self development is a plan of action enabling the individual t©
achieve his or her full potential for growth. it should be geared to the future needs and
objectives of the organisation and the individual. Continuous self development
integrates learning and work so that operational objectives and the ability to learn can
be achieved in the same process.

Identifying a self development objective is optional but if one is agresd it should
follow the SMARTA principies.

Signatures

Once the Main Purpose and Responsibiiities, and the Key Objectives have been agreed
between the Job Holder and the Line Manager, boih must sign the form to confirm that
agreement has been reached.

This section refers to page 3 of the PPP

Staff appraisal is not just about assessing someone over the performance cycle, it is also
about identifying personal development and training needs and considering how these
needs should be met. An integral part of the Personal Performance Plan is the Personal
Deveiopment Plan (PDF).

The overriding principle in the use of PDPs is to develop peaple in line with business
aims and objectives. Therefore, any training and development activities shouid be
geared towards enhancing job specific knowledge and skills to enable staff to perform
more effectively in their current jobs. Of equal imporiance is the development and
enhancement of an individual’s Personal Skills and Qualities, which will lead 10
superior performance in their current jobs and will be of value throughout their career.

Having agreed key objectives for the performance pgriod, the Job Holder and Line
Manager in discussion must:

@ identify if any training is required to assist in meeting the objectives,

® identify who is to be responsible for providing the training - colleagues,
rmanager, college, Training Centre or external provider

) assess whether the training identified is a high, medium or low priority

The entry in the column“By When” of page 3, should be the same as that entered in
the “By When” column on page 2. This information is particularly relevant to the
Training Centre who are responsible for the delivery and monitoring of all rraining and
development.

All of this information should be clearly noted on the PDP before being sent to the
Training Centre.

In assessing the prierity level of any training and/or development activity consider the
following:-
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High Priority where the training need is critical to the immediate ability of the
Job Holder to carry out the job to the required standard, or to
fulfil all the required tasks and functions, or where specific
qualifications are required to enable the Job Holder to operate -
must have.

Medium Priority ~ where the training need would be of significant benefit in the
longer term to enable the Job Holder to perform the job more
effectively - should have.

Low Priority where the training need would be of some long term benefit to
the Job Holder, or would assist with more general development,
but is not an immediate requirement - could have.

Training and Development

S0 far, throughout this guide we have talked about training and developrnent. We
need to be clear about the differences between the various forms of training and
development, and how each can be used effectively to develop staff.

Training is about acquiring an area of predetermined knowledge or defined skills
applicable to a particular type of work. It is concerned with immediate needs and is a

shorter-term, systematic process.

Development on the other hand is a plan of action enabling an individual to achieve
his or her full potential for growth. It is geared to the future needs and cbjectives of

the organisation and the individual.

Staff should be actively encouraged to contribute fully to the debate about their
training and development needs.

On the job training and development

This encompasses any training and development activity that can take place during
normal everyday work activities, using actual job related work as the training and
development tool. There are a number of advantages with this type of fraining activity;

the training and development activity is tailor-made to suit the learning objectives of
the trainee within the organisational context

the training is highly relevant to the trainee by focusing on actual organisational needs
the trainee will be amongst hislher peer group, which may facilitate learning

in house resources can be used which may be more effective and economical than
external courses.

" Line Managers should be aware of their staff’s training andddeve!opment needs and
should continually be reviewing those needs as part of their routine work. Thinking
about arranging and designing learning opportunities should be a normal part of a Line

"Managers day to day work. _
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Off the job training and develcpment

This is any waining and development activity that occurs away from the work place.
This will include, formal courses at Colleges, Universities and Training establishments,
attendance at workshops, seminars or conferences as well as access to open and
distance learning programmes. Simitarly, to broaden outlook and enhance experience,
staff could spend a period of time job shadowing, or on secondment to another part of
the organisation.

The potential advantages of this approach are;

it can use expertise from a number of specialist scurces, and may provide a range of
facilities, which are not available locally

it can facilitate valuable cross-fertilisation between different parts of the organisation,
enhancing spread and preventing stagnation of ideas

it enables learning to take place away from the distractions of daily working life.
Responsibility for training and development

MCA is committed to training and developing ail of us to reach our fuli potential. The
responsibility for ensuring this happens lies with all of us; in essence it is a partnership
between Job Holders, Line Managers and the Training Centre. To enable the Training
Centre to plan training and development activity, evaluate the effect of waining and
development activity, and to carry out the quality assurance role, a copy of ali PDPs
must be sent to the Training Centre within cne month of agreement, -

]

lob Holder

Parinership

iine Manager Training Centre

Signatures

The form should be signed by job Holder and Line Manager to indicate that they have
both read and agreed the items entered on the PDP.
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PART 4 'DURING THE PERFORMANCE CYCLE

TNEYEAR PROGRESSREVIEWS 7

This section refers to page 4 of the PPP

A formal in-year progress review must be carried out, at least once during the
performance cycle, however further reviews may be undertaken if considered
necessary. Ideally, communication between Job Holders and Line Managers should be
continual to ensure that objectives are being met and that Job Holders are fully aware
of their performance, how well they are mesting their objectives and what, if any,
improvements need to be made.

Although a formal in-year review is required only once, they can take place more
frequently. They need not be long and drawn out, a simple and fairly short discussion
may be sufficient to establish the facts - the important issue is to identify progress
against objectives and to ensure that both Job Holder and Line Manager understand
and agree the position. The frequency of reviews should rest with the Line Manager
and Job Holder however if the Job Holder is under training, or is falling seriously
behind with the objectives more frequent reviews would be expected. Other reasons
for reviews include if objectives are met early and/or excepticnally well or if priorities
change. The reviews should be planned, giving both jcb Holder and Line Manager
time to prepare - don't spring them on people, it is neither fair nor wull it enable either
of you to gain the most benefit from them.

The performance reviews are designed to be a discussion between the Job Holder and
the Line Manager. The same general principles apply whether the review is at the end
of the performance cycle, or one of the in-year progress reviews. The purpose of the
review is to provide a formal cccasion when:

the Job Holder’s achievement of objectives and demonstrauon of competencies
required in the job can be formally reviewed

activities that have gone well and those that have gone less well can be discussed and
the reasons identified and agreed 4

ways of overcoming obstacles can be identified
progress towards satisfying training and development needs can be reviewed

means in which the Line Manager, or other parties, can contribute to improved
performance in the future can be identified

action can be agreed

the Job Holder and Line Manager can look ahead to the Personal Development Plan
for the next performance cycle.

The formal review is not a substitute for the continuing dialogue between the Line
Manager and the job Holder throughout the performance cycle.

Both the Job Holder and the Line Manager should make brief notes on page 4 or 4a, if
appropriate, these notes should indicate if any training/development has taken place.
Please feel free to use a continuation sheet if necessary.
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ISSUES FOR DISCUSSION

Progress towards key Objectives

The progress of each key objective should be assessed. This should be a fair
assessment of actual progress to date. Progress of each objective should be measured
against what could be realistically expected at the time of the review, and whether the
objective is likely to be attained within the allotted time=cale. The fact that a lob
Holder is falfing behind in one or more objectives need not necessarily be viewed as
poor performance, other factors such as changes to priorities, external influences, the
need 10 concentrate on other objectives etc. will need to be taken intc consideration
and commented upon in the remarks section.

The Line Manager will also need to take into consideration the refative importance of
each objective, for instance, falling behind on 2 or 3 lesser priority objectives may not
be viewed 2s serious at this stage if the most pressing priorities are being addressed
and are not affecting performance overall. However, if a major objective is behind
schedule, this may possibly be considered a serious failing, even if alt the iesser
priority objectives are being met. At this stage, if there are problems, action should be
taken to correct them, including considering training and development activity.

