PARTICIPANT GUIDANCE NOTE
When your team has signed up to DevelopMyTeam and your team’s administrator has loaded in the
team’s details you will automatically receive an email (FIGURE 1) containing a link to the self assessment
and the appropriate password.
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Please note if your team is participating in two types of survey (team and individual) you will receive 2
links in the email and need to click on them separately to complete both assessments. The
password will be the same for both and is contained within your welcome email.

When you click on the link in the email a sign in screen will appear as per FIGURE 2.
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Enter your password press submit and you will be taken directly to your assessment which looks like
FIGURE 3.
FIGURE 3

You will be presented with a number of areas that together form a procurement capability framework for
teams and / or individuals.
For each area there are 4 statement sets numbered 1 to 4. Read these statements and register your
view of your teams (Team Assessment) or your own (Individual Assessment) level of capability.
To do this simply click the level you would like to select and it will highlight. Select a level for each
subcategory until you have completed all sections (in the FIGURE 3 example here you can see there are
6 sections) and then press Finish.
If you have inadvertently omitted a capability area you will receive an error message and the section that
contains the missed area will be highlighted in the section bar at the bottom of the page.

Once you have completed all sections and submitted you will be presented with a summary of your
answers (see FIGURE 4). If you are happy with this summary click Confirm and your submission will be
complete.

FIGURE 4

ASSESSMENT GUIDANCE
In some categories there will be more than one element contained within the statement sets. To assess
yourself / your team at a certain level all elements up to and including that level should be reflective of you
/ your teams proven capability. So if you score a 3 you should be confident that you could evidence
competency in all elements of the statements in 1,2 and 3.
360 FEEDBACK
For the Individual assessment there is a 360-feedback feature by which your line manager will also carry
out an assessment of your skill level.
For an example of the format of the personal report take a look in the sample report section on our
website www.developmyteam.com
If you are a line manager when you enter the assessment as per the guidance above you will see a link to
your own assessment and links to each of your direct reports assessments. You will need to complete all
assessments.

PERSONAL REPORT
On the survey end date noted on your welcome email, our platform will run personal reports overnight
and you will receive an email with your report on as per FIGURE 5.
The report is a one-page overview that shows how you and your line manager assessed your capabilities
against the needs of your role.
Simply click on the pdf file and review your results.
It is a straightforward summary, which will provide a solid starting point for great development
conversations. We believe it is important to have an initial review of the results with your line manager as
soon as possible after you receive the report.
Should your organisation choose not to include the 360 feedback element the report will show your view
only.

Good luck in developing your skills.
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