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SYNOPSIS 

 

This toolkit, “Grow Your Own Talent”, is designed to assist companies in developing a 
successful programme for the recruitment of competent staff into the subsea industry, 
particularly those with “transferable skills”. 

This toolkit aims to help equip you with the resources you need to establish your own in-
house resourcing of capable cross-over professionals.  

In combination with Subsea Target (www.subseatarget.com), these resources will boost 
Subsea UK’s strategy for skills and training in the industry. It will accelerate the pace at 
which employers can acquire, develop and deploy people with relevant skills or potential, 
and break down the barriers for individuals trying to get into the sector. 
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Development Programmes for Subsea Companies  

Introduction 

Subsea UK acts for the entire supply chain operators, contractors, suppliers and people in 
the industry. 

Faced with the prospect of fluctuating demand from both oil and gas and the renewable 
energy sectors, successful subsea companies need to have people with the skills and 
knowledge to do the jobs these opportunities will require. 

This will require companies to look at things differently and to take a fresh approach.  The 
needs of the industry are so dynamic that if we carry on trying to solve the issues using the 
current solutions, we will not achieve the balance for business growth. 
 
“Current provision for subsea engineers is via graduate schemes which take 
approximately three years within a company scheme before a graduate becomes competent. 
The conversion programme is run over a five-week period and an engineer can be fully 
competent in well under a year.”  
Subsea7 
 
Subsea companies across the supply chain from SMEs to the large companies need to 
contribute to the sector’s success by bringing in new people but also developing existing 
ones. 
  
Subsea UK has a role in minimising the tension between the competitive advantage in 
developing their own programmes versus the need for collective action to improve the 
availability of appropriate personnel to the sector as a whole.  A pragmatic resolution is to 
collaborate and share best practice to produce lessons learned and guidelines, but then to 
allow companies to customise these to reflect their culture and mesh with their existing 
structures and processes.  
 
Subsea UK is committed to providing leadership and support to the sector’s efforts to meet 
its resourcing requirements, by providing practical support and engaging with as wide a 
range of potential employees as possible: 

• providing information about the jobs available and the skills and knowledge 
required to do them 

• removing barriers to entry for trained people, job changers from other 
sectors e.g. the military 

• supporting companies to bring in people and to get them 
productive/operational/ safe as quickly as possible 
 

Subsea Target is the wrap-around brand that has been developed for the information and 
guidance targeting individuals.  This will be delivered via www.subseatarget.com  
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Subseatarget.com – a newly developed online platform will act an information hub where 
interested individuals can learn more about the sector; roles, subsea companies, getting a 
job, and more. 

 
Learn More About Subsea - comprehensive overview of the activities that make up the 
subsea sector, which can be understood by people without a subsea background. 
Roles - within the website there are descriptions of generic roles; the idea is to get over 
the barrier to people joining the industry – which is that the name/job title that is given 
to a particular role varies from company to company. 
Subsea Companies – signposting to company websites. 
 
Making a Good Application: 

o Hints and Tips 
o CV generator 

A short video, “We Are Subsea”, shows a range of people from different backgrounds, who 
are working in subsea companies designed to show the diversity of work and people within 
the sector.  

For companies, Subsea UK is developing and coordinating a suite of sector wide tools and 
interventions to support the attraction, recruitment and retention of talent. 

Grow Your Own Talent 

At Subsea UK we recognise that your traditional sources of new recruits may no longer exist 
and that you may therefore be considering hiring people in from different places than you 
did in the past. Taking people with some relevant skills but without knowledge of the 
Subsea sector, no prior experience within your business and a gap in their skills and 
knowledge to do the job you need them to do can prove to be a challenge. A new part of 
our service is bespoke consultancy, or “God-parenting”. The aim of this is to help you to 
develop the additional support and infrastructure required to cross people over effectively 
into your company. This requires thinking beyond traditional induction and putting together 
robust plans which respect the new hires prior knowledge, but also accelerate their 
development so that they become fully functional as quickly as possible for you. 

These Guidelines and the accompanying templates have been produced by Subsea UK to 
support companies develop and retain people.   

 Remove barriers to getting employment in the sector for people with the 
relevant skills or potential by providing information and guidance 

 Increase the numbers of people entering the sector via transition routes 
 Accelerate the time taken for companies to transition individuals to 

becoming operationally productive 
 Practical support that can be incorporated into existing company processes 

and procedures 
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Framework and Templates 

The information and templates provided are designed to allow companies to customise 
them to reflect the specific context and demands of their business.  If you require any 
additional support is please contact Subsea UK. 

In summary however the information provided should allow companies to  

• Bring in entry-level practitioners and provide them with a structured progression 
route 

• Develop and recognise the skills and knowledge of existing workers 
• Build reputation with clients for by having records of training, experience and 

competence of our people 
• Improve retention and capability 
• Smooth transition and growth  
• Practical action planning and targeted intervention 
• Improved structure and skills relating to people 

 
Preparing the Ground:  Who do you need – to do what? 

o Bringing People into the Organisation: recruitment, induction, orientation and 
culture 

o Integration and Performance:  Creating a Soft Landing: Industry Requirements; 
Progression Routes; Technical Training; Personal Development; Supervision, support 
coaching, mentoring; Assessments and record keeping:   

o Developing Your People and Organisation 
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1. PREPARING THE GROUND 

Most organisation realise they need to have a clear idea of what lies ahead for them and a 
way of explaining this is via a corporate vision.  The first challenge is conveying this in a clear 
and concise way that just doesn’t end up as “we want to be the best”.  
 
In the context of “growing your own talent” however, the challenge is communicating the 
vision effectively to employees so that they understand how it will affect them and the 
contribution they will be asked to make. 
 
For the purposes of creating a company’s development programme we have assumed that 
the organisation will already have in place a business plan and a vision, which contains 
(however they are labelled) a mission statement; some strategic objectives and some 
operating principles i.e. 
 

• Mission Statement:  A clear idea of what the organisation wants to become in the 
future – answering the “Where are we going?” question 

• Strategic Objectives:  What the organisation needs to achieve in order to move 
towards the mission – answering the “How are we going to get there?” question 

• Operating Principles:  the attitudes and behaviours that underpin how things get 
done 

 
In basic terms, the way a company attracts, recruits, develops and retains its people will be 
predicated on these considerations and will therefore require the business to: 
 

• Develop and communicate business plans and objectives effectively in order to focus 
and inspire people 

• Set up employee development strategies to help people contribute to the business 
• Equip and develop people in the business to carry out effective performance 

management and development 
• Establish evaluation processes for monitoring return-on-investment in employee 

development against the achievement of business plans and objectives 
 
Organisations must be clear about how they will manage: 

• Communicating a compelling vision of the future that can be easily cascaded through 
the business 

• Leadership and management skills  
• Providing informative job descriptions  
• Defining Performance Objectives 
• Employee Development Plans 
• Performance Review – Motivation; feedback on below standard performance 
• Evaluating the effect of Employee Development in terms of its contribution towards 

achieving Key Strategic Objectives 
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Organisations planning to augment their existing human resources by attracting 
recruits from non- traditional talent pools (and with limited or no subsea experience) 
need to prepare effectively for this to be a successful strategy. 
 
Organisational preparation is two-fold and requires companies to think not only of 
the newcomers but also about the needs of existing personnel.  It can be surprising 
how quickly people forget how it feels to be a newcomer without the understanding 
of everything that experienced-hands take for granted. 
 
Ensuring that expectations are clearly managed from the outset can prevent 
frustrations and potential retention issues. Key things to consider in advance include: 

• How new people will be made to feel welcome and special without 
disenfranchising existing team members 

• How you will pulse-check along the way to review things are progressing well 
for all stakeholders and how you will ultimately evaluate the effectiveness of 
the strategy 

• Having clarity about generic development needs (the minimum standards 
you need everyone to reach and the essential knowledge required for 
success) and how these will be addressed for everyone 

• How you will respect the individual prior learning of people crossing over and 
tailor their development programme accordingly 

• Specific misunderstandings that can be avoided by well-planned 
communication -  such as the avoidance of phrases that have one meaning 
for ex-military personnel and have an entirely different connotation in your 
business 

• How you will formally support new people and value/recognise the 
supporters 

• How you will ensure the safety of the new people and existing personnel 
during the transition period from new hire to effective and fully developed 
team member 
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2. BRINGING PEOPLE INTO THE ORGANISATION 

• Attraction and Recruitment 
• Induction 
• Orientation and Culture 

ATTRACTION AND RECRUITMENT 
 
The first part of bringing people into any business is either by answering the question “Why 
you want to work for us rather than Company X is…” you need to give people a reason to 
move or join.  This is why it is important that people know as a business what you stand for.  
This relates back to the previous section and it becomes clear why a business needs to be 
able to give new employees a clear idea of what the organisation: 
 

• Wants to become in the future  
• Needs people to do for it to get there 
• Expect in terms of attitudes and behaviours and the way things get done. 

 
 

 

 
 

An 
Employer 
of Choice 

Promise 

Articulation 
of what 

makes you 
unique 

Basis on 
which 

people join 

Experience 
once 

employed 
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RECRUITMENT  

The nature of the job, its role and key responsibilities should be covered in the job 
description and explained in the selection interview.  

As discussed, sharing information to give a real insight into the structure and culture of the 
organisation, behaviours and standards expected and future plans/intentions is useful and 
illustrations of competency framework/appraisal system/employment terms and conditions, 
e.g. hours of work, holidays, sick pay policy, salary, benefits, etc. may be useful to have to 
hand. 