Ahead - this marking should be awarded in cases where the job Holder has compieted
significantly more of the objective to the required standard than would reasonably be
expected at the time of review, or appears to be ahead of the expected timescale

On - this marking should be awarded where the Job Holder appears 10 be on course 1©
complete the objective to the required standard within the originally designated (or
amended) timescale.

Behind - this marking should be awarded where the Job Holder is significantly behind
the planned objective, either in terms of required standard or timescale. Butrefer 1o the
above note explaining that this is not necessarily a reflection of poor parformance
overall. '

If however, it appears that the Job Holder’s overall performance is falling below an
acceptable standard, and that, unless remedial action i§ taken, the Job Holder is likely
to attain an “Under” marking in the Overall Performance Assessiment at the Final
Progress Review, a written warning must be given, Separate guidance on poor
performance is available from Personnel.

Signatures '

The form should be signed by Job Holder and Line Manager to indicate that they have
both read and agreed the iterns entered on the PPP.

HVESAND 2
This section refers to supplementary pages 2a, 3a and 4a of the FPP

When measuring progress against objectives, consideration should also be given to
amending the original Personal Performance Plan, e.g. do any new objectives need
be included, do any need to be deleted or amended, are the timescales stili realistic, is
the overali workload achievable etc. Think SMARTA !
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The performance plan agreed between the Job Holder and the Line Manager at the
outset of the performance cycle may, for a variety of reasons, need to be altered during
the year e.g. changes to business objectives, organisational restructuring, etc. in such
cases, the respective sections on page 2 of the Personal Performance Plan should be
reconsidered in light of the new situation and where necessary, revised using page 2a.
It is important that the same principles are applied when discussing and agreeing
amendments to the Personal Performance Plan and that both the Job Holder and the
Line Manager sign page 2a to confirm that agreement has been reached.

After discussion between the Job Holder and Line Manager at the in-year progress
review(s), it is possible that the PDP may need to be revised. If this is the case, page 3a
should be used to update the original information provided on page 3.

Where more than one formal in-year progress review is considered necessary, page 4a
should be used to provide updated information.

Where changes and updated information are required (pages 2a, 3a and 4a) - this
should follow the same pattern and principles that were emploved when completing
the ariginal form at the beginning of the performance cycle. The page(s) should be
signed by Job Holder and Line Manager to indicate that they have both read and

agreed the items entered.

Revised PDPs must be copied to the Training Centre to enable continued planning,
evaluation and quality assurance of training and development activity. The revised
PDP’s, completed on page 3a, will replace the original PDP.
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PART 5 THE END OF THE PERFORMANCE CYCLE

This section refers to page 5 of the PFP

At the end of the performance cycle the job Holder and the Line Manager must review
progress over the whole of the performance period. Key objectives should be assessed,
as at the in-year stage, taking into account all the various factors that may have affected
the outcomne. The comments section should indicate relevant facts such 25 obstacles
and how they were overcome.

Exceeded - the Job Holder has

* exceeded the objective in every aspect, including quantity and quality,
or
* met the objective whiist dealing with significant obstacles and changed
pricrities

Achieved - the Job Holder has
* met the objective and has met the planned timescale
Not Met - the job Holder has

* not compieted the objective to the required standar

PERSONALSKILISAND QUALTTIES

This section refers tc pages 6 and 7 of the PPP

This section of the PPP relates to the knowledge, skills and qualities you need to do
your job effectively. The word used to describe knowdedge, skills and qualities in this
context is competency,

Competences are used in all secters of the economy, public and private, to help
people work more effectively. We generally perform better if we know clearly and
precisely what we should be doing to be effective in our jobs.

Competencies are aspects of behaviour that can generate improved job performance,
they describe what pecple need 1o be able to do, to do 2 job well. They are about
stripping the job down into its component parts and bringing out what has to be done
to what standard.

So competency is the term used to describe an individual’s ability to perform in the
workplace to a defined standard.
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Competencies are descriptions of performance which answer the questions:
“What do pecple need to be good at doing te be effective in their job?”
and
“How dces an individual know that he/she is carrying out Te job effectively?”
Standards are normally expressed as: |

. A set of performance criteria which are observable, measurable
(where possible) and assessable.

. A desired outcome of the competence.
Standards answer the questions:
“What would we observe a competent person doing?”
and
“How would someone judge the success of the outcome?”

The Competence Framework

The MCA Competence Framewaork, includes core competences Annex B, which
everyone needs, to be effective in all jobs across the Agency, whether they are in a
generalist or specialist post. Job specific competencies for every job within the agency
are being compiled. Core competencies will therefore serve as the foundation blocks
and will be complemented by job specific competencies once they have been
developed. ‘¥

Defining competences against which all staff are assessed helps to secure consistent
appraisal standards across the MCA. The Competence Framework will be used for a
number of purposes:-

. By Job Holders, to identify what level of p‘é’rformance is expected of them.
To assess for themselves how well they are doing and to identify any area
where they would benefit from training or other development action

e By Line Managers to assess performance in conjunction with achievement
of objectives, To assist in the identification of training or development
activity to improve performance

. By Personnel for recruitment and selection interviewing

. By the Training Centre to ensure that relevant off the job training is
procured and/or delivered.

The list of performance criteria in each core competence covers a range of types of job
and work. They are a guide to the types of behaviour that will indicate whether or not

someone possesses the particular skill or quality.
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The core competency framework uses the levels, 1,2 and 3. The levels correspond
generally to grades, but also take into account the nature of the individual’s job:-

Level 1 Band A & B: AA/JCWA & AC/WO or equivalent - caseworker/supnort
staff
Level 2 Band C & D: EG/ADC & HEQ/DO/MS2 or equivaient - junior and

middle managers

Level 3 Band E,F & G: SEQ/RI/MST to Grade 6 or equivalent - senior managers,
professionals and specialists.

However, there is a great deal of similarity across the levels, with people in the higher
grades building on the knowledge and skills they acquired when they were in more
junior grades.

The progression of the performance criteria through the levels is designed to refiect the
increasing complexity and variety of work circumstances faced by individuals as they
progress through the grades. For example, for an AA or AO equivalent, Delivery of
Resuits in the competence, Self Management, involves focusing on the job in hand
and getting the task completed even when there are distactions. For an HEQ or
equivalent, Delivery of Resuits involves deploying staff effort to ensure that priority
tasks are completed. A Grade 6 will have o involve others in the detivery of many of
the resulis they are responsible for and think about how new tasks will be organised in
the Region/Division. They must also plan ahead for dealing with foreseeable
difficulties so that results are nonetheless achieved to standard, within deadlines.

In many competences, all the performance criteria are the same for all levels. The
difference in assessing the different levels comes from behaviour in context. For
instance somecne at level 1 will face far fewer competing priorities and a less compiex
work situation than someone at ievel 2 who wili be expected to display the same
behaviours but in more challenging circumstances.

A comiment on pages & & 7 of the PPP is not required for every aspect of a competence
but if a jobholder has a particular strength or weakness a comment with an_example(s)

is recommended to support the assessment rating. )

HANCE ASSESSH

This section refers to page 8 of the PPP

At the end of the performance cycle The Line Manager must make an assessment of the
Job Holder's overall performance, which takes into accoun: all the information

availabie.

