[image: ] 
[image: ]                                                                                                                                                                                                       

[bookmark: _top][image: ]Leadership and Management 
Induction Guide

34



36

[bookmark: _Table_of_contents][bookmark: _Table_of_contents_1][bookmark: _Table_of_contents_2][bookmark: _Toc516400875][bookmark: _Toc520188912]Table of contents
Table of contents	2
Welcome!	4
How to use this guide	4
Your first 100 days	5
Introduction	5
Start early	6
Orientate yourself	6
Listen and understand	6
Plan, deliver and review	6
Manage yourself	7
Tools to support early planning	8
PEST Analysis	8
SWOT Analysis	8
Critical Success Factors (CSFs)	8
Business Planning	9
The University, its structure and governance	10
Introduction	10
What is Lancaster University?	11
What is the structure of the University?	11
What is the role of Council?	11
What is the role of Senate?	11
University planning, data and analytics	12
Introduction	12
The Planning Process	13
Planning submissions	13
Management Information	13
Useful External Links	14
Developing you as a leader	15
Introduction	15
Mandatory training and skills development	16
Your continuing professional development	16
Formal development	16
Informal development	16
Expectations of you as a University leader	17
Planning your development	17
Reflecting on your development	17
Resourcing your team	18
Introduction	18
Recruitment	19
Recruitment Policies	19
Apprenticeships	19
New Employee Induction	20
Resignation and Retirement	21
Resignation	21
Retirement	21
Notice Periods	21
Managing your team’s performance	22
Introduction	22
Performance and development reviews	23
PDR guidance	23
High quality performance and development conversations	23
When performance falls below expectations	24
Features of an effective conversation	24
Using the capability procedure	24
PDR key dates	24

Developing and engaging your team	25
Introduction	25
Identifying training and development needs	26
Formal development	26
On-the-job development	26
Engaging employees	27
Having coaching conversations	27
Managing different levels of performance	28
Your legal responsibilities	29
Introduction	29
Regulatory Frameworks	30
General Data Protection Regulation (GDPR)	30
GDPR Representatives	30
The Freedom of Information Act 2000 (FOI)	30
Prevent Duty	31
Health and Safety at Work Act 1974 (HSWA)	32
Employment Law	32
Key people management policies	33
Introduction	33
Flexible working	34
Maternity Leave Policy and Procedure	34
Shared Parental Leave	34
Paternity Leave	34
Managing sickness absence	34
Disciplinary Procedure	34
Capability Procedure	34
Grievance Procedure	34
Probation Guidelines	35
Redundancy Policy	35
Redeployment Policy	35
Diversity and inclusion	35

Health and safety	36
Occupational Health	36
Employee Assistance Programme (EAP)	36
Management information systems	37
Introduction	37
Human Resources	38
Core MyHR	38
Finance	38
Agresso	38
Staff and Student Expenses	38
Online Store	38
Online Payments	39
Financial Reporting	39
Procurement & Travel	39
Frequently asked questions	40
Introduction	40
I have a member of staff on a fixed term contract which is ending, what do I need to do?	41
A member of staff has submitted a request for flexible working or flexible retirement, how do I deal with this?	41
A member of staff has advised me that she is pregnant, what do I do?	41
Where can I find information on employing non-UK nationals?	41
I have a new member of staff, where can I find information on managing their probation period?	41
A member of staff is absent due to sickness, what should I do?	42
Where can I find information about support for students?	42
How do I calculate annual leave for a member of staff?	42
How do I learn more about the University’s financial reward and recognition schemes?	42


Welcome! 
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This Guide has been developed to support senior academic and professional services leaders and managers to feel effective in their role and to feel supported, with appropriate signposts for further information and support.  

The Guide is intended to do two things:

· support your early orientation into role, whether you’re an internal or external appointee, in order to ensure your smooth integration into role; and
· to act as a key point of reference not just early in your term, but also beyond.

The Guide is not intended to replace or replicate existing induction processes or guides, but brings relevant information into the same area, as well as complementing and supplementing it.  

You should use this guide alongside other interventions and materials that support your integration into your role.