Pre-employment  

All new employees should receive a formal offer letter together with an employment 
contract. You should also send them any other documents or forms that need to be 
completed prior to them starting, e.g. security pass application, bank details, etc. 

You may also feel it necessary to send joining instructions giving the following information: 

• Where and when to report  
• Who will meet them  
• A map, transport and car parking instructions  
• What else to bring, e.g. tools, special clothing, packed lunch, etc.  

 Successful Practice  
Have senior buy-in so that recruitment is not just an HR initiative.  Engage with line 
managers as they are often involved with interviewing and, when new employees join they 
are likely to be the first contact point with the leadership and management.  If line 
managers do not communicate, or indeed embody, the values and culture of the 
organisation potential  

- 25% are influenced by the surrounding they are interviewed in 
- 90% of applicants made judgments about the people they were interviewed by 

 

INDUCTION 

The aim of an induction programme is to make sure that new employees are given all the 
help and guidance they need for them to do their job to the required standard as soon as 
possible.  

A good induction programme should ideally be tailored to address the specific needs of 
each new employee. As a minimum an induction programme should include: 

• A physical tour of the office or department so that employees can see for 
themselves where things are and how your team operates 
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• A guide to the organisation’s overall structure, its key functions, products and 
services, its goals and objectives and its culture and values 

• An explanation of how the new employee will fit into the team, the team’s goals and 
how the new employee will contribute to them 

• Introductions with key people in the organisation (either face-to-face or using 
technology) 

• Key health and safety information (this is a legal requirement under the Health and 
Safety Act) 

• A clear outline of their job requirements and key terms and conditions of 
employment 

• Induction Checklist  

Prepare your Staff - Remember the Little Things 

A smooth, well-planned induction will help your new team member feel valued and 
engaged from their very first day with your organisation. Don’t forget to show them the 
location of staff areas (e.g. cafeteria/kitchen area and bathrooms) as well as local amenities 
(e.g. shops, post office, bank), particularly if they are new to the area. Give them a copy of 
your department’s organisation chart and office seating plan, as this will be a big help when 
it comes to making sense of the initial blur of names and faces! Have any security passes 
ready, and ensure that their PC and desk are set up ready for use and that basic stationery 
items have been provided.  

Introduce colleagues personally 

Remember to tell your existing team members that a new person will be joining the team. 
You should personally introduce your new employee to each member of your team, as well 
as to any key contacts in the wider organisation and externally (the latter can be done by 
phone or email). Encourage your team to make the new employee feel welcome and to be 
on hand to answer any questions they might have. 

Allow a period of initial observation 

Many people feel more confident about taking part in a new task or activity if they know 
what to expect first. Help your new employee get to grips with ‘the way things are done’ in 
your team by allowing them a period of time to watch and observe how things operate. For 
example, you could allow new employees to attend team meetings and observe key 
processes or tasks before undertaking them. This will give your new team member time to 
reflect, as well as the opportunity to ask questions before performing tasks themselves.  

  



 
 

 © Copyright Subsea UK 11 

Appoint an induction ‘buddy’ 

Everyone likes having someone they can turn to if they need help or advice, even if this is 
just a simple reminder about how to use the photocopier. Consider assigning an induction 
‘buddy’ to a new employee who would be responsible for helping them settle in and find 
their feet. This person can also be invaluable when it comes to explaining the unwritten 
customs and practices of the team and organisational culture.  

Take things slowly 

Remember that starting a new role can sometimes be an overwhelming experience, so try 
not to overload your new employee with too much information in the early days. Give them 
time to absorb new information, and ensure that they know you are available to help, guide 
and support them as they settle into their role. Rather than throwing them in at the deep 
end, if possible have some initial straightforward tasks ready for them to get started on. 
This will help to build their confidence and knowledge, and they can progress to more 
complex work as they get up to speed. 

Set performance expectations 

An important area to get right early on is to explain your performance expectations to your 
new team member. By the end of the first month, you should aim to have put together 
some personal objectives with them to give clear direction and focus. You could also start 
putting together some ideas for their personal development plan, including areas in which 
they have acknowledged or shown limited knowledge or skill during the induction. It is also 
a good idea to advance-book performance reviews or 1:1 meetings for the next few 
months so they don’t get missed. 

Encourage teamwork 

There’s really no substitute for helping a new start get to know their colleagues than by 
participating in tasks and activities together. These can range from formal and work-
related, to fun and social. Why not start things off on the right footing by arranging a team 
lunch on your new team member’s first day? This will help them get to know their new 
colleagues in a more relaxed setting. You might also consider running an informal team-
building activity to help team members get to know each other, particularly if several new 
faces have recently joined your team. 

The aim of an induction programme is to make sure that new employees are given all the 
help and guidance they need for them to do their job to the required standard as soon as 
possible.  
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An induction pack could contain- 

• Welcome letter from MD 

• Induction checklist 

• Organisational vision and values 

• Organisation chart 

• Key contacts 

• Commitment to HSEQ 

• Career Development Route Map 

• Explanation of what people need to do to thrive  

 

An Induction Checklist (based on the ACAS Template) is used to ensure that each new 
entrant is given the information that they need.  

Induction checklist 

It is good practice to let new starters have a copy of this list – this enables them to follow 
what is happening and will act as a reminder of anything missed or that needs particular 
attention. It should be the responsibility of both management and new starter to ensure 
that all relevant items are properly covered during the induction period. 

Name ............................ Date of starting ………………. 

Induction completed (signature of new starter)  

.............................................. 

 Carried out 
by 

Date Comments 

Reception 

Received by    

Personnel documentation and checks 
completed – P45 

   

NI number    

Swipe/security card    

Introduction to the company 
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 Carried out 
by 

Date Comments 

Who’s who    

History    

Products/services/markets    

Future plans and developments    

Terms and conditions of employment 

Written terms and conditions issued    

Contract of employment issued    

Hours, breaks, method of payment    

Holidays    

Clocking on/flexitime/reporting 
procedures 

   

Probationary period    

Period of notice    

Sickness provisions    

Pension provisions    

Maternity/paternity/parental leave 
provisions 

   

Equal opportunities policy and worker development 

Equal opportunities policy    

Training needs and objectives    

Training provision    

Further education/training policies    

Performance appraisal    
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 Carried out 
by 

Date Comments 

Promotion avenues    

Policy/procedures to prevent bullying 
and harassment 

   

Worker/employer relations 

Trade union membership    

Other worker representation    

Worker communications and 
consultation 

   

Grievance and disciplinary procedure    

Appeals procedure    

Organisation rules 

Smoking policy    

General behaviour/dress code    

Telephone calls/emails and use of the 
internet 

   

Canteen/break facilities    

Cloakroom/toilets/lockers    

Health and safety 

Risk assessment    

Preventative and protective measures    

Pregnant women and new mothers    

Emergency procedures     

Health surveillance (if appropriate)    
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 Carried out 
by 

Date Comments 

Awareness of hazards – any particular 
to type of work 

   

Safety rules    

Emergency procedures    

Clear gangways, exits    

Location of exits    

Dangerous substances or processes    

Reporting of accidents    

First aid    

Personal hygiene    

Introduction to safety representative    

Welfare and worker benefits/facilities 

Sports facilities    

Protective clothing – supply, laundry, 
replacement 

   

Medical services    

Savings schemes  
(including share options) 

   

Transport/parking arrangements    

Company discounts    

The job 

Introduction to manager/supervisor    

Requirements of new job    

Standards expected    
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 Carried out 
by 

Date Comments 

Co-workers    

Supervision and work performance 
appraisals 

   

 

A direct supervisor should deliver the induction and orientation into roles. This will cover 
some reinforcement of what is in the induction pack and has been covered in the face to 
face induction. The HR Rep will ensure that new entrants receive: 

• New employee documentation (personal records, staff handbook, etc)  
• Conditions of employment (contract, payment methods, expenses, holiday 

entitlement, etc)  
• Training and development (policies, performance management processes, personal 

development, induction review, etc)  
 
The Induction Timetable 

 

The Job     

Job and Purpose Outline role and key 
priorities 

 Day 1  

IT  Explain IT 
procedures/systems – 
identify basic IT training 
needs 

 Days 1-2  

Telephone/Fax System Instruct   Day 2  

Internal/External Mail 
System 

Explain and check 
understanding 

 Week 1  

Stationery Explain procedure for 
ordering/using 

 Weeks 1-4  

Cash-Handling Procedures Explain procedures/check 
understanding/instruct 

 Weeks 1-4  

Health and Safety     

Fire: Emergency Exits, Explain and check  Day 1  
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Evacuation Procedures 

The offshore environment: 
Emergency response 

understanding 

Review 
Induction 

Discuss 
progress and 
assess 
suitability for 
continued 
employment – 
weekly for the 
first month, 
then monthly 
until end of 
probation 

 Regularly  

Date Induction 
Completed: 

 

Signature of 
Employee: 

Signature of 
Manager: 

  

First day 

New starters may be nervous on their first day. It is important that they are made to feel 
welcome and given time to assimilate to their new environment and colleagues. They 
should be: 

• Met and introduced to their team colleagues  
• Given a tour of the building(s) or workplace, pointing out toilets and restaurant 

facilities, etc.  
• Talked through their induction programme and timetable  
• Satisfied that all necessary paperwork has been completed and received  

First week 

With all new employees, explain and discuss the key aspects of their job, the goals and 
objectives of their immediate team and how they in turn contribute to the objectives of the 
organisation. This is likely to involve them being introduced to members of other teams 
and/or departments, and visits to other offices and/or locations. 