Under - the Job Holder has

* not achieved, or did not make significant progress on the majority of
objectives

* . demonstrated serious shortcomings in the competencies required in the

job. Weaknesses have no compensating sirengths,
There were no significant obsiacles to achieving progress
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Full - the Job Holder has

* achieved all high priority key objectives and significant progress was
made on athers, or

* made significant progress on all objectives despite significant obstacles,
‘and

* demonstrated satisfactorily the competencies required in the job, which
could include occasional remedial action offset by strengths elsewhere,
and

* any weaknesses were compensated for by strengths elsewhere

High - the Job Holder has

* achieved all objectives and exceeded in some, or,

* achieved most objectives but those that were not were due to significant

obstacles and were offset by exceeding in a range of others, or,
* achieved most objectives despite significant obstacles, and
* consistently demonstrated a particular stength in a number of

competencies required in the job, but may have included the
cccasional developmental need

Excel - the Job Holder has
* exceeded all the objectives, or,
i)

* achieved all objectives and exceeded in most despite some obstacles,
or, :

* achieved all objectives and exceeded in a number despite-significant
obstacles, and, A

* consistently demonstrated a particular swength in a range of

competencies required in the job, but may have included the
occasional developmental need

Line Manager Comments

The Line Manager should use this section to summarise the year’s work and to add any
further information relevant to the overall performance assessment. Any disagreements

should be noted here.
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Confirming Officer Commants

The Confirming Officer should use this section to validate the content of the PPP and
to add any further information relevant to the performance assessment. Any
disagreements not resolved by the Job Holder and Line Manager that were referred 1o
the Confirming Officer should be noted here.

lob Holder Comments

The job Hoider should use this section to add any further comments relevant ¢ the
performance assessment, including any disagreements with the Line Manager.

Signatures

It is important that Job Holder, Line Manager and Confirming Officer sign the relevant
sections o confirm that they have read and agree the PPP. )

The PPP should now be sent to Personne! Branch who will return the form to the Job
Holder after all necessary action has been completed.
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PART 6 'OTHER FACTORS

Completion of the PPP

PPPs will be completed on an annual basis:-

SEQ/RI/MS1 to Grade 6 or equivalent 1 February
EQ/ADO & HEQ/DO/MS2 or equivalent 1 March
AA/CWA & AO/WO or equivalent 1 April

PPPs will be issued to Heads of Branch for distribution to Job Holders by the Personnel
Branch approximately one month before the completion date. Transfer and Special
Performance reports will be issued as required.

Appraisal Cycle - conversion to the new system

The new systemn has been designed to be forward locking, and all staff will need to
convert to the new system at the BEGINNING of the cycle, i.e. agreeing the main
purpose and objectives for the coming vyear. Completion of the previous year’s
performance review will therefore need to conclude both the old system, AND
commence the new sysiem. Therefore staff will expect one final report using the
existing procedures, but should also be prepared to adopt the new system at the same
time,

Disagreements

Cases where Job Holders and Line Managers cannot agree on one or more sections of
the PPP should be referred to the Confirming Officer. i stili no agreement can be
reached the disagreement should be referred further up the line.

A Job Holder is entitled to refuse to sign one or more sections of the PPP if agreement
cannot be reached. However, the PPP will stand as the official record of performance
(unsigned) as MCA will still need a record of performance for such things as

performance pay.

PPP Helpline

During the early stages of the new system, a Helpline via e:mail will be in operation at
the Training Centre. Staff who have queries regarding any aspect of the system should
refer them to the Traihing Centre at hclf.mcagency.org.uk - Staff at the Training Centre
will investigate and respond as soon as possible. If the enquiry is of a general nature
then the query, and the appropriate answer, will be notified to all staff for information.

Probation Reports

New staff who join the Agency will of course be required to undergo a period of
probation, normally 12 months. During this time their performance will be monitored
and assessed by Line Management on a PPP. An interim probation report will -be
issued by Personnel after 4 months and the final probation report will be completed on
the PPP at 9 months. Successful completion of probation is confirmed at 12 months.
On occasions, it may be necessary to extend the period probation for a Job Holder if
performance is not fully satisfactory. Once probation is completed, the Job Holder slots
in to the normal PPP cycle for the grade.
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Transfer Reporis

If a PPP has not been completed within the previous 4 months of the date of wansier
{latera! or promotion), one must be completed. The responsibility to ccmplete one #P

and commence the next lies with the Job Holder and Line Manager.

if the Job Holder transfers job but remains under the management of the same Line
Manager, the Revised sections {pp 2a, 33, 4a) of the PPP should be completed as
appropriate. If the Job Holder transfers to a new Line Manager, the current PPP should
be completed and a new one issued for the new job.

Promotion and Lateral Transfer

The new system does not include provision for a promotion marking. Staff who wish to
apply for jobs, either on promotion or lateral ransfer will be assessed at the apptication
stage for their suitability. Applicants should complete the relevant Internal Reference
Form (iRF) and forward it to their Line Manager. The Line Manager and Confirming
Officer will then complete the “assessment of suitability” for the post applied for.
Information contzined in the PPP will of course be considered with the application,
along with cther relevant information. As part of the application, the iob Holder may
wish to attach pages 6 and 7 of a recent PPP to the IRF to illustrate that he/she has
attained the necessary skills and qualities for the post.

Permanent, Fixed Term and Casual Staff

The PPP arrangements and procedures described in these guidance notes apply to all
permanent staff, including full and parttime staff and those on fixed term contacts.
Separate arrangements are in place for casuai staff.

Inefficiency

Staff who, at the end of the appraisal cycle, i.e. ai Final Progress Review, have not met
the required standard must be given an “Under” marking in the Overall Performance
Assessment. N. B. before an overall performance marking of “Under” can be given,
the Job Holder must have been given at least one writien warning that performance is
unsatisfactory, and given the opportunity to improve their performance.

Staff who attain an overall performance marking of *Under” will be expected {0 reach
the required standard within 2 prescribed timescale, normally & months. A special
performance review will be completed at the end of the & month period. At this
review, the Job Holder must be marked either “Under” or “Full”, If performance has
improved and a “Full” marking can be awarded, the Job Holder will return to the
normal personal performance cycle. If however, performance does not improve, and a
further “Under” marking is appropriate, a further special performance review will be
completed. If there is no improvement at the end of this period there are a number of
opticns available, these include:-

"

moving jobs under a different line manager
reverting to a lower grade

early retirement

dismissal on grounds of inefiiciency

¥ K #

Full guidance can be obtained from the Personnel Branch.
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Quality Assurance by Heads of Branch / Division/Region

The PPP cycle revolves around the Job Holder, Line Manager and Confirming Officer.
However, whilst there is no official section for comment or signature by higher
management, this should not mean that higher management need not become
involved. In particular, higher management should take an active interest in the overall
objectives, standards and development of their staff and at each stage of the PPP cycle
may wish to overview the whole procedure within their area, including reviewing the
completed PPP forms. ’ -
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Annex A
Profile of the Good People Manager

The key features of goed peopie management are:-

H

Openness
honesty
fairness
communication
teamwork
delegation

The good pecole manager:

Communicates the broad MCA zim and objectives by:

* ensuring staff understand the Agency’s overail aim and how their work fits inic
the wider context of their team, division and directorate, and of MCA as a
whole,

= keeping staff informed of organisational develcoments, ministerial priorities,

management decisions and the reasons why,
* ensuring staff are applying the Agency’s Equal Cppertunities Policy,
* ensuring staff are aware of the sructure of cental government, DETR and it

Agencies, and our relationship with them.

Lets staff know what is expected of them by:

1

ensuring they have meaningful Personal Development Plans (PDPs) and
understand the performance expected of them,

* helping them plan and prioritise their work_to meet objectives in the time
available,
* addressing with staff the implications of new tasks and changing requirements,

particularly where difficult choices need to be made,

* ensuring staff understand the roles and responsibilities of managers and
colleagues with whom they work closely, and know where to go for direction,
support and information,

* ensuring stafi understand their responsibilities for managing and developing
staff, and are equipped to do so effectively,

* encouraging good team spirit, shared purpose, social interaction; and tackling
internal teamn difficulties,

* ensuring they understand, and can use, procedures relevant to their job,
including standard formats for communication.
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Gives feedback on performance by:

*

giving constructive feedback on the work and effectiveness of staff, and the
skills and knowledge they demonstrate,

giving clear recognition for good performance,

taking a firm and fair line when necessary, and acting promptly to deal with
poor performance, -

giving negative feedback in a constructive way and offering help to achieve the
improvermnent required,

supporting staff in carrying out their responsibilities,

using the appraisal system fairly and completing all stages to the MCA
timetable,

ensuring privacy and confidentiality is respected when discussing (potentially)
sensitive issues.