The Guide will be updated periodically, and your feedback on its value, and your ideas on content are welcomed.  Please get in touch with your HR Contact to provide feedback.
[image: \\lancs\homes\50\tylerh\My Documents\My Pictures\untitled.png]
[image: ]
















RELATED RESOURCES
Information for New Starters




Managers Guide to New Starters




[image: ]QUICK LINK HR Contact


[bookmark: _Your_first_100][bookmark: _Your_first_100_1][bookmark: _Toc520188915]Your first 100 days








[bookmark: _Introduction][bookmark: _Toc520188916]Introduction

Planning the first period in your new role will help you to establish yourself in the role efficiently and effectively.  It will also accelerate your learning and orientation to the University, and help you to feel more control over your first priorities and to confirm where your focus and attention needs to be.

Planning, by nature, is an investment and one that should yield returns when done effectively.  It is recommended that you take the time to create a clear plan for yourself.

Whether or not to communicate your plan to others is up to you, but you may want to share parts of your plan with your line manager, your team and other colleagues. 

The following section gives some guidance on how you might approach your planning, and also recommends things that you should do. This is not an exhaustive checklist of activities, but is there to help you.
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You don’t have to wait until you first day.  Your planning can begin before you even take up your new role.  Opportunities might include making contact with your new line manager, coming to visit the University or doing some background reading.

If you are succeeding somebody into the role and have an opportunity to spend time with them, take it
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Get to know the University, it’s strategy, culture and values.  Walk around the University and observe how it feels and functions.

[bookmark: _Toc520188919]Listen and understand

You will have a lot to learn in the first few months and one of the best ways to learn is to talk with people to understand their perspectives, priorities and issues, and also their expectations of you. Deciding who your key stakeholders are should be a priority.  


Engage with others and take the time to establish new relationships

People will need to feel comfortable enough to be open with you, so try to be aware of any cultural sensitivities and avoid drawing any hasty conclusions. 

Listen, understand and build trust


Spend time with your line manager, your team (collectively and individually), your peers and any other key stakeholders that are suggested to you.  Of course this may also include people who are external to the University.

As an Academic leader meet with other academic heads of department, whether these be inside or outside of your faculty.

A significant relationship will be that with your Departmental Officer who will be able to smooth your transition into role.

Meet your Professional Services partners.



As a Professional Services leader meet with your Professional Services peers, and invest time in meeting academic leaders.

A significant relationship for you will be that with your Divisional Officer or Administrator who, as a key point of continuity, will be able to smooth your transition into role.

Meet your Professional Services partners.
[bookmark: _Toc520188920]
Plan, deliver and review

Having gained some understanding of the priorities and issues it is time to make a plan and document it.  Don’t think of this as a static document, but a live document that will evolve and can be adapted and supplemented as you learn more.

Think about your plan in terms of short, medium and long-term actions.  


Secure some ‘early wins’ which will help you gain momentum and establish yourself


Confirm your priorities and objectives with your new line manager.


Set the direction for your team and communicate your vision and priorities, as well as how you will move forward as a team


Set review points so that you can assess that your priorities and actions are the right ones and that you are on track


Deliver what you promise.
[bookmark: _Toc520188921]
Manage yourself


Take time for regular self-reflection


Take time to consider your approach and style, and to assess how you feel - what has gone well, and what hasn’t gone so well.  Consider seeking early feedback from your line manager, team or colleagues about their perceptions.

In this period, you should also begin to think about your own continuing personal and professional development. If you are new to the organisation you should also complete the University’s mandatory training for new employees. (See also the Developing you as a leader section of this Guide.)
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Day 1 to 30 – LISTEN & UNDERSTAND
· Meet key stakeholders, including your line manager, peers, members of your team, and other partners
· Establish relationships and build trust
· Understand the expectations of you
Day 20 to 70 - PLAN & DELIVER
· Start planning – develop and agree short, medium and long-term goals and objectives
· Secure early ‘wins’
· Set the direction for your team and communicate your vision and priorities
· Focus on your early development needs
Day 50 to 100 – REVIEW & CONSOLIDATE
· Review your plan and adjust as necessary
· Take time for reflection and seek early feedback from stakeholders
· Establish plan for continuing professional and personal development 
DAY -0 to Day 10 - ORIENTATION
· Visit the University 
· Meet your new line manager and team members
· Meet your predecessor
· Undertake background reading
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Tools to support early planning

The following are a few tools that you may find beneficial in supporting both your early planning, and more detailed strategic planning.  

The tools can also be used to support your engagement with others, to enable a collective understanding of the current position and required goals and objectives.