At the end of the week, managers should determine how new employees are settling in and: 

• Review the induction programme and assess the understanding of the information 
provided at this point  

• Agree how to clarify or revisit any areas where understanding is confused or 
inadequate  

• Explain what is expected in subsequent weeks  
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First month 

By the end of the first month, you should aim to have drafted some personal objectives to 
give them clear direction and focus. You may also start compiling ideas for a personal 
development plan. The plan would include areas in which they have shown limited 
knowledge and/or skill during the induction so far. 

You should solicit feedback from the people who have been involved in the induction 
process and use it to assess the new employee’s progress. If you have any concerns 
regarding their performance or ability, you should address them at the earliest opportunity. 
Often, new starters simply need greater clarity or reminding of certain key requirements. 

End of probation period 

If you decide, during the induction programme, that your new starter is not a suitable 
employee, then it is likely that they will not have reached this point. However, always ask 
yourself at this stage if you are sure that they have the necessary ability or potential to 
really add value to your organisation. Probationary periods can be extended, but this should 
not be a common occurrence. 

So, you’ve reached the end of the induction programme and your new employee has 
integrated fully with their new team and you are delighted with their progress and 
performance. At the end of the probationary period, you should: 

• Confirm in writing that they have successfully completed the induction programme  
• Review the programme and check that all areas have been covered satisfactorily  
• Agree personal objectives and a personal development plan, setting dates for review 

meetings over the coming months  

Evaluation 

It is important to constantly evaluate your processes and procedures to check that they are 
effective. Ask yourself whether the induction programme met its objectives and whether 
adjustments are needed. Between three and six months after your new employee 
completed their probationary period, you should ask them to assess whether they felt the 
programme met their needs.  

Effective induction process helps new employees get off to the best possible start in your 
team or department, by ensuring that they fully understand their role and the part they play 
in the wider organisation.  

  



 
 

 © Copyright Subsea UK 19 

A template to collect individual evaluation could include: 

Question  Yes  No  Notes  Action  

I fully understand my new 
job role         

Each of my responsibilities 
is clear and I understand 
how they impact on the 
performance of the team 
as a whole 

        

I have met all the 
members of my team          

I understand the role and 
responsibilities of my 
fellow team members 

        

I know how my team fits 
into the structure of the 
organisation 

        

I know what my team is 
expected to deliver         

I am aware of 
team/organisational plans 
for the future 

        

I understand the ways 
things are to be done and 
the way I am expected to 
behave 

        

I know how and when my 
performance will be 
evaluated 

        

I have identified my 
development needs and 
produced a plan for the 
coming year 

        

I have been made to feel 
very welcome         

I feel part of the team         

I have no concerns about 
my job         
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I have no concerns about 
any of my colleagues or 
other people in the 
organisation 

        

Orientation 

Some companies find that if they have a number of new starts it is worth running an 
orientation programme.  Others find being able to give an individual a “first four weeks” 
programme is useful.  Examples of both are provided. 

Below is an outline of the component elements you would need to consider in helping 
someone to cross over into the sector and your company. Should you wish to bring this to 
life within your business please call us and we will connect you with our experienced 
consultants. They can tailor a service to meet your specific needs. This can involve 
mentoring your own HR personnel; right through to doing hands-on work with your people 
should you wish. 

• Welcome to the business and the programme 
• Programme success measures for the company and the individual 
• Making the most of the conversion programme – soft skills and personal leadership 

o Successful change and transition 
o First 90 day plan, personal brand management  
o Self-motivation & engagement  
o Self-driven career development 
o Self-help skills to thrive in the new environment 
o Reflecting on learning, gathering evidence of learning as a lead into on-going 

competence based development and assessment 
• Acknowledgement of transferable skills and development gaps 
• Clarify role and responsibilities 
• Explain key interfaces and meeting significant people 
• Overview of supply chain 
• Key technical know-how - training / visits - access to RGU Modules / OPITIO POLs as 

appropriate 
• Understanding of work cycles - how things get done 
• Introduction to critical business policies and procedures e.g. HSE 
• Augment in-house standards with relevant external standards such as IMCA 
• Essential softer competencies development 
• Support - including mentoring and establishing a network amongst other people 

converting / crossing over from other companies and sectors 
• Certificated courses 
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• Experiential learning and on-job- training plan 
• Measuring success - probationary period review - appraisal – on-going competence 

assessment & assurance 
• Future plans - convey an exciting vision of the future and how the new hire can be 

part of this 
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A two-day welcome and introduction to the Subsea outline programme 

Programme Content Overview 

• Oil & Gas 
• Regulatory Framework 
• Key International Hubs 
• Harbour 
• Types of Work  
• Offshore Supply Chain 
• Pre-commissioning 
• Operators 
• Contractors 
• Service Companies 
• Suppliers 
• Subsea Facilities - Living  & Working Conditions 

Learning Outcomes  

By the end of the two day programme delegates will: 

• Have a stronger appreciation of the subsea sector, subsea project lifecycle, subsea 
facilities - living  & working conditions 

• Feel welcomed into the subsea community and have had the opportunity to begin 
developing their network 

• Recognise the importance of safety vigilance and their individual contribution to an 
exemplary safety culture through behaving safely 

• Have a better understanding of the key international hubs and local / international 
players 

• Have a broad appreciation of the supply chain and different types of work - design, 
build, install, maintain and where their employer fits into the big picture 

• Recognise the relevant transferable skills brought from their old employment sector 
into the new. This will allow insight into learning gaps that can be incorporated into 
personal development plans. 
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Day One 

 

Welcome 
& Coffee 

 

Introductions  and Welcome to 
Energy Industry - Putting Subsea 
into industry and also Oil & Gas 
context 

 

Coffee 
Break 

 

Offshore Supply Chain - Company 
Types 

Consulting 

Operators 

Contractors 

Supplying - Service Companies 

Where our company fits into the 
bigger picture 

   

Lunch Break 

 

      

Project Stages and lifecycle - pre-sanction 
to execution 

 

Generic project methodology 

Typical timeframes 

 

  

Disciplines – Overview of 
Elements of Subsea System 

Trees 

Pipelines and risers 

Subsea structures 

Control systems 

Umbilicals and jumpers 

 

 

Close 
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Day Two 

 

Regulatory Framework 

Safety 
Health 
Environment 
Corporate 
 

Safety culture and essential 
behaviours 

 

 

Coffee 
Break 

 

Economic Framework and Political Influences 

 

Key International Subsea hubs, historical 
developments through time up to present day 

 

 

   

Lunch Break 

 

 

Types of Work - Construction risks, 
mitigations and installation challenges 

Living & working conditions 

Visual 'Fly--through' of a major project 

 

Coffee 
Break 

 

 

Visit including informal Q&A Session 
to consolidate learning from the 
programme and signpost onto other 
sources of support / information 

 

 

Close 
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The First Four Weeks 
Your programme will include: 

 Induction 
 Getting Started 
 Recording Progress 

An important part of your induction which will happen very soon after you arrive will be 
the Introduction to your Line Manager – who will act as your supervisor and mentor for 
the first month in the company. 

 

 

  

Induction 

The 
Company 

Subsea 

Initial 4 Week 
Programme 

 

Technical 
Training 

 

Personal 
Effectiveness 

Review 

Recording 

Reflection 
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During your first four weeks with us we will provide you with a timetable of activities e.g. 
formal training courses, procedures to read; meetings with people etc.   

Personal 
Development 
(1) 

Technical 

Training 

Specialist 

Equipment 

Expert 
Guidance 

HSEQ 

Introduction to 
Company; 
“behavioural 
competencies” 

 

*Ability to work 
on own 
initiative 

 

*Ability to work 
as part of team 

Courses 

 

 

Simulator Mentor 

HR 

HSEQ 

Operations: 

*Familiarisation  

HSE Awareness 
and safe 
working 
practices 

 

Personal Development (Competencies)  

Alongside the technical and safety training individuals will be required undertake to develop 
skills and knowledge there will be a requirement to develop a range of competencies which 
support the deployment of technical expertise.  

Review 

Developing the habit of recording and reflecting on learning and experience, which can then 
be reviewed both personally and by others, is the basis of most competence development.  
If you adopt this process from the outset, completing things like trip reports and the formal 
portfolio (a record of evidence) building required by organisations that issue certificates and 
awards, will become routine. 
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Personal Development Cycle 

 

Culture 

An organisation’s culture refers to norms of behaviour and shared values. In other words, 
the attitudes and behaviours that underpin how things get done in the business.  Particular 
ways of acting persist (and are very difficult to change) because “the way we do things here” 
is conveyed or taught to new entrants such that those who “fit in” are rewarded and those 
that don’t are sanctioned. 

Regardless of level – gaining an understanding of both the written and unwritten codes of 
practice which operate as part of the organisation’s culture is critical for new hires.  The 
company can help an individual gain this understanding by explaining:  

• The background and structure of the organisation of the team 
• How things are done, i.e. customer care ethos, quality systems and team working 

ethic 
• The company vision and values 
• Why the company is organised as it is and how the new person fits into this 
• The business processes from bidding for work through to evaluation, future growth 

plans 

  

Knowledge 

Rehearsal 
Practice 

Reflection Record 

Review 
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3. INTEGRATION AND PERFORMANCE 

Creating a Soft Landing  

It is around the three/four-month point that the highest numbers of resignations occur. This 
is commonly referred to as ‘the induction crisis’. Whether the new employee changes their 
mind about the role or you decide that they are not suitable, this can be quite demoralising 
and upsetting for both parties. So the need to provide a soft landing, which allows an 
individual to integrate into the business quickly and productively, is important.  Having 
taken account of the need to understand the company’s “culture” early can mitigate the 
problem.  Another strategy is to ensure that the individual has confidence in the 
development and support they can expect.    