Encourages upward communication and involvement by:

*

spending time getting to know and understand the work of staff and
representing them up the line,

actively seeking staff ideas and being receptive to their opinions in making
decisions,

encouraging staff to contribute to decisions,

leading by example, in terms of assertive behaviour and effective
communication,

regularly checking out with staff how you, as Line Manager, ar e doing.
-t

Demonstrates commitment to development and training by:

*

encouraging staff to develop their skills and improve performance,
ensuring staff are’aware of the MCA development and training strategy,

warking with staff to identify development and training needs, making time and
resources available to meet them and ensuring agreed development takes place,

providing on-the-job coaching appropriate to the learning needs of staff,

discussing career development with staff, offering appropriate career advice and
signposting to other sources of help,

using the PPP system to review staff development,

giving staff opportunities for experience and development through delegation,
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* helping staff assess the skills and knowiedge they need to acquire when taking
up or aiming for new responsibilities,

* being conscious of your own development needs in order t¢ manage and
deveiop staff effectively.

Evaluates development and training activities:

* before a development activity takes piace, agreeing with staff what they want it
to achieve (the objectives) and what will show this achievermnent,

11 &}

* after it has taken place, discussing with staff how well their objectives were met
and how they will apply the learning to their job,

* by evaluating at a later stage the difference development activity has made.
29 29/01/9%
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CORE'COMPETENCE FRAMEWORK

Annex B

Competence Cluster 1: SELF MANAGEMENT

Outcome: We understand what is expected of us and show s consistent, reliable approach
even under work pressure. We are ready to adapt to changing circumstances whilst

working productively towards achieving MCA business objectives.

Competence

- - - Performance Criteria

Levels

1.1 Coping with
Pressure

|
|
|
|
|
|
|
|
|
|
|

1.2 Problem
Salving

1.1.1

1.2.1
1.2.2
1.2.3

124

1.2.5

1.2.7

1.2.8

126

Remains calm in difficult or uncertain
situations.

Gives a consistent and stable performance
under pressure,

Makes progress with non-routine tasks or
projects despite the pressure of day-to-day
work. :

Able to interpret oral and written instructions
and grasp key points.

Gets all the relevant facts and/or documents
to hand and thinks things through logically.

Considers options before taking a course of

action and draws on expeﬁence.
Knows when to consult or inform others.

Suggests how to achieve tasks rather than

. waiting to be told.

Assimilates a lot of information quickly and
identifies the key points.

Develops a number of ideas or solutions
with clear recommendations for the way
forward.

Is able to view problems - solutions from
others perspectives.
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Competence Clusier 1: SELF MANAGEMENT

Competencs "= Performance Criteria i Levels
S |1 2 3
1.3 Judgement i1.3.1 Knows where to obiain information and/or | ; o
advice, A
i !
1.3.2 Understands the limits of cwn authority and | !
takes decisions accordingly. O
b f
I P !
11.3.3 Makes considered and rational decisions o ;
| when under pressure. A
| !
. . . s
11.3.4 Identifies the pros and cons of opticns for ‘ | N
‘ own and others decisions. ’ v
I
1.3.5 Consulis others {o assess ihe potential : ; i
| impact of decisions on other areas. L s
I H . )
P : ‘
| 11.3.6 Demonsirates a sensitivity tc political and o i
| depertmental issues. o s
| | |
| X :
' i 1 . :
o : o !
1.4 Prioritising ' {1.4.1 Asks questions to clarify griorities and ’
| i - <2 . - 1 .
P determine the time availzbie {o carry out
| tasks. v
D ‘
| 11.4.2 Makes effective use of time in dealing with -, o
| ! work priorities. = A
‘ |1.4.3 Has a disciplined approach to work and does |
é ! not neglect routine tasks or put aside difficult
’ ;
I 1~ lasks. S
1 " L
! ; . e !
| 1.4.4 Plans ahead, sets realisiic timetables, P
} allowing time for handling contingencies. b v
| %
| 11.4.5 Prioritises own and staf's work in line with ,
i ! team/organisational objectives and priorities. ARV
b . e
i 1.4.6 Responds prompily and effectively {o changes
| in priorities and deadlines. S
j

i
1
1
1
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Competence Cluster 1: SELF MANAGEMENT

Competence | - Performance Criteria . Levels |
! L T 12 3 |
L E
1.5  Motivation 11.5.1 Adopts a positive attitude to the job. v
! 1.5.2 Responds positively and constructively to .
i new ways of working or new tasks. AR AR ;
| |
I
1.5.3 Welcomes opportunities to develop personal f ;
skills and qualities. | v v
| i
|
. } P
1.6 Flexibility = 1.6.1 Iswilling to learn new skills. P Y v
: !
| 1162 Has a flexible attitude to team roles and can | |
] cover for other team members. | v vV
r 1.6.3 Is flexible and adapts to changing circum- :
‘ stances. A A
1.6.4 Rapidly assimilates the essentials of any new |
i role, task or situation and is able to deal with | |
g the unexpected. Do v v
; L !
11.6.5 Responds and adapts to a variety of o
| situations, individuals or groups, whilst L
Eoy maintaining effectiveness. T v
| - P
P b
Lo |
g P
1.7 Delivery of - 11.7.1 Is clear about how own work contributes to | | |
Results +© *  the aims of the team/organisaticn. [ | v v
t ]1.7.2 Presents basic facts and summarises | |
; , information in a clear and logical manner. | ! v vV
; ! ‘ [
{1 .7.3 Focuses on the objectives to be achieved %
b and is not easily deflected. Pl v
11.7.4 Ensures own contribution adds value and o
A

does not duplicate others efforts.
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Competence } Performance Criteria Leveis
o F 1 2 3
| ~- f . - . s :
i 1.7.5 Written work complies with MCA standards
| and layouts, and is clearly presented. ant
i :
| 11.7.6 Chooses style and language to suit the P
) ! audience and context. v 7
| ! -
o ; . - . ’
1.7.7 Looks for ways of improving on current pro- ‘
R ceduras and working practices. v
\ ‘
! - ™ . . .- 4
\ ;1.7.8 Produces focussed writien dratis, identifving 8
% ; options and proposing a way ahead. | v v
P |
i 11.7.9 Operates effectively and delivers reliably i
o within the constraints of time and cost. ! v
: ! |
| 1.7.10 Strategic aims are translated into praciical |
L pians. ; ; Ve
P i
o -
P [
' ! l
s ' i ‘
|
| .i
S -
P i {
: 1 ]
! | ; .
; T
o | |
o | |
! ! i :
. | ﬁ
H 1
; f [
o P
-
o L
P i
Co i
o -
i 'i .
z - i
| I
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Competence Cluster 22 MANAGEMENT OF OTHERS

Qutcome: We manage and develop our peaple towards achieving individual, team and
organisational objectives.