[bookmark: _Toc520188923]PEST Analysis

PEST analysis is a tool for understanding the political, economic, socio-cultural and technological context that an organisation operates in. PEST factors can be classified as opportunities or threats in a SWOT analysis.

· Political factors: These include government regulations, current and future legislation, regulatory bodies, government policies, funding, grants and initiatives.
· Economic factors: These include the home and international economic situation and trends.
· Social factors: These include population growth, demographics, lifestyle trends, consumer attitudes and opinions, ethical issues.
· Technological factors: These include maturing or replacement technology and solutions, consumer buying mechanisms, technology access, research funding, intellectual property issues.
[bookmark: _Toc520188924]SWOT Analysis

A SWOT analysis is a tool that helps in capturing and understanding the strengths, weaknesses, opportunities and threats of an organisation, department or project. Strengths and weaknesses are usually internal to the organisation, while opportunities and threats are usually external. 
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Critical Success Factors (CSFs)

CSFs are the essential areas of activity that must be performed well if you are to achieve the vision, objectives or goals for your department. 

CSFs create a common point of reference to help you direct and measure success, and to help everybody in the team to understand what their focus needs to be.  
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Business Planning

The business plan for your department should:

· Align the goals of the department with larger organisational goals, for example those of your Faculty or the University.
· Clearly define the vision and objectives for the department.
· Enable clear communication to team members and other stakeholders.

Things that you may want to include:

· Introduction:  Why has the plan been developed and for what time period?
· Context: This section can provide back ground information about the department, such as history, management structure, and supporting partners. 
· Vision: A vision statement should describe what the department wants to achieve. 
· Analysis: include the output from a SWOT and/or PEST analysis to establish the foundation and context for the goals and objectives that have been set.
· Goals and Objectives: These can be long or short term objectives.  They should be measurable and, for longer term goals it may be helpful to break them down into smaller actionable steps.
· Evaluation: Methods for evaluation by which progress can be measured. This could include critical success factors (CSFs) and key performance indicators (KPIs).
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As a senior manager in the University, you contribute to ensuring that the University meets its governance and legal obligations.

The following section provides an overview of the University’s governance structure and sign-posts where you can find more information.











Our Vision

A university that is globally significant – a leader in higher education that provides the highest quality research and teaching, and engages locally and internationally on the issues and debates of the day and future.  Driven by research, and stimulating learning, the globally significant university informs and changes practice and thinking worldwide.
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Lancaster University was established by Royal Charter in 1964.  The Charter is underpinned by Statutes and Ordinances.

The University’s purpose is to advance knowledge, wisdom and understanding by teaching and research and by the example and influence of its corporate life.

The University has power to award its own degrees.

[bookmark: _Toc520188930]What is the structure of the University?

There are a number of components to the structure of the University:

· Council is the governing body
· Senate is responsible for the academic work of the University
· Executive management is led by the Vice Chancellor under formal delegations from Council

[bookmark: _Toc520188931]
What is the role of Council?

At Lancaster the Council is ‘the Governing Body of the University’.  Council’s membership includes a lay majority.

The overarching responsibilities of Council are as set out in the Committee of University Chairs (CUC) Higher Education Code of Governance.  These state that Council:

· Is unambiguously and collectively 
accountable to make decisions
· Protects institutional reputation 
· Ensures institutional sustainability
· Assures itself on academic governance, working with the Senate
· Assures itself of effective control and due diligence for significant external activities
· Promotes equality and diversity throughout the institution
· Ensures governance structures and processes are fit for purpose 

Council is supported by sub-committees that undertake delegated responsibilities and/or detailed work on behalf of Council. Some of these committees are a requirement within the sector e.g. Audit Committee.
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What is the role of Senate?

Role of Senate is to be:

· ‘Responsible for the academic work of the University, both in teaching and in research, and for the regulation and superintendence of the education and discipline of the students of the University’
· ‘The Senate may discuss any matters relating to the University, and may convey its opinions thereon to the Council’
(Charter clause 13)

· ‘Responsible for the academic work of the University, ...... and in particular for the strategic development of the academic activities of the University and for the approval of policies to promote and ensure the quality of the academic work of the University including teaching and research’
(Statute 11A and also Ordinance 5)
[image: ]
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As a senior manager you will contribute to the University’s planning process.  
The following section provides an overview of the University’s Planning and Resource Allocation process, and sign-posts where you can get further support.
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The University has a formal Planning and Resource Allocation process, which runs from September to April in each academic year.  This aims to:

· support departments and divisions in developing sustainable plans in their area and develop their strategic thinking in support of growth and enhanced performance;
· ensure that departmental and divisional plans support the achievement of the University’s strategic goals, priorities and KPIs, and;
· inform budget-setting for the coming year.
The process provides a forum for the detailed discussion of academic plans and opportunities alongside pro-active planning for the professional services needed to support the University.