 Industry Requirements: identify industry guidelines and standards that need to be 
complied with 

 Technical Training:  in house; on the job; off the job; individual Development Plans 
(Training Needs Analysis) 

 Progression Routes: articulation of the building blocks; training and development 
plans 

 Cross Over Professionals and Transition Programmes 
 Personal Development: behavioural competences; reflection and review 
 Supervision, support coaching, mentoring 
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INDUSTRY REQUIREMENTS 

These will vary but a case study for an ROV business gives a useful insight: 

IMCA (International Marine Contractors Association) has developed a minimum training and 
competency scheme which most companies follow. Whilst IMCA does not issue certificates 
companies are recommended to have an auditable trail of work experience and assessment 
records, recording training, development & assessment in a formal and consistent manner.  
A company’s Development Programme uses the IMCA Guidelines for: 
ROV Pilot/Technician Grade II  
Needs to meet the criteria set out in IMCA R 002: Academic qualifications – certification 
Industrial experience – references 
ROV Tooling Technician Grade II  
Meets criteria set out in IMCA R 002: Academic qualifications – certification Industrial 
experience – references 
ROV Pilot/Technician Grade I Nominally 180 days’ minimum offshore experience as ROV 
Pilot/Technician Grade II and a minimum of 100 hours’ piloting, of which 40 hours can be on 
simulators (Type A or Type B). This can include up to a maximum of 20 hours on Type B 
simulator 
ROV Tooling Technician Grade I  
Nominally 180 days’ minimum offshore experience as ROV Tooling Technician Grade II 
ROV Senior Pilot/Technician Nominally 360 days of offshore experience as ROV 
Pilot/Technician Grade I and 100 piloting hours as ROV Pilot/Technician Grade I  
Experience as ROV Pilot/Technician Grade II 
ROV Senior Tooling Technician Nominally 360 days of offshore experience as ROV Tooling 
Technician Grade I All competences of Tooling Technician Grade I 
ROV Tooling Supervisor: competence of ROV Senior Tooling Technician; nominally 180 days’ 
offshore experience as ROV Senior Tooling Technician with satisfactorily completed 
company assessments. 
ROV Supervisor:  competences of ROV Senior Pilot/Technician.   Nominally 180 days’ 
offshore experience as ROV Senior Pilot/Technician with satisfactorily completed company 
assessments 
ROV Superintendent:  Competences of ROV Supervisor or ROV Tooling Supervisor.  
Nominally 180 days’ offshore experience with satisfactorily completed company 
assessments 
OPITO - To work offshore in any capacity it is usually necessary to complete:  
Basic Offshore Safety Induction and Emergency Training (BOSIET) course. This generally 
includes first aid, safety at sea, the basics of fire and fire fighting and helicopter underwater 
escape training.   

Minimum Industry Safety Training (MIST) 

OGUK (UKOOA) Medical  

Competence reference from IMCA (www.imca-int.com) 
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TECHNICAL TRAINING 

Training makes employees and employers more effective by improving performance. It is 
particularly important for employees to become fully effective (technically and from an HSE 
perspective) as quickly as possible. For the company training is an investment, which 
develops and extends an individual’s skill set making them flexible resource. Training is also 
designed to deliver improvements in the quality and consistency of jobs. For individuals, 
training and development builds commitment to the firm.  

An important early decision about training is what can be done in house and what 
assistance will be required from outside training providers. 

PROGRESSION ROUTES 

The Development Programme will therefore need to take employees from entry level 
through to superintendent.   

 

All professional bodies will have structure programmes for recognition and progression. For 
engineers the route is towards Chartership with the Engineering Council based on the UK 
Standard for Professional Engineering Competence (UKSPEC), Supply Chain Professionals 
follow the routes developed by the Chartered Institute of Purchasing and Supply (CIPS).  The 
standards and competences defined by these bodies can be useful starting points for 
creating company specific frameworks. 
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Cross Over and Transition Programmes (Engineering, HSEQ etc) 

Programme  Checklist 

Programme Conception 

Questions 

What are the skills gaps that you need to fill? What are the relevant organisational 
succession needs? 

What employee attraction activity have you undertaken to date? What skill pools have you 
tried to access to date? 

What level will these people operate at within the organisation? 

• entry 
• technician trainee 
• professional entry level 

Where will they come from? 

• military cross over 
• under represented group, such as women 
• cross over from other industries 

What does success look like for you in terms of this project? 

How does it fit with company values? 

When do you need the new hires fully operational by? 

What resources do you have available - where might you need additional help? 

Contact Subsea UK to learn what specific support you may be able to access 
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At least 6 months prior to formal programme 1 commencing 

Programme Design 

o Agree programme:- 

 Learning objectives 

 Evaluation mechanisms including interface with probationary review 
and appraisal 

 Interfaces within the organisation 

 Communication plan 

 Start and end date 

 Follow up programmes  

 Additional learning interventions 

 Other sources of support 

o Publicise within the organisation 

o Determine what the delegates need to know and do and by when 

o Consider who the collaborative partners could be for visits and cross support 

o Define learning outcomes - formal and on the job 

o Determine how course learning retention will assessed 

o Agree external training events and book 

o Define how competence will be assessed in the workplace 

o Agree key roles in process - Programme sponsor, senior manager, admin, 
support person, steering group, line management, supervision, buddy, 
mentor, chartership mentor  

o Agree recognition for presentation at end of programme 

o Agree focus for presentation by delegates at end of programme 

o Design workbook 

o Look for synergies with other programmes / needs e.g. graduates 
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Recruitment and Selection 

o Define job descriptions and person specification 

o Design recruitment methodology including use of psychometrics 

o Advertise 

o Shortlist 

o Interview 

o Select 

o Feedback to unsuccessful candidates 

o Invite to programme 

o Feedback to successful candidates and begin personal development planning 

 

  



 
 

 © Copyright Subsea UK 34 

Programme Coordination and Delivery 

• Content 

Subject Delivered by When 

Introduction to Subsea Internal, or external provider Prior to first week of 
Programme 

Making the most of the 
conversion programme 

Internal Week 1 

Company Background Internal Week 1 

Role specifics Internal Week 2 

Relevant Certification Training course provider Week 3 

 

Learning Outcomes 

Technically and specifically this means: 

• Completion of all company inductions 

• Visiting the company facilities and a vessel 

• Developing a clear understanding of the company’s business 

• Developing a clear understanding of their role and responsibilities 

• Learning the importance of teamwork and other critical values and 
behaviours within the relevant business 

• Learning about the Business Management System with particular emphasis 
on the relevant professional discipline areas / sections 

• Demonstrating commitment to safety and their role in delivering this 
commitment 

• Introducing the systematic approach adopted to effectively controlling safety 
critical activities e.g.  lifting operations 

• Increasing understanding of the subsea project works undertaken by the 
company 
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• Raising awareness of equipment that is regularly used offshore 

• Acquiring the Safety and Quality values of the business 

• Increase understanding of the subsea project works undertaken 

From a personal development perspective this includes: 

• Further developing presentation skills 

• Understanding themselves better 

• Recognising their transferable skills and areas for development 

• Reflecting on learning 

• Proactively accessing support 

• Leadership in a contemporary engineering context 

• Career Development & Mentorship 

• Presentation skills 

External Certification is likely to include as a minimum: 

• Offshore Medical 

• BOSIET 

• MIST 

If the role requires offshore rotation then the objectives of the initial offshore trip are likely 
to include to: 

• Understand the shift system adopted on the vessel 

• Understand the different roles and responsibilities on the vessel 

• Understand the requirement for dive plans / task plans including content and 
timing of issue 

• Observe a broad spectrum of execution of the offshore operations 

On the Job Learning 

The organisation will need to be clear about what work experiences need to be encountered 
and when to allow the new hire to make a smooth transition into the new role/organisation. 
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This plan will differ per individual taking into account proven abilities, prior learning and 
experiences and the needs of the specific role. 

3 months before 

• Agree timetable 

• Agree, support/develop, book delivery team 

• Book suitable learning venue 

• Design learning materials 

• Book visit venues and external hosts 

• Agree who will accompany the delegates on the visit (they must have knowledge of 
the roles and be able to maximise the benefit of the visit - i.e. point out the 
relevance of the kit/vessel being visited) 

• Agree a portal so that delegates can access e copies of all slides, handouts, materials 
etc 

• Ensure access to RGU Learning modules via Subsea UK  

• Book photographer (if required), senior managers and venue for award of 
certification 

• Book social event such as a dinner for first week and invite all attendees 

• Agree date and delegates for the Subsea UK transition programme 

1 Month before 

• Issue PPE 

• Double check and reconfirm  arrangements with all stakeholders 

Immediately after visits 

• Visitors to be verbally thanked and give immediate feedback on value of visit 

• Sponsor to send formal thanks 

1 week - 1 month after programme  

• Regularly ask the delegates face-to-face how they are feeling and how things are 
going for them 
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• Have first mentoring session 

• Agree objectives 

• Send out survey to evaluate success 

• Acknowledge programme contributors 

3 months after programme 

• Undertake end of probationary period reviews 

• Link into on-going appraisal 

6 months after programme 

• Have second mentoring session 

• Book follow up mentoring session for 6 months’ time and repeat 

3 months before commencing programme 2 

• Invite programme 1 graduates to host a session with group 1 to share learning, 
extend the mentoring reach and build a sustainable network 
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PERSONAL DEVELOPMENT 

Alongside the technical and safety training individuals will be required undertake to develop 
skills and knowledge, there will be a requirement to develop a range of competencies and 
skill sets which will support the deployment of their technical expertise, but also contribute 
to their own and the company’s capability e.g.  