3
i

i Competence Performance Criteria [ Levels |
, ' " - - 1 2 3
2.1 Developing 2.1.1 Delegates interesting and challenging work |
‘ Others where possible. =
2.1.2 Knows individuals’ strengths and weaknesses
and allccates work to provide staff with :
opportunities to improve their performance. v v |
2.1.3 Gives regular and constructive feedback on
performance. v
2.1.4 Explains tasks, fosters initiative and provides
support if honest mistakes result. v v
2.1.5 Encourages and supports staff in developing
! their skills and careers. , v 7
P P i
: P I
2.1.6 Encourages staff to innovate or consider new \ |
f ways of working. o v v
| L
: -
; P!
| | N |
2.2 Giving | 2.2.1 Keeps staff informed abotit what is happening | | x
Direction within the team/branch. Lo e
! Do
l 2.2.2 Establishes and communicates the standards ; ; ?
i " of performance expected. P a2
2.2.3 Able to explain new working practices and , |
communicate them effectively to the team. 3 i v v
, . |
2.2.4 Ensures staff understand how their work fits : 5
into the wider MCA picture. o v !
L i
2.2.5 Initiates and implements change in line with ? @
MCA and DETR aims and objectives. v |
|
-
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Competence Cluster 22 MANAGEMENT OF OTHERS

f

Competance ' Periormance Criteria

2.3.1 Creates a climate where staff are encouraged
| ta develop their skilis and improve their
performancs.

2.3 Motivating
' Others

2.3.2 Encourages and recognises achievement.

2.3.3 Motivates and enthuses others.

2.4 Negotiating 2.4.1 lIs atease in dealing with colleagues of all
' grades.

2.42 Llistens as well as ialks; asks questions and
propes to check understanding.

2.4.3 Negotiates asseriively without causing
offence.

{-

_—

f
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Competence Cluster 3: RESOQURCE MANAGEMENT

Outcome: We allocate, manage and use resources effectively to meet own and MCA business

objectives.
Competence | Performance Criteria Levels I
' 1 2 3 i
31 Useof 3.1.4 Understands and applies the correct
Resources procedures for economical use of MCA 5
resources. v v v
| '
l3.1.2 Identifies and acts on opportunities to
improve efficiency and value for money. v v
]3.1.3 Deploys resources and staff flexibly to meet l
} MCA targets and objectives. v
|
. - §
3.2 Control of I3.2.1 Understands and applies Departmental/MCA i
; Resources : procedures for control of resources. v o
?3_2.2 Provides advica on the resource implications ;
: of proposals. v
5 ;:3.2.3 Is familiar with the main stages of the
Lo budgeting process and implications for use
of resources. v
. 13.2.4 Initiates action to deal with significant
i g variance from tasks, objectives or timetable
b in the use of resources within own control. v
L |
3.3 Controlof ! ,3.3.1 Aware of the performance and quality i
External I standards provided by external sources. v Y
Suppliers/ | | :
Contractors } §3.3.2 Monitors the level and quality of service pro-
. vided by contractors and external agencies :
I i to ensure it meets agreed standards. | v v
L !
| 13.3.3 Negotiates with contractors and service | :
o providers to obtain best value for money. s
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Compstence Cluster 4:  MAXKING THINGE HAPPEN

Outcome: We take responsibility and work whoieheartedly to meet cur own and MCA’s

A
i

objectives.
Competence Performance Criferia Lavels i
's 2 3
i i
c - ! : . . .
4.1 Influencing @ 14.1.1 Makss and presents a case persuasively ! l
Others and convincingly. ! v v
412 Makes effective coniributions to mestings as |
a member or chairperson. v
|
4.1.3 Produces focused and persuasive written k-
work, ideniifying the key issues, examining S
options and promating a way ahead. i 4
414 Communicates complex or technical matiers :
| so that the intended audience can under- ? :
o R |
{ siand the issue. ; v
|
: .
i o
L |
| B
42  Analysing  4.2.1 Identifies a problem and recognises root o
and ‘ causes without being distracted by irrelevant | -
Planning detail. VAV
D I l
[ 423 Considersthe consequences/implications of 1 !
’ 5 a variety of options. S v E
I t )
! 1 { I
P . " [ -
| 14.2.4 Develops ideas and sclutions with clear Lo !
| | recommendations on the way ahead. | s v
L | :
| i4.2.5 Able to identify trends and understand their 1 |
o implications. | ‘ S
b Lo \
! ! Lol
{1426 Grasps awide range of issues, cansesthe | |
(. relationship between them and identifies the | |
1 H . N
b Key issues. L v
H 1 . 4 |
L | k
. | |
i ] | |
! H
H | : I
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Competence Cluster 4: MAKING THINGS HAPPEN

Competence B - Performance Criteria Leveis —i
| o : 12 3

j, iZ’Z.T Looks ahead, identifies risks to current pians ! i

| and makes contingency plans. i v

| | :

i ;

|

4.3 Taking the 4.3.1 Takes the initiative. . v v Y '

Initiative | l :

’ 4.3.2 Encourages initiative and is supportive if g

f things go wrong. * v v

t

ii 4.3.3 s confident and takes the initiative when ‘ i

! representing MCA externally. ;o v v ;

? 434 |s prepared to challenge the status quo, ;

{ explore all legitimate options and change g

f established procedures. ! v

. |

- - |

44 Decision i 441 Understands limits of owr authority and takes ' |

Making b decisions accordingly. vV

' 4.4.2 The wider impact of decisions are recognised

[ and taken into account. R . " v v

i :

! z

| |4.4.3 Weighs up the pros and cons of an issue g

! " before taking a decision. v v !

i j

| 444 Recognises when the wrong decision has |

| :been made and takes action to correct it. | v v

| ‘ s

4,45 Knows when to consult, especially on ; :

specialist matters, and takes account of the | |

v i

l

opinions of others before making a decision. |
[
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Compeisnce Cluster 4: MAKING THINGS HAPPEN i
. Competsncs | Performance Criteria Lavels |
; i 2 3 |
448 Able to make decisions on & numboer of diffi- ;
cult or competing issues at once, taking i
T account of MCA pricrities. | v
I
i !
‘45  Resilience 451 Is not easily deflected from the task in hand ;
; and by interruptions or minor setbacks. <
; Determina- |
f tion 4.5.2 Does not let matiers driit. S S
14.5.3 Shows patience and determination in getiing |
’ ta the root of a probiem and resalving ii. v S
4.5.4 Maintains own commitment and positive !
attitude in the face of change. s 7|
4.5.5 Takes steps to mainiain staff merale and
standard of service in changing circum-
i stances. Ve ;
i i 3 g
! j
: i
46 Accepting , |4.6.1 Takes responsibility for own work and follows : |
Respensib- 1 | things through tc compietion with minimum |
ility | \ supervision. . v f(.‘;
Lot
I 148.2 Willingly accepts work delegated by line 1
manager. S oS ;
: l4.5.3 Willingly accepts responsibility and is able :
‘ < to work independently. s :
46,4 Specialist work is accurate and of & high i
quality, and responsibility is taken for the :
outputs. v :

m:\ruby\compet.dec

39



Competence Cluster 5: TEAMWORK

Outcome: We deal with each other and our external customers in a businesslike, helpful and
constructive manner. We work tegether to engender a good team spirit.