The process is intended to focus on a medium term horizon, looking at projections for three years, while agreeing the actual detailed budget and local annual operating plans for the next academic year.
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Planning submissions

In their planning submissions departments are expected to address the contribution they are making to the achievement of the University’s agreed Strategy and the associated Key Performance Indicators.  

They are also invited to put forward any new resource requirements they may have for the next academic year.  These will be considered in the light of the expected overall resource envelope and the department’s performance against its agreed strategic objectives and a specific steer on such matters is provided in the planning guidance issued each year.  

All resource requests must be reviewed by the relevant Faculty Dean or Professional Services Director before being submitted to the planning group.

Heads of Department are provided with guidance notes and planning timetable prior to the commencement of each planning round.  
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As part of the planning process, every department is provided with an individualised ‘Management Information Pack’ containing key academic, financial and non-financial indicators for each academic department, faculty and non-academic area, and will include, where relevant, the following:

· Staff profile
· Financial profile 
· Student profile (including sector comparisons)
· Undergraduate recruitment profile
· Student outcomes (including continuation rates, degree classifications and employment destinations)
· Student Equality and Diversity
· Student Satisfaction (NSS results)
· Research (Grant applications/awards, REF results)
In many cases the data is shown over several years so that trends can be identified.
New Heads of Department can obtain copies of previous management information packs, departmental planning submissions and resource request outcomes from the Strategic Planning and Governance Division, who are also available to answer questions about the planning process.email Institutional Data Analytics Unit


The University’s strategy and the latest refresh of this can be accessed through the University’s website. 

Detailed management information regarding student numbers, league table performance and student survey results is available from the Institutional Data Analytics (IDA) Unit, who are based within the Strategic Planning and Governance Division.  Interactive reports covering all these areas can be accessed through the IDA Unit’s website. IDA Interactive Reports

Lancaster University Strategy for 2020



If further information or advice is required, the IDA Unit can be contacted by email.[image: \\lancs\homes\50\tylerh\Downloads\fb_0001.jpg]
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Lancaster University Vision & Priorities



Useful External Links

	OfS (Office for Students)

	The body responsible for the distribution of government funding to institutions of further and higher education in England.


	HESA (Higher Education Statistics Agency)

	The official agency for the collection, analysis and dissemination of quantitative information about higher education in the UK.


	UKRI (UK Research and Innovation)

	UK Research and Innovation brings together the seven Research Councils, Innovate UK and Research England.


	REF2021

	The Research Excellence Framework is the system for assessing the quality of research in UK higher education institutions.


	UCAS (The Universities and Colleges Admissions Service)

	A UK-based charity providing the application process for UK universities.
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Taking time to invest in your continuing professional and personal development will not only make you more effective in your role, but will further develop your management and leadership skills.
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The following section outlines some of the development support that is available to you as a manager and a leader.  As well as the formal interventions available, you should also allow time for more informal development activities.

The University’s Organisation and Education Development team OED supports the professional and career development of Lancaster staff.
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When a new member of staff joins the organisation, at any level, there some mandatory training requirements to be undertaken within the first 3 months of employment.  These are [click the link]:
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· Diversity online training
· Information Security online training
· Health and Safety online training
· PDR ELearning
· Other mandatory training for specific roles


[bookmark: _Toc520188942]Your continuing professional development

[bookmark: _Toc520188943]Formal development

The OED website provides information to support your continuing professional development (CPD), which will help you to build your own skills.

The University offers a comprehensive suite of development interventions to support your CPD, which include programmes targeted at leaders and managers, academics, researchers, professional services and technical members of staff. 
Additionally, there are a variety of options and opportunities to develop your coaching and mentoring skills, which include workshops and a certificate in coaching.