Leading and deciding 

Leading and deciding comprises two sets of competencies. The first set of competencies is 
deciding and initiating action, which includes making decisions, taking responsibility, acting 
with confidence, acting on own initiative, taking action, and taking calculated risks. The 
second set of competencies is leading and supervising, which includes providing direction 
and coordinating action; supervising and monitoring behaviour; coaching; delegating; 
empowering staff; motivating others; developing staff; as well as identifying and recruiting 
talent.  

Support and cooperating 

Support and cooperating entails two sets of competencies. The first set, working with 
people, includes working with people, understanding others, adapting to the team, building 
team spirit, recognising and rewarding contributions, listening, consulting others, 
communicating proactively, showing tolerance and consideration, showing empathy, 
supporting others, caring for others, as well as developing and communicating self-
knowledge and insight. The second set, adhering to principles and values, refers to 
upholding ethics and values, acting with integrity, utilising diversity, as well as showing 
social and environmental responsibility.  

Interacting and presenting 

Interacting and presenting comprises three sets of competencies. First, relating and 
networking entails relating and networking, building rapport, networking, relating across 
levels, managing conflict, and using humour. Second, persuading and influencing entails 
making an impact, shaping conversations, appealing to emotions, promoting ideas, 
negotiating, gaining agreement, and dealing with political issues. Third, presenting and 
communicating information includes speaking fluently, explaining concepts and opinions, 
articulating key points of an argument, presenting and public speaking, projecting 
credibility, and responding to an audience.  
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Analysing and interpreting 

Analysing and interpreting also entails three sets of competencies. The first set is writing 
and reporting, which includes writing correctly, writing clearly and fluently, writing in an 
expressive and engaging style, and targeting communication. The first set is applying 
expertise and technology, which includes applying technical expertise, building technical 
expertise, sharing expertise, using technology resources, demonstrating physical and 
manual skills, demonstrating cross functional awareness, and demonstrating spatial 
awareness. The third set is analysing, which comprises analysing and evaluating information, 
testing assumptions and investigating, producing solutions, making judgments, and 
demonstrating systems thinking.  

Creating and conceptualising 

Creating and conceptualising comprises three sets of competencies as well. The first set, 
learning and researching, entails learning quickly, gathering information, thinking quickly, 
encouraging and supporting organisational learning, and also managing knowledge. The 
second set, creating and innovating, includes only innovating as well as seeking and 
introducing change. Finally, the third set, formulating strategies and concepts, includes 
thinking broadly, approaching work strategically, setting and developing strategy, and 
visioning.  

Organising and executing 

Organising and executing can be divided into three sets of competences. The first set is 
planning and organising, which comprises setting objectives, planning, managing time, 
managing resources, and monitoring progress. The second set is delivering results and 
meeting customer expectations, which includes focusing on customer needs and 
satisfaction, setting high standards for quality, monitoring and maintaining quality, working 
systematically, maintaining quality processes, maintaining productivity levels, and driving 
projects to results. The third set is following instructions and procedures, including 
competencies like following directions, following procedures, time keeping and attending, 
demonstrating commitment, showing awareness of safety issues, and complying with legal 
obligations.  

Adaptive and coping 

The next set of competencies, adaptive and coping, can be divided into two categories. The 
first category, adapting and coping, includes adapting and responding to change, accepting 
new ideas, adapting interpersonal style, showing cross-cultural awareness, dealing with 
ambiguity. The second category, coping with pressure and setbacks, comprises coping with 
pressure, showing emotional self-control, balancing work and personal life, maintaining a 
positive outlook, and handling criticism.  

  

http://www.psych-it.com.au/personality.asp
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Enterprising and performing 

Finally, enterprising and performing also comprises two sets of competencies. The first set, 
achieving personal work goals and objectives, entails achieving objectives, working 
energetically and enthusiastically, pursuing self-development, and demonstrating ambition. 
The second set, entrepreneurial and commercial thinking, entails monitoring markets and 
competitors, identifying business opportunities, demonstrating financial awareness, 
controlling costs, and keeping aware of organisational issues.  

Analytical Thinking – might be described in terms of a competence as the ability to 
understand problems/situations by breaking them down into their component parts and 
analysing them logically to reach conclusions. 
 
This requires being able to handle a variety of problems and situations. This also includes 
effectively handling large amounts of information and detail, distilling out key points and 
drawing practical conclusions.  It requires an understanding of the relevant organisation 
context recognising what information is critical and an ability to prioritise between what is 
urgent and what can wait.  It is this competency that ensures large quantities of data are not 
indiscriminately passed from one area to another – unless it is required – but rather clear 
conclusions or synopsis of the facts.  It also assumes the willingness and ability to 
communicate the results of the analysis and an understanding of when information should 
be shared.  It also includes learning from experience through monitoring and evaluating 
what has happened in the past. 
 
Levels: 
0 Thinks in a haphazard way 

• Is daunted by complex issues - cannot break down into component parts 
• Thinks in a muddled, illogical way 
• Fails to consider key aspects of a problem 
• Fails to go beyond the superficial 

 
1 Breaks down problems 

• Breaks problems down into their component parts 
• Analyses straightforward problems logically 
• Applies logic and common sense when analysing problems 
• Separates the wheat from the chaff 

 
2. Analyses Complicated and/or Large Volumes of Information 

• Weighs up a range of options (pros/cons) using the available data 
• Makes comparisons 
• Identifies the “if” “then” relationships 
• Considers the situation from a number of angles 
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3. Analyses Then Synthesises 
• Dissects issues to understand them and then rebuilds them to form a sound 

sustainable case 
• Evaluates whether arguments or data are complete/sound – spots 

inconsistencies and gaps which are not immediately obvious 
• Identified the key issues in data which many be inconsistent, ambiguous or 

“messy” 
• Thinks of several possible explanations for a situation 

 
Conceptual Thinking – The ability to look broadly and to see the whole process/picture and 
to see links and interdependencies, which may not be obvious. This is important because in 
some roles it will be necessary to take a “helicopter” view and identify what really has 
mileage for the company; to make unusual connections and then translate them into 
practical possibilities.  At its highest level, it is concerned with strategic thinking.  At a lower 
level it is about seeing patterns and links, which are not obvious to all. 
 
Levels 
0 Unable to spot connections 

• Spots only very obvious connections 
• Reinvents the wheel 
• Tends to treat every situation as unique 
• Looks at things individually (one by one) rather than fitting them into an overall 

framework 
 

1 Identifies basic connections 
• Recognises when a situation is similar to a previous situation and applies learning 
• Spots trends in data and situations 
• Recognises the consequence of situations 

 

2 Steps back and takes a helicopter view 
• Steps back from a situation and understands it 
• Recognises links and patterns between situation which are not obviously related 
• Maintains and overview of complicated situations rather than getting bogged down 

in detail 
• Looks behind the face value of a situation or set of facts – understands the less 

obvious implications 
 

3 Encompasses the broad view 
• Analyses complex situations/information at a strategic level 
• Tests proposals and options against overall strategic framework 
• Identifies and focuses on the few most critical decision making criteria 
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REVIEWING YOUR PROFESSIONAL DEVELOPMENT 

 
Most projects and plans start with a thorough review of the current situation: professional 
development is no exception. The review stage appears at the beginning and the end of the 
because you need to be aware of where you are before you start, and because it is 
important to check regularly where you are in order to keep going in the right direction. It is 
a critical part of the process, and deserves serious time and effort. 
 
This is the same type of thinking process that you would probably employ in preparation for 
your appraisal at work or for a job interview, i.e. considering your strengths, your 
weaknesses and any future opportunities or threats. 
 
Reflective learning 
The most important aspect of reviewing your learning is thinking about what you have 
learned. This reflection on what happened, what you understood from the experience, the 
new knowledge and skills you have gained, and how these will contribute to your improved 
future performance, is where we gain real benefit from our learning experiences. Only once 
we have gone through this process is the information in a form that we can readily store 
away (both in our minds and our records), and that we can recall for future use. 
 
Even if you are not planning a ‘formal’ review just yet, taking regular time out to reflect on 
your learning is important. Reflection will help you formulate your experiences in such a 
way that they can be recorded easily; and it important that this is done regularly, so that 
you don’t forget the details. Once recorded, you may keep your notes for a more formal 
review. 
 
Frequency of review 
Obviously you will need to do a thorough review of your current position before you can 
possibly begin to plan to make changes. Equally, once you have started, your development 
must be reviewed regularly. This will: 

• Demonstrate achievements against your original targets 
• Ensure you are still progressing in the right direction 
• Allow you to focus and define your learning for the next period  
• Give you an opportunity to review your long-term goals, taking account of any 

changes in your circumstances 
It is at these times that you should re-evaluate your targets and make any necessary 
modifications to your plans. 
 
You may find it useful to carry out some sort of review every month to see whether you 
have met your short-term objectives and are on course for the longer-term ones so that any 
corrective actions can be considered. One year should be considered the maximum period 
for an in-depth review. Much will depend on the rapidity with which your work and 
responsibilities are changing, and the range of competences you are developing at any one 
time. 
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• Short-term plan - review the individual targets that you set, and remove them or 
transfer them onto your next plan as appropriate. Add new goals from your 
appraisals or medium-term plan, to build your targets for the next period. This 
review should be regular - say every 2 - 6 months.  