Competence | ' Performance Criteria - = .~ - . Levels

5.1 Building and 5.1.1 Is open, honest and fair in all dealings with

! Leading a staff. v v
Team

5.1.2 Spends time getting to know stafi and under-
standing their needs, and is able to
represent their views up the line. v v

5.1.3 Ensures staff understand how their work
fits into the overall activities of the team/
organisation. v v

j 5.1.4 Encourages and assists staif to make
suggestions on how systems/procedures
could be improved. v v

£5.1 .5 Carries out effective perfcrmance
i appraisals on time. v

| 51 .6 Ensures equality of opportunity and fairness
S for all staff so that no member of the team

is discriminated against. b v v
o
. ! -
5.2 Valuing the !5.2.1 Makes an effort to get to know and under-
Contribution | stand other members of the team. v v ¥

of Others ¢ !
15.2:2 Listens to others and is willing to take on

board their views. LY v

5.2.3 Accepts that fellow team members may hold
different views. v v Y

5.2.4 Is honest, open and fair in all dealings with
fellow team members. v
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Competence Clusier 8: TEAMWORK

1 r - .. . i R o
Competence P ! Performance Criteria f eY3is }
o L4 2 3
i J L j
| . |
5.3 Sensitivity | [5.3.1 Makes time to be available o support others. : A
. 1 i
o Others | ’ g !
Needs | 15.3.2 Reinforces others self-worth and valus in !
oo what they do. , v o7
P | |
; | 15.3.3 Offers advice and help with sensitivity. ‘ v S
| i
| . ; i
I ] 5.3.4 Treats all colleagues with courtesy and i
. . K £
! | respect, and in line with MCA's equal &
) ! opportunity policy. ‘ v
) i ;
i : ]
t ; v
' l i
1 H i !
| D .
5.4 Contribution|  {5.4.1 Expresses him/hersslf clearly, concisely and | |
to Team P accurately. Asks questions to check listeners : |
Effort P understanding. b s
! ' : |
! |
15.4.2 Has afriendly, helpful and polite manner. [ 7 L
: i . , !
; . - o !
: ?5.4.3 ‘Appreciates team’s goals, wiilingly o [
] co-operates with colleagues and readily P
[ o helps out when necessary. P v 7
| . s P :
. 15.4.4 Shares knowledge and experience with team |, | (
Lo members. i ; v
! :
i L oL b
5.4.5 Keeps team colleagues informed of develop- | |
: ' menis which affect their work. o o
H | i 1
‘ : P i
| 546 Promises and undertakings to others ar J
: P honoured, taking account of other priorities |
; . and commitments. ! v
: ! ) | ;
: ! | . i
i i 15.4.7 Keeps the line manager informed about 1
| ; !
i v

activities and prcgress as appropriate.
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Competence Cluster 5: TEAMWORK

Competence . Performance Criteria | | Levels
' e Co C : 1 2 3
:5.5  Building 5.5.1 Establishes and maintains eifective relation- | |
| effective ships with other people at all levels Lo
! Relation- (colleagues, the public, external arganisa- . |
' ships tions). LY
outside the b
1 Team 5.5.2 Is confident speaking to colleagues in all | {
: | grades, external contacts and the public. P v v
L
| B
; P
! I 1
P
f -
! N
! L
i P
i !
i
! P
i ) A
|
i
l |
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0.3 Level staiementis for individual Performance Criteria

Level © Mo knowledge reguired

Level 1 Overview knowledge, an appreciation of the subject
The jobholder needs to have knowledge of the key principles but is not expected to
apply the knowledge in detail.

Lavel 2 Basic knowledge and experience

The jobholder has to have a good grasp of the fundamentals of the areas of
knowledge but needs to refer to other sources for detailed information when
required to deal with other than the most straightiorward situations. Supervision
and guidance from more experienced coileagues is expected.

Level 3 Detailed knowledge with more experience

The jobholider needs to have built on basic knowledge and experience of a range of
appijgaﬂons and deals with the majority of situations encountered on own
initiative.

level 4 Specialist

The jobholder needs to consistently apply a detailed knowiedge and experience
and is an acknowledged source of guidance and acvice in the most difficult and
complex areas.

Level 4, “Specialist” would be a level to which very few officers would be required to perform
at routinely. The key attributes to this particular level of expertise are (a) how many times is the
jobholder regarded as a.’guru” by colleagues and (b) who could the specialist tumn to for
advice. If the answers to (a) and () are “ali the time” and “nobedy” then level 4 will most
certainly apply.

X \!\-\; E
\

e 3
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1.0 Competence 1

Search Planning

Outcomes:  Coastguard Officers are able to predict the likely movement of various types of
targets drifting at sea by employing established methods, understanding the effects of individual
drift factors and the causes and likely magnitudes of predictable errors required for the
calculation of search areas. Coastguard Officers are able to plan searches on the shore for any
target using established procedures. In both cases Coastguard Officers are able to effectively
allocate suitable resources and prioritise search effort so that persons at risk could be focated
within their predicted survival time.

100,

101.

102,

103.

104,

105.

106.

107.

108.

108.

110.

111.

112,

Applies a knowledge of the cause and effect of wind, tide, current and other drift factors
upon various drifting targets.

Applies a knowledge of vector addition to construct daturn positions.

Applies a knowledge of accounting for probable errors arising in the construction of
datum positions to construct error circles and search areas around the datum positions.

Applies a knowledge of the theory and practice of current search planning methodology
to determine the most appropriate solution using the Rapid Response method.

Applies a knowledge of the theory and practice of current search planning methodology
to determine the most appropriate solution from Datum Point, Datum Area or Backtrack.

Applies incident information to search area determination to produce legitimate and
praciical search areas ready for plotting onte nautical charts.

Applies a knowledge of the predicted behaviour. of shore targets to determine a feasible
shore search area. :

Applies a knowledge of shore search techniques to plan an effective search.

Applies a knowledge of the capabilities and limitations of search and rescue units to
properly resource offshore searches. 4

Applies a knowledge of the capabilities and limitations of search and rescue units to
properly resource shora searches.

Applies a knowlédge of the risks and gains associated with differing search patterns when
resourcing search areas.

Applies a knowledge of the relationship between sweep width, track spacing and
coverage factor to predict the likely effectiveness of a given search.

Applies a knowledge of the theory and practice of current search planning methodology,
together with incident information, to assess the effectiveness of plans devised by others.

&2

\
¥

-
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3.

114.

Applies a knowledge of the theory and practice of currant search planning methodology,
together with incident informaticn, to describe the effectiveness of existing plans o
outside agencies or individuals.

Applies a knowledge of the theory and practice of current search planning methedology,
together with incident information, to determine the point at which an unsuccessful
search should be terminated.

Able to operate the SARIS search planning system.

Applies a knowledge of the performance of visual and electronic detection aids, and their
implications when allocating search effort.
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2.0 Competence 2

Operational Communications

Outcome:-  Coastguard Officers are able to successfully prosecute Search and Rescue
incidents and maintain an effective operational state of readiness using the telecommunications
infrastructure within the Clobal Maritime Distress and Safety System. Coastguard Officers
should be able to operate telecommunications equipment, and use it to transmit and recejve
ideas and information in the most effective manner, and in compliance with established
procedures,

200.

201.

202.

203.

204,

205,

206.

207.

208.

209.

210,

211,

212.

Able to deal with incident telephone traffic in a positive and professional manner,

Able to deal with 999 telephone traffic in a positive and professional manner, so that the
information required to make an effective response is wherever possible gleaned from the
caller.

Applies a knowledge of the terrestrial and mobile telephone networks when dealing with
and making incident calls.

Able to transmit clearly over radio speech circuits with due regard to rhythm, speed,
volume and pitch.

Applies a knowledge of maritime radio practice and procedures, and those employed
specifically by HMCG.

Applies a knowledge of Distress, Safety and Urgency procedures to receive and
rebroadcast alerts and safety information.

Applies a knowledge of Distress, Safety and Urgency broadcast formats to compile
effective broadcastsdrom incident information.

Able to produce effective reports i.e. SITREPS, HAZREPS, DEFREPS, MAREPS using
incident information. N
Able to keep an effective radio log.

Applies a knowledge of radio frequency allocation when receiving and transmitting
routine and incident traific.

Applies a knowiedée of radio frequency allocation to the devising of major incident
communications plans.

Applies a knowledge of radio propagation theory when assessing the performance radio
communications equipment, and selecting the most appropriate remote aerial site.

Able to encode and transmit-paging signals over VHF radio.

FEOTRILE
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217.

218.

220,

221.

222,

223.

224,

228,

Applies a knowiedge of VHF radio direction finding to determine and classify bearing
information received from mobile stations.

Able to operate the radio communications keypad of CCDS equipment.
ABle to operate portable VHF equipment, including boat and vehicle sets.