The University also offers a number of development opportunities that result in Qualifications, Certifications or that are Accredited. These comprise both academic and management and skills based qualifications.
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Staff Development Qualifications
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Informal development

As well as taking advantage of the many formal training opportunities that the University can provide and support, you should also think about how you might develop your skills through more informal development routes.

Consider including some of the following approaches in your development plan:

1. On-the-job experiences that you can take advantage of;
2.  ‘Stretch’ activities or projects;
3. Activities that maintain and develop your technical and professional skills;
4. Building your professional network, internally and externally; 
5. Identifying a mentor or coach.


Expectations of you as a University leader

As a University leader you will be required not only to deliver your role objectives effectively, but also to be an engaging leader who:

· Builds trust and long-term relationships with a variety of stakeholders
· Builds positive networks, internally and externally
· Is collaborative and recognised as a team player
· Takes an interest in staff, and is sensitive to their needs
· Is able to articulate a clear vision and strategy
· Communicates goals and objectives clearly to staff, and misunderstandings are rare
· Provides staff with opportunities to ask questions and state their views
· Supports staff in turning strategies into workable plans
· Actively listens to staff contributions and acts on them, where appropriate
· Keeps staff informed of what is happening across the wider organisation
· Is able to communicate at an emotional level, understand emotions and emotional situations
· Gives and receives feedback
· Fosters a ‘no blame’ culture
· Seeks advice where others have more experience.

[bookmark: _Toc520188946]Planning your development

The following are tips to help you to plan your development.  This should be done in conjunction with your line manager and others who can support you, for example OED.

1. Take ownership of your personal, professional and career development
2. Focus on the skills and competencies you need for your current and potential 
future roles
3. Discuss, clarify and agree development progress and career aspirations with your Line Manager. 
4. Think about your development needs in terms of both ‘the what’ or task objectives, and ‘the how’ or behavioural objectives.
5. Seek feedback on all aspects of your performance, from a range of people, and discuss and review your development on a regular and ongoing basis.
6. Make your development plan a ‘live’ document and refine it when you need to.
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Reflecting on your development

We learn much from our experiences.  Taking time to reflect on these experiences will enable you to maximise your learning.  

Reflective practice is a skill that will need to practice if you are new to it.  It requires you to critically evaluate what you did, why you did it, what you learned, and what, if anything, you would do differently next time.

You should capture your experiences as part of your reflective practice.  Additionally, talking about your experiences, for example with a mentor or coach, can also help you to increase your learning.  

You can read more about reflective practice in the following document:

A guide to planning your professional and personal development
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Lancaster aspires to be a world leading University that is globally significant. To achieve this ambition, we must continue to attract talented and capable staff in both academic and professional areas. 
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As a senior manager you are responsible for fully resourcing your team.  This includes:

· Recruiting staff consistent with the University’s Code of Practice on Recruitment and Selection.
· Effectively and efficiently on-boarding and inducting new members of your team.
· Managing the departure of employees from the University.
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Dependent upon your role, you may also be responsible for ensuring, through the University’s Planning Process that you clearly identify the roles required for the future to support delivery of departmental, faculty and University goals.

[bookmark: _Toc520188950]Recruitment

[bookmark: _Toc520188951]Recruitment Policies

The University is committed to fair and transparent recruitment and selection that encourages wide ranging and diverse applicants that can contribute to its continuing success.

The Code of Conduct for Recruitment and Selection exists to encourage best practice in recruitment and selection at the University, and to advise those members responsible for recruitment of their obligations.  This includes advice and guidance on:

· Establishing the vacancy
· Advertising the role
· Managing applications and shortlisting
· Determining the selection panel
· Managing selection
· Using references
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Before commencing recruitment, you should:

· Consider possible alternatives to satisfying the need
· Consider the range of resourcing solutions available to you, including permanent and temporary recruitment
· Have a clear role description and person specification
· Have a role that is evaluated
· Have funding in place
· Have approval to proceed



The University also offers a programme, Recruiting the Best, that all recruiting managers should attend.  The programme supports the organisation in maintaining its recruitment standards and ensuring the recruiters are adequately supported to undertake the role.  


Topics include:
· Avoiding or mitigating unconscious bias
· Good practice for advertisement, job descriptions and person specifications
· Designing methods of selection

[bookmark: _Toc520188952]
Apprenticeships

An apprenticeship is a job with an accompanying skills development programme, that can last between a minimum of one year to four years depending on the type and level of the programme. 

The University is committed to