• Medium-term plan - review progress against medium-term goals. These goals may 
be broken down into sections, and it may be possible to tick off some of these. 
Amend your plan to include any new ideas that may have arisen. This plan should be 
reviewed at least every year.  

• Long-term plan -check that this plan is still realistic, and add/remove/change any 
items as necessary. It is likely that this plan won’t change dramatically, but should 
still be reviewed annually.  

 
Appraisal 
It is convenient to plan for a review to coincide with formal (annual or half-yearly) 
appraisals. This not only meets your employer’s planning cycle, but allow you to be fully 
prepared to derive value from the exercise, to take on board any suggestions for change and 
to incorporate these rapidly into your plans. 
 
Shelf life of learning/evidence 
If you are working towards professional registration, or other competence-based 
qualifications, you will need to set regular dates to review your portfolio of evidence. Your 
competence, and the evidence that proves it, only has a limited life. It follows that you will 
need to keep ensuring that your portfolio is up-to-date. 
 
Tracking progress 
Look back at your Development Action Plan, or your last appraisal, and see how many of the 
targets you have achieved. If you have completed a task fully, then remove it from your 
plan. (You may like to keep a note of it, though - perhaps in a ‘completed development’ log - 
so that you can look back and see your progress over time.) If you have only partly 
completed a task, you might like to update your plan with a re-phrased goal to reflect the 
parts still to be done. 
 
If you are failing to achieve your goals, ask yourself why? Is it because your goals were too 
big, or unrealistic? Or have other circumstances taken over? If this is the case, re-evaluate 
and reset your goals in such a way that you will be able to achieve them over the next 
period. 
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Evaluating your approach 
Consider how you have reached your achievements. Did you take a planned approach or 
was it more opportunistic? Has your approach helped or hindered the achievement of your 
goals? It may be that you need to change the way you tackle your professional development 
in order to achieve more, or to meet particular targets. 
 
Sources of help 
Your manager or mentor will be ideally placed to help you review. This is particularly so if 
you are using your work appraisal to set your targets. However, if you are adopting a more 
informal or personal approach, you might like to talk to your colleagues for their feedback 
on how you are improving (or with ideas for the future).  
 
Sharing learning 
Learning is a very individual thing. This is demonstrated by the fact that different people will 
gain widely differing things from the same learning event. This is fine when we are aiming to 
improve our personal competence, and it will contribute to intellectual ‘wealth’ of our 
organisation. 
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TEAM LEADERSHIP / SUPERVISION and MENTORING 

The relationship between first line manager (called a multitude of things including 
supervisor and also team leader) and team member is a critical one.  It is particularly 
important at the point of making hiring decisions and during the induction / orientation 
phase. 

The CIPD’s response to the question “Why do people leave organisations?” 

Employees resign for many different reasons. Sometimes it is the attraction of a new job or 
the prospect of a period outside the workforce that 'pulls' them. On other occasions they 
are 'pushed' (as a result of dissatisfaction in their present jobs, possibly because of a lack of 
training, development and career opportunities) to seek alternative employment. The move 
might also be prompted by a combination of both ‘pull’ and ‘push’ factors. 

A poor relationship with a line manager, leading to disengagement, can often be a ‘push’ 
factor behind an individual’s decision to leave the organisation 

www.cipd.co.uk/hr-resources/factsheets/employee-turnover-retention.aspx#link_2 

Effective Team Leadership encompasses an understanding the following key elements: 

The role of team leader as distinct from other key business roles 

Planning and organising the work of the team 

Managing performance 

Team dynamics / Getting the best from individuals and the team 

Communicating for impact 

Effective Team Leadership encompasses an ability to do the following: 

• Communicate how the role fits into the organisation 
• Transition effectively from team member to team leader 
• Translate, set and agree key result areas. Develop team objectives 
• Plan and organise 
• Prioritise activities and tasks 
• Gain commitment and engage team members 
• Set objectives, standards and targets  
• Monitor performance 
• Deal with difficulties 
• Structure 1-1 reviews/appraisals 
• Leading people to achieve 
• Motivating for results 
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• Creating a conductive team environment 
• Coaching and developing the team 

• Informing, consulting and making decisions to deliver results 
• Giving, receiving and responding to feedback 
• Team briefing – formal and informal 
• Influencing others 

The CMI have developed a Level 3 Award in First Line Management 

The programme consists of a choice of units. To achieve the Level 3 Award in First Line 
Management, individuals need to complete any combination of the following units to a 
minimum of 6 credits. 

What the units cover... 

Unit Title Credit Value 

Personal development as a first line manager 6 

Resource planning 6 

Meeting stakeholder needs 6 

Managing and communicating information 6 

Developing individuals and teams 6 

Recruitment and selection 6 

Maintaining quality standards 6 

Improving team performance 7 

Management communication 6 

Being a leader 6 

Introduction to first line management 6 

Corporate social responsibility 6 
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Mentoring 

The is a general acceptance that most people achieve better levels of professional success if 
they have the guidance and help of a mentor; someone with whom they can discuss their 
career plans, evaluate options and achievements, and work through issues. 

A mentor can be described as 'a suitably experienced person’, who is willing and able to act 
as a confidential helper and guide to another, to stimulate professional development and 
make it more effective. 

Mentoring is widespread and mentors are now regarded as one of the most valuable 
contributors to organisational and workforce development.  Supporting mentors and 
developing their ability and confidence to effectively mentor others is therefore crucial. 

A mentor can help the mentee assess his or her needs and establish a development plan. 
Regular review meetings can then be arranged to consider progress and propose changes to 
the plan. The mere prospect of a forthcoming meeting helps the individual to focus on 
achieving targets.  

Benefits of mentoring 

Mentees have found consistently that mentoring has: 

• Enhanced their training and career development 
• Significantly influenced their attitudes and professional outlook 
• Guided them round major procedural obstacles and pitfalls 
• Improved their results by challenging their assumptions 

For mentors: 

• Satisfaction from helping others and seeing them progress 
• Deeper and broader knowledge of their own and other organisations 
• Opportunity to practise and develop management skills 
• Job enrichment and the chance to build wider networks 
• Increased self-confidence and higher visibility within the company 

To the Organisation: 

• Retention of quality staff 
• Enhanced transfer of skills 
• Gains in productivity and the performance of individuals 
• Increased on-job learning that reduces off-job training costs 
• Better communication, commitment and motivation 
• A cost-effective method to enhance staff development 
• A stabilising factor in times of change 
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4. DEVELOPING YOUR PEOPLE AND ORGANISATION 

• Building Portfolios 
• Learning Materials 
• Training Organisations and Bodies 
• Modern Apprenticeships 

 
BUILDING PORTFOLIOS – Guidance for Employees 
 
We are always telling people what we can do. In dealings with our colleagues, in job 
applications and during everyday conversations we quantify our skills, knowledge and 
experience to reassure those around us. We also use it as a way of expressing who we are. 
Never is this more critical than when we are at work, where it is vital to gain the respect and 
trust of our peers, management and clients. 
 
Sadly it is no longer enough to just say that you are able to do a job. More and more 
employers and customers are asking for proof of our abilities. When changing employer we 
are increasingly asked to complete psychometric tests and practical exercises as a measure 
of our skills. But the current trend is to seek ‘real’ evidence of competence. This is 
particularly applicable to people who move roles within their organisation, or for young 
professionals moving up the career ladder; but whatever your circumstances you may well 
find yourself needing to work with competences at some point in the future. 
 
Whether your introduction to the world of competences comes from your employer, or 
through an individual desire, you will need to prepare and maintain a portfolio of evidence.  
 
Whether you are working towards professional recognition through your institution, trying 
to follow a company scheme, or acting as a consultant tasked with providing evidence of 
competence for clients, creating a portfolio of evidence can be approached in the same way. 
 

• Identifying evidence  
• Collecting and storing evidence  
• Core evidence  
• Shelf life  
• Housekeeping 
• Validation  
• Confidentiality  
• Selecting and presenting evidence  
• Creating your index  
• Using a cross-referencing system or matrix 

http://www.pd-how2.org/4_2.htm#IE
http://www.pd-how2.org/4_2.htm#CASE
http://www.pd-how2.org/4_2.htm#CE
http://www.pd-how2.org/4_2.htm#SL
http://www.pd-how2.org/4_2.htm#H
http://www.pd-how2.org/4_2.htm#V
http://www.pd-how2.org/4_2.htm#C
http://www.pd-how2.org/4_2.htm#SAPE
http://www.pd-how2.org/4_2.htm#CYI
http://www.pd-how2.org/4_2.htm#UACRSOM
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1.     Identifying evidence 

When searching for evidence, ask yourself "What could I show someone to convince them 
that I am able to do this task?" Put yourself in an assessor’s shoes and consider what it 
would take to convince you under the same circumstances. 
 
If you are undertaking a formal training course, or academic studies, your achievements in 
these will give demonstrable proof of attainment. However, in many instances you will be 
improving your performance in your daily work with no externally provided proof or 
assessment of your activities and achievements. In those circumstances you should try to 
identify and keep evidence of work completed satisfactorily that is a testimony to your skills. 
 