Applies a knowledge of the ITU regulations with regard to infringements, silence periods,
cailing procedures and the control of communications during disiress working.

Able to receive and rebroadcast distress and urgency alerts via VHF and MF DSC.

Applies a knowledge of MMSI protocols and can identify a ship or shore station from the
appropriate database.

Able to transmit and raceive telex messages, and ensure that such messages are properly
recorded in the signal log. ’

Able to transmit messages by fax, and to ensure that such messages are properly recorded
in the signal log. '

Applies a knowledge of the GMDSS carriage requirements for vessels of 300GRT when
considering the most suitable broadcast and/or communications means.

Applies a knowledge of the COSPAS/SARSAT system to interpret and act upon beacon
alert messages.

Applies a knowledge of the COSPAS/SARSAT sysiem to determine the integrity and
accuracy of potential and actual beacon alerts.

B

Applies a knowledge of the INMARSAT system to interpret and act upon alert messages.
~

Applies a knowledge of the NAVTEX system to encode initial distress or urgency alerts for
broadcast.

4
Able to assess the effectiveness of the District and/or Regional communications
infrastructure, and make appropriate recommendations if required.
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3.0 Competence 3

Coast Rescue

Outcome: Coastguard Officers are able to plan, manage and execute the rescue of persons
in difficulty in littoral areas using established procedures and equipment, together with
Auxiliary €oastguards and other resources. Coastguard Officers are able to supervise the
maintenance of an effective state of operational readiness.

300.

301.

302.

303.

304.

305.

3086.

307.

308,

309.

310.

3.

312.

313.

314.

315,

Applies a knowledge of the safe storage and proper inspection of rescue equipment,
including pyrotechnics. :

Applies a knowledge of coast rescue techniques, with regard to the needs of the casualty,
the actual and potential hazards to rescuers and the casualty, and the identification of
possible escape routes.

Applies a knowledge of the safe operation of safety harnesses issued as coast rescue
equipment. B

Applies a knowledge of the safe operation of head protection issued as coast rescue
equipment.

Applies a knowledge of the safe operation of lifejackets issued as coast rescue equipment.
Applies a knowledge of the safe operation of drysuits issued as coast rescue equipment.

Applies a knowledge of the safe operation of other personal safety equipment issued as
Coast rescue equipment,

Applies a knowledge of standard rope rescue techniques whenever appropriate to assist in
the rigging of approved rope rescue systems.

Applies a knowledge of standard rope rescue techniques whenever appropriate to
supervise the rigging of approved rope rescue systems.

Applies a knowledge of shore search procedures whenever appropriate.
Applies a knowledge of mud rescue procedures whenever appropriate.
Able to operate pyrotechnics safely and effectively during Search and Rescue operations.

Applies a knowledge of the Coastguard Boat syllabus at the class of certificate appropriate
for the crew duty performed. '

Applies a knowledge of the Road Traffic Act in relation to the safe operation of
Coastguard vehicles during emergency response and routine duties.

Applies a knowledge of the Road Traffic Act as applied to the towing of trailers.

Applies a knowledge of driving techniques for the appropriate ge;::\alin, conditions and
vehicle type. < f’ﬁﬁ\\\ 1’{'\
B i | ‘\\“\3‘ AL
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348,

317.

318.

318.

Persorinel And

J
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Applies & knowledge of the Code Of Practice For Th
Equipment.

Applies a knowledge of helicopter co-operation.

Applies a knowledge of casualty care during evacuation, including the administration of
First Aid.

Applies a knowledge of multi agency working during coastzl incidents.

. Applies 2 knowledge of the role of the Incident Officer during coastal incidents.
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4.0 Competence 4

Chart and Map Work

Qutcome: Coastguard Officers are able to successfully prosecute Search and Rescue
incidents by applying navigational and plotting skills to Admiralty Charts and associated
publications, as well as Ordnance Survey maps.

400.

401.

402.

403.

404,

405.

498,

407,
408.
409,
410,

411.

412.

413.

414.

415.

Applies a knowledge of Mercator’s Projection when i'nterpreting latitude and Longitude
scales, measuring distances on charts, and converting OS Grid positions  to
latitude/longitude and vice versa. .

Able to plot a position on a map or chart to a level of accuracy commensurate with the
scale and the task at hand.

Able to lay off distances and ranges on a map or chart to a level of accuracy
commensurate with the scale and the task at hand.

Able to lay off true bearings and apply scalar information to produce vectors to a level of
accuracy commensurate with the scale and the task at hand.

Applies a knowledge of the magnetic compass to translate compass bearings into true
bearings and vice versa.

Applies a knowledge of plotting skills to construct a running fix or intercept, accounting
for tide if appropriate.

Applies a knowledge of plotting skills to transfer search plans onto a chart of an
appropriate scale.

Able to transpose information from VHF D/F onto'a map or chart.

Applies a knowledgg of the relationship between speed, distance aﬁd time.

Applies a knowledge of chart and map symbology to identify dangers to navigation.
Applies a knowledge of tidal theory and tidal infor;ation.

Applies a knowledge of plotting to make reasonable allowances for tide and leeway on
the predicted track of a vessel.

Applies a knowledge of navigation, the ordinary practice of seamen and marine guidance
and legislation to reconstruct the most likely track of a vessel reported as overdue.

Applies a knowledge of navigation, the ordinary practice of seamen and marine guidance
and legislation to devise a safe passage plan for a Coastguard Boat or Cutter.

Able to assess the nature of the terrain by examining the contours on an OS Map.

Applies a knowledge of the ephemeris to calculate the predicteditifhes of twilight, sunrise
and sunset. e '@é\\lﬁ
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418. Applies a knowledge of the means by which charts and navigational publications are kapt
up te date, including making cerrections and recording them.

e
R

MCSA002/CH 4.0/Rev 1.01/ Page 2



5.0 Compeience 5

General Maritime

Qutcome: Coastguard Officers are able to successfully prosecute Search and Rescue
operations, effectively liaise with all sections of the maritime community and contribute to
incident prevention by providing timely and meaningful safety information to the public,
demonstrating an understanding of the marine environment as experienced by the full range of
sea and coastal users. -

500.
501.
5'02.
503.
504,
505.
506.
507.

508.

509.
510.

Si1.

512,

Applies a knowledge of the characteristics and construction of principle ship types to
Search and Rescue operations.

Applies a knowledge of offshore oil and gas industry practices and procedures to Search
and Rescue operations

Applies a knowledge of the construction and characteristics of workbeats, fishing vessels
and pleasure craft to Search and Rescue operations.

Able to provide safety information to all sea and coastal users with due regard to their
particular needs and limitations.

Applies a knowledge of the IALA buoyage system and other aids to navigation to Search
and Rescue operations, and Coastguard Boat operations.

Applies a knowledge of the International Rules For The Prevention Of Collision At Sea
when dealing with reports of hazardous incidents, and for Coastguard Boat operations.

Applies a knowledge of the Emergency Towing Protoco!l and the Secretary of States
Powers of Intervention.

Applies a knowledge of the Coast Protection Act in conjunction with local legislation and
local practices to monitor, measure and report upon works carried out on the foreshore.

Applies a knowledge of current Merchant Shipping legislation to monitor and report upon
the measurement, registration and marking of registered fishing vessels under 24 metres in
length. -

Applies a knowledge of current Merchant Shipping legislation, in conjunction with the
relevant Codes of Practice, to monitor and report upon actual and potential infringements.

Applies a knowledge of current agreements with Gther agencies when making reports of
maritime activity.

Applies a knowledge of current agreements with the Hydrographic Office and General
Lighthouse Authorities when dealing with reports of Hazards to Navigation.

Applies a knowledge of current Merchant Shipping legislation to provide assistance to the

Receiver of Wreck. | %\\ T\?%Q\&L@

SR
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518.

517.

§18.

519.

520.

Applies a knowledge of the provisions of the International Convention on the Safety Of
Life At Sea (SOLAS) when dealing with vessels to which the provisions of the Convention

zpply.

. Applies a knowledge of agreed procedures and/or local byelaws to advise mariners and
- the pubiic of activity within coastal ranges, exercise areas and regreational areas.

. Applies a knowledge of current marine legislation relating to the transportation by sea of

hazardous materials to raise reporis and monitor the progress of such shipments.
Applies a knowledge of the IMO hazardous cargo classifications.

Appiies a knowledge of the licensing and carriage regulations for radio equipment carried
by small commercial and pleasure craft.

Applies a knowledge of current agreements with BT Marine when dealing with reports of
fouled undersea cables. -

Applies a knowledge of international conventions and other -instruments concerning
Search and Rescue.

Applies a knowledge of other regulations, recommendations and codes when dealing
with vessels and other craft which are not subject to the provisions of SOLAS.
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6.0 Competence 6

Counter Pollution

Outcome: Coastguard Officers are able to support the activities ¢f the Counter Pollution
Organisation, local government bodies and other interested parties during Counter Pollution
operations employing established procedures, personnel and equipment.

600.

601.

602.

603.

604.

605.

606.
607.

60s.

Applies a knowledge of ¢/p procedures to assess, classify and report upon actual or
potential pollution incidents.

Applies a knowledge of c/p procedures to support ¢/p reconnaissance and spraying
aircraft operations.

Applies a knowledge of c/p procedures and international agreements to format standard
reports and notifications to external agencies.

Applies a knowledge of ¢/p procedures to act for the Principal Counter Pollution Officer if
reguired.

Applies a knowledge of the cantact and callout procedures for other agency’s key staff
during /p incidents.

Applies a knowledge of the contact and callout arrangements for Maritime & Coastguard
Agency key staff during ¢/p incidents.

Applies a knowledge of the National Contingency Plan.
Applies a knowledge of other external contingency plans.

Applies a knowledge of Explosive Ordnance Disposal procedures.
< ,
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7.0 Competence7
Meteorology

Qutcome: Coastguard Officers are able to successfully prosecute Search and Rescus
operationsy provide weather information to the public and the mariner, assess the effects of
‘weather on the operational state of readiness and contribute to incident prevention by
demonstrating an understanding of meteorology, using established procedures and information
supplied by the Meteorological Office. Coastguard Officers are able to enhance the quality of
this information by observing the weather and making reports using established procedures and
equipment.

700. Able to obtain weather information for mariners and coastal users from the UK weather
information service.

701. Applies a knowledge of metecrological terms to interpret weather information.
B 8 8

702. Applies a knowledge of meteorclogy to describe the effects of air masses upon North
Atlantic weather patterns.

703. Applies a knowledge of mateorology to describe the formation of North Atlantic weather
systems, and their observable effects.

704. Able to interpret a synoptic chart.
705. Able to encode the National Climatalogical Message.
708. Able to identify the phenomena associated with the onset of bad weather.

707. Applies a knowledge of meteorology to identify the causes of reduced visibility, and the
causes by which poer visibility may improve.

708. Applies 2 knowledge of meteorology to identify the causes of sea and land breezes.

-
7098. Applies a knowledge of the effects of meteorological phenomena upon Search and
Rescue effort.

710. Applies a knowledge of the effect of wind upon sea state, and the effect of sea state upon
Search and Rescue effort.
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8.0 Competence 8

Search and Rescue Co-ordination

Outcome: Coastguard Officers are able to successfully co-ordinate Search and Rescue
operations, maintain an effective operational state of readiness and cause all parties involved to
work together by demonstrating an understanding of the national and international
~organisation of Search and Rescue, established procedures and the aims of the Maritime and

Coastguard Agency (MCA).

800. Applies a knowledge of current Search and Rescue policy and procedures.

801. Applies a knowledge of emergency phase classification.

802. Applies a knowledge of the status of search and rescue facilities used to conduct SAR
operations.

803. Applies a knowledge of the duties and responsibilities of the SMC, OSC and ACO.

804. Able to enter, extract and analyse incident information using CMIS, CDATA, ADAS and
other relevant publications as appropriate.

805. Applies a knowledge of the UK Search and Rescue Organisation,

806. Applies a knowledge of the intent and procedures of the various memoranda of
understanding that exist between the MCA and other agencies.

807. Applies a knowledge of the emergency contact and callout arrangements that exist
between HMCG and declared rescue facilities.

808. Applies a knowledge of the RNLI Regulations (The Green Book) in relation to Search and
Rescue operations. ™ '

809. Applies a knowledge of the command and control structure likely to be put in place when
dealing with major incidents. A

810. Applies a knowledge of the function and composition of the UK SAR Committee.

811. Applies a knowledge of emergency and contingency plans employed by external agencies
for their areas of responsibility.

812. Applies a knowledge of the procedures for co-operating with foreign Search and Rescue
agencies.

813. Applies a knowledge of the procedures restricting the use of airspace during emergency

operations.
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814, Applies a knowledge of the procedures restricting the movement of vessels during
emergency operations.

813. Applies the required standard of local knowledge to incident informaticn when
prosecuting SAR operations.

818. Applies a knowledge of exercise planning.
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13.0 Table 5 - Competence Profile for Sector Manager

100 3 300 3 505 3 806 3
101 2 301 4 506 2 807 3
102 2 302 3 507 4 808 3
103 3. 303 3 508 3 809 3
104 2 304 3 509 3 810 2
105 3 305 3 510 |3 811 2
106 4 306 3 511 3 812 2
107 4 307 4 512 3 813 2
108 3 308 4 513 3 814 2
109 4 309 4 514 4 815 3
110 2 310 4 515 2 816 3
111 2 311 4 516 2
112 3 312 3 517 4
113 3 313 4 518 2
114 3 314 4 519 2
115 1 315 3 520 3
116 3 316 3

317 3 600 3
200 3 318 3 601 2
201 3 319 3 602 2
202 2 320 3 603 1
203 3 604 1
204 3 400 4 605 1
205 3 401 4 606 2
206 4 402 4 607 2
207 2 403 4 608 3
208 2 404 4
209 3 405 3 700 3
210 3 406 ~| 4 701 3
211 3 407 3 702 2
212 2 408 4 703 2
213 2 409 4 704 2 Y
214 2 410 4 705 0
215 3 411 4 706 3
216 3 412 3 707 3
217 2 413 4 708 3
218 2 414 | 4 709 3
219 2 415 |3 710 3
220 2 416 3
221 2 300 3
222 2 500 2 801 3
223 2 501 2 802 3
224 2 502 3 803 |2
225 2 503 3 804 2
226 3 504 3 805 3
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Is of competence for each PC - all grades
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‘all grades”

"9.0 Table 1-levels of competénce for éach PC

. Rlnsp

: DC

DDC

oM

Tsm

WM

WO

Cwa

PC
{300

1803 _
304 C-

1307
1302 -
4:305..-
1306
1307
1308,
1309
4:310
1311
1312 -
1313
312
3315 - -
1316
1318,
1319
1320 . .
400 -
44010
1402 -
1403 .-
1404 .
3405 .
4406 -
1,408 -
24409
410
L4171 ok
'_: 442
A413 e
1418 .
415
2416 :
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1 grades

e 1-levels of competence for each PC-al
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MSAR (F) Workbook Sect ! - Introduction

1.1 ABOUT MSAR (F)

1.1.T THE MSAR TRAINING PROGRAMME

A co-ordinated three-tier programme has been developed by the Training Cenire
to support the training of operational Coastguard staff ffom new entry through to
Watch or Sector Manager.

It is known as the Maritime Search and Rescue (MSAR) programme and is in
three levels;

MSAR (F) - Foundation (to qualified CWA