Evidence may take many different forms, including: 

• Business/project plans  
• Proposals or reviews  
• Presentations to clients or at conferences  
• Specifications  
• Designs  
• Programmes  
• Internal memos  
• Letters, reports  
• Minutes of meetings (which demonstrate your contribution)  
• Employer assessments for pay and /or promotion reviews  
• Testaments from others witnessing your attainments  

 
Whatever form your evidence takes, consider how it can be verified as your own work. 
Obviously for documentation (such as reports or papers) written under your own name this 
is not necessary. However, for items where the author is not obvious, you should try to 
obtain a verifying signature from an appropriate person, to confirm that it is an accurate 
record of the activity and that it is your work. Often this will be your line manager, 
supervisor or project leader. The signature could be on the document/item itself or, if that is 
not appropriate, you could use an Evidence Summary Record or your company’s equivalent.  
Where you are using evidence which is from a joint project, you might like to detail which 
parts of the work were your responsibility and what specific actions you took. 
 
There may also be times when your evidence includes an un-assessable, individual 
experience such as a conversation. It is in this situation that discussion with your Manager 
or Mentor will help you analyse what you have gained from the experience and they may 
then be able to testify to your experience. 
 
Finally, when considering what constitutes evidence for a particular competence, pay close 
attention to the level at which you perform. This is particularly important when you are 
trying to demonstrate a mature and professional approach. Many tasks can be performed at 
more than one level. For example, you might be able to perform tests on a piece of 
equipment as a trainee (whilst being supervised) or as an expert (being more able to assess 
the results and have an understanding of which tests are required for particular equipment.) 
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Clearly these are very different levels of competence, and your evidence should reflect the 
level at which you are working. 
 
2.  Collecting and storing evidence 
In many cases evidence will be paper-based and can be stored in a folder. As your collection 
grows it will be important to keep a record of what you hold and where it is located in your 
folder. Split your evidence into logical sections, such as competence or functional areas, and 
keep an overall index. You may also like to use a cross-referencing grid or matrix that will 
help you relate particular pieces of evidence to the appropriate competences. These can 
then be used as a quick reference guide, to help you review or, should you wish, to extract a 
particular piece of evidence from your folder. 
 
Gathering evidence may not be easy to start with, as you will need to get used to spotting 
possible sources. Also, you will probably have a ‘backlog’ of competences for which to 
gather evidence, which might be a little daunting at first. However, as you get used to the 
concept of evidence (and competences in general) you will find yourself thinking in terms of 
the results of your work as being evidence, and it will soon become second nature. Once 
you have located evidence for all the achieved competence areas, you need only maintain 
your portfolio through regular housekeeping, and adding pieces as you acquire new 
competences or improve upon your past achievements. 
 
When you first start your folder, you may like to insert a copy of your current c.v. and it 
might also be useful to include your competence framework, copies of company appraisals 
or any assessments you have done. It is also a good idea to have a list of your assessors 
somewhere in your portfolio: you can then refer back to this, particularly if you move job or 
company, should you ever need to contact them. 
 
It is not necessary to store all evidence within the portfolio. Small items of evidence such as 
photographs, witness statements, certificates and short notes can easily be stored in a 
binder. However, larger pieces of evidence (such as project reports, presentations, 
produced items, etc.) and also items of a confidential nature, cannot be removed from the 
workplace. Their whereabouts can be noted in the index, and a summary of their contents 
(or a general description of the item) placed in the portfolio. In such cases your manager or 
assessor may sign the index or description, as it is not possible for them to sign the item 
itself. 
 
Your learning record should be a working document. In some cases, you will be the only 
person who sees or uses it, particularly if you are setting your own targets and assessing 
your own progress. However, you should bear in mind that, on occasions, you may be called 
upon to provide proof of your competence or a summary of your development. For 
example, at a job interview or performance review, or working towards professional 
recognition. Accumulating evidence of what you have done and how you did it is the means 
of demonstrating competence, to yourself or someone else. 
 
If you are undertaking formal training or academic studies, your achievements in these will 
give demonstrable proof. But in many instances you will be improving your performance in 
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your daily work with no externally provided proof of your activities and achievements. So try 
to identify and keep evidence of work completed satisfactorily that you can later produce. 
 
Evidence may take different forms including business/project plans, internal memos, letters, 
reports, minutes of meetings, employer assessments for pay and/or promotion reviews, 
etc., and also testimonies from others witnessing your attainments. 
 
At the same time, do be careful to take sensible steps to avoid breaching any copyright or 
contravening any security and commercial confidences. 
 
3.  Core evidence 
Your portfolio should contain some key document such as your CV, current job description 
and person specification and your Development Action Plan You may also want to keep 
copies of key certificates such as your main academic qualification(s).  Most of these 
documents will need to be updated periodically, so remember to date them. 
 
4.  Shelf life 
Evidence only stays 'fresh' for a certain amount of time. This is for two reasons: 

1. Although you have the proven ability to perform a particular task at a specified point 
in the past, we all forget knowledge, and lose our abilities and skills, with time. 
Therefore, evidence that we were competent to do something in the past, is not 
evidence that we can do it now.  

2. As time goes by our abilities change, not just in respect of knowledge and skills, but 
also in attitude and the manner in which we perform tasks. Usually this path is one 
of increasing ability and responsibility, therefore you may need to keep updating 
your evidence as it increases in quality. For example, your first ever written report 
may have been perfectly adequate to prove your ability to write a report: however, 
as time goes by and your skill increases, you will want to give a better example, 
showing how accomplished you are now.  

 
There are various ideas on how long evidence life span is, but different time-scales will apply 
to different types of evidence and under different circumstances. For example, the ability to 
communicate effectively (either verbally, in written form or giving presentations) will stay 
with you for some considerable time, and probably won’t need updating very often. 
However, if you were to claim competence in creating web sites or some other field of I.T., it 
is unlikely that, without updating yourself on the latest tools and techniques, you could still 
claim to be competent two years later. 
 
In general terms a period of two years is often quoted, but you will need to use your 
judgement on this. In any case, for most of your role you will be performing tasks that are 
repeated regularly: not only will this provide a ready source of renewed evidence, it will also 
reflect your ever-increasing level of proficiency. 
 
5. Housekeeping 
Obviously, if evidence has to be refreshed regularly you will need to undertake regular 
housekeeping to examine your portfolio and, where appropriate, replace outdated items 
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with fresh examples. This will require some effort as you will need to update your cross-
referencing and indexing systems too, but is a necessary part of ensuring the portfolio is 
kept current and thereby retains its value. 
 
6.  Validation 
It is important that your evidence ‘carries weight’. To do this it not only needs to be 
sufficient and appropriate, but it also needs to have a ‘stamp of authority’. Having your 
evidence signed off as a true and accurate record of your ability and achievements, 
preferably by someone who is seen as having the status to judge this, is a vital part of 
preparing your portfolio. Make sure you always keep a list of the people who have signed 
off evidence for you, with contact details and job titles where possible. 
 
7.  Confidentiality 
For some people, such as those working in secure environments, gathering evidence can be 
difficult. No institution or employer will expect you to breach security in order to provide 
evidence. In most cases where it is necessary to inspect evidence arrangements will be 
made to ensure that security is not compromised. You should consult with your own 
institution if you suspect that this applies in your case. 
In instances where it would be unwise to keep evidence of specific projects in your folder, 
you may still add the item to your Index, making a note of what the item is, where it may be 
found and which competence it refers to. Where evidence cannot be placed in the folder 
you may use a summary sheet or note to summarise your competence: your 
Manager/Mentor can then sign this off. This will apply equally well to items that are large, 
or difficult to handle and store (such as actual pieces of completed work). 
 
8.  Selecting and presenting evidence 
Your portfolio will be a working document and, while you are compiling it, the folder will be 
seen mainly by yourself, so appearance is not initially important. However, if you find 
yourself needing to show your portfolio to someone else you will need to ensure that: 

• Only relevant, up-to-date information has been included 
• All evidence is clearly indexed 
• Evidence can be located without delay 
• The overall appearance of the folder is professional and well organised, with no 

loose sheets of paper 
 
In order that you don’t get caught out by a sudden need to show your portfolio, it is 
advisable to carry out regular housekeeping exercises.  During these you can ensure that 
each piece of evidence is still relevant and easily accessible. 
 
9.  Creating your index 
It is important that your records are indexed. This will allow you to arrange your records in a 
logical way, to quickly access information when you need to, and will help you when 
keeping your records up-to-date. Initially you may find it easy just to keep a simple list of the 
items you have, and may-be organise them into sections according to subject. However, as 
time passes and you have larger or more detailed records you may find you need to develop 
a more complex indexing system. 
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10.  Using a cross-referencing system or matrix 
To make tracking of the evidence you have stored easier, a cross-referencing system may be 
used. The principle is to be able to determine quickly which pieces of evidence relate to 
which competences, thus helping you establish which you have met, and which still demand 
further items of evidence. 
 
When compiling a portfolio, some people like to file their evidence according to the 
competence it relates to. However, as one piece of evidence may go towards satisfying the 
criteria for more than one competence statement, it is not always possible to do this. You 
may therefore need a matrix, detailing each piece of evidence, which will be in addition to, 
and separate from, your index. You will then be able to use either route to search/review 
your evidence, depending on your needs. 
 
There are many ways in which matrices can be tackled and you should devise a system that 
meets your own requirement.  
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Learning Materials 
Subsea UK’s Online RGU Modules require between 40 and 60 hours study time over the 
eight week access period of the programme.  They are: 
 
Module 1: Introduction to the Oil and Gas Industry 

• Formation of oil and gas 
• Exploration and worldwide distribution 
• Legislation 
• Commercial extraction and processing 
• Transportation and downstream 

 
Module 2:  Introduction to Oil and Gas Engineering 

• Subsurface 
• Wells 
• Facilities 
• Operational Aspects 

 
Module 3: Introduction to the Subsea Industry 

• Overview of the industry 
• Subsea development outline 
• Future Developments in the subsea industry 

 
Module 4: Introduction to Subsea Engineering 

• Completions 
• Subsea control system 
• Flow assurance 
• Pipeline fundamentals 
• Umbilicals 
• Riser and Topside interface 
• Current and developing subsea technology 
• Equipment installation 

 
Industry experts have reviewed the content of the modules and this has been updated as 
required to match current industry practice.   
 
The interactive quality and the assessment functionality are being upgraded by RGU.   
 
Subsea UK has provided industry expertise to review the Petroleum Open Learning (POL) 
Units developed by OPITO Level 3 City and Guilds Certificate in Subsea Technology 
The series consists of 4 modules, as detailed below; 

•  Subsea Equipment & Tools 
•  Material Technologies, Subsea Systems & Flow Assurance 
•  ROV Systems 
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•  Subsea Controls 
These stand-alone modules will enable an individual to select those learning materials that 
suit his or her own particular requirements. Modules can be studied at the candidate’s own 
pace and can be studied in any order, but the recommended order is as numbered. The 
study time needed will vary from one module to another, and from one individual to 
another. It is likely to be in the range 40 – 60 hours for each module. 

Each module will consist of one Workbook, and a “Guide to Open Learning”. 

No commitment to enrolling for the complete Subsea Technology Series is required at any 
time although each candidate must register for each module. Modules are non-
transferrable and can only be assigned to one candidate. 

Each module (detailed above) may be assessed by examination and an individual certificate 
endorsed by City and Guilds awarded to successful candidates 

Each exam which is passed successfully will contribute to one Certificate of Unit Credit 
towards The Certificate in Subsea Technology. The Certificate will be awarded after all 4 
Certificates of Unit Credit have been accumulated. 

www.petroleumopenlearning.com 

Society of Underwater Technology  
Subsea Awareness Course 5 days 
 
Training Providers, Organisations and Bodies 
FE Colleges – Aberdeen; Banff and Buchan 
OPITO 
ECITB 
Robert Gordon University  
For more information, please visit www.subseauk.com/3369/skills 
 
Aberdeen University: Subsea Engineering Postgraduate Syllabus 

The courses are completely modular in structure and have been carefully developed to 
articulate to each other to provide a variety of levels of provision, suiting the needs of the 
participants. A choice of exit levels is provided to suit the needs of the participants thus 
leading to the award of a postgraduate Certificate, Diploma or MSc qualification. Each level 
is a necessary requirement for entry to the next one. 
 
Part-time students complete up to 2 modules per half session. 
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Subsea Systems and Networks - To provide an overview of subsea development in an 
industry context, including details of the main subsea components and engineering design 
principles of subsea networks for all typical water depths, interfaces with other related 
activities, including drilling and completion, as well as business and legislative models that 
impinge on subsea systems design. 
Flow Assurance - To review the processes and problems associated with the flow of 
hydrocarbon product through subsea systems, with a particular emphasis on fundamentals 
of system modelling and design. 
Subsea Controls - Studying subsea control systems including: Subsea control systems, 
umbilicals and control lines, power management, subsea electrical submersible pumping 
(ESP) and compression, as well as pre-commissioning and condition monitoring. 
Pipelines and Soil Mechanics - Fundamentals of pipeline system design, including 
hydrodynamic loading and interaction with seabed materials. This will include design for 
insulation pressure, stability and buckling, including installation techniques. 
Risers and Moorings - Fundamentals of riser and mooring system design including 
hydrodynamic response, displacement and load and fatigue analysis. 
Subsea Operations and Integrity - Focus on materials design, defects, corrosion and stress 
failures, together with design standards implications for testing and acceptance, reliability 
assessment, fault finding and problem solving. 
Subsea Construction, Inspection and Maintenance - Attention towards subsea installation 
methodologies and planning, including vessel types, detailed load analysis, inspection and 
survey techniques design and installation planning. 
Subsea Safety and Reliability Management - Considers natural and man-made hazards, 
measures of safety and reliability, accident and failure statistics, societal risks, technical 
versus human reliability, safety management systems, and risk assessment. 
Individual Projects - Individual projects will be undertaken to deal with one of a range of 
subsea engineering problems 
 
Assessment 
The modules are assessed by a combination of coursework and written examination. The 
distance learning coursework is submitted to the course tutor through the web-site and 
marks and comments will be sent back, also via the web. Each module has a timetable which 
details when the coursework is due and when the exam is scheduled to take place. 
Arrangements can be made for examinations to be taken at a convenient place. Distance 
learning students near to Aberdeen are able to take their examinations at the University. 

Modern Apprenticeships: 

• Offer those aged over 16 paid employment combined with the opportunity to train 
for jobs at craft, technician and management level.   

• Are developed by Sector Skills Councils (SSCs) who consult with employers and key 
partners in their sector to produce a training programme, which meets the needs of 
employers. 

• Are available to employees aged 16 or over. Employees need to demonstrate to their 
employer that they have the potential to complete the programme. 

http://www.emagister.co.uk/engineering_courses-et432.htm
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In Scotland, there are more than 70 different Modern Apprenticeship Frameworks and they 
are all designed to deliver a training package around a minimum standard of competence 
defined by employers through SSCs. They all contain the same 3 basic criteria: 

• relevant S/NVQ (or alternative competency based qualifications)  
• Core Skills  
• Industry specific training  

To ensure a Modern Apprenticeship programme is implemented successfully requires many 
organisations and individuals: 

Awarding Bodies A significant proportion of the Modern Apprenticeship is based on the 
assessment of the apprentice against S/NVQs or S/NVQ units. These qualifications are 
accredited by the SQA Accreditation and the Office of the Qualifications and Examinations 
Regulator (Ofquals) and are offered by Awarding Bodies.  It is the respons   the 
Awarding Bodies to ensure that centres are approved, that assessors and verifiers are 
suitably qualified, trained and monitored, and that all of the assessment criteria of the 
S/NVQs and S/NVQ units are fully met.  

Employers: responsibilities include:  
• Paying all Modern Apprentices in accordance with company policy and in line with 

current legislation  
• Agreeing roles and responsibilities for on the job training  
• Agreeing where off the job training will be required and define roles and 

responsibilities for this with  relevant parties  
• Highlighting opportunities for the Modern Apprentice to demonstrate competence  
• Meeting with Trainers, Assessors, Verifiers and the Modern Apprentices to review 

progress  
• Witnessing candidate performance and verifying evidence  
• Releasing Modern Apprentices for college/off-the-job training in line with training 

plan  
• Ensuring the experience, facilities and training necessary to achieve the outcomes of 

the training plan 
• Supporting and encouraging Modern Apprentices and rewarding achievement  
• Taking responsibility for the Health & Safety of Modern Apprentices 

Modern Apprentices Modern Apprenticeship Group (MAG) is an independent group drawn 
from key stakeholders involved in the management and delivery of the Modern 
Apprenticeship programme in Scotland.  M AG is responsible for:  

• Approval and re-approval of MA Frameworks 
• De-approval of MA Frameworks  
• Overseeing the generic marketing thrust of the MA programme in Scotland  
• Encouraging best practice across MA Frameworks and sectors  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Sector Skills Councils (SSCs) are responsible for developing Modern Apprenticeship 
Frameworks and are required to work with employers in their sectors to ensure that all 
Frameworks meet the needs of employers in their sectors. 

Skills Development Scotland may give funding support for eligible organisations but only 
for approved MA Frameworks 

Training Providers The role of the training provider is important to the success of the 
Modern Apprenticeship. A training provider can be a further education college, a private or 
voluntary training company or in some cases the employer themselves or employer 
partnerships. 

• Training Providers are responsible for: 
• Confirming an appropriate MA programme for candidates  
• Agreeing the training needs of the candidates  
• Agreeing roles and responsibilities for on the job training  
• Agreeing where off the job training will be required and defining roles and 

responsibilities for this with relevant parties  
• Ensuring trainee/candidate has access to the best quality training opportunities 

available  
• Ensuring that the Modern Apprentices and employers fully understand the principles 

and processes of competence-based assessment Registering of MA candidates with 
the relevant SSC (and Skills Development Scotland if appropriate).  

• Compiling and agreeing assessment schedules/assessment plans Judging 
performance evidence  

• Completing assessment records  
• Reviewing candidates progress at regular intervals  
• Submitting records and evidence for moderation  
• Advising the Modern Apprentice who to approach for support, advice, 

encouragement and in case of complaint  

Careers Scotland provides advice and guidance to individuals on the range of Modern 
Apprenticeships and training providers available. Individuals are signposted to opportunity 
providers who offer training in the vocational areas of interest. Responsibilities include:  

• Supporting the Modern Apprentice with ongoing Career Planning advice  
• Signposting candidates to suitable vacancies  
• Promoting the Modern Apprenticeship route on Career Scotland branded 

website  
• Facilitating recruitment events that bring together jobseekers and opportunity 

providers 

Role of the Modern Apprentice: Modern Apprentices have the same responsibilities to their 
employer as any other employee in addition to their commitments to their training 
programme which include:  
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• Observing the company’s terms and conditions of employment  
• Agreeing a training/development plan with all parties involved  
• Undertaking development in line with agreed training plan  
• Attending meetings with trainers, assessors and verifiers as required  
• Attending college/off-the-job training where required  
• Providing evidence of competence  
• Developing a collection of evidence (portfolio) and retain ownership of this 

throughout  
• Behaving in a professional manner throughout 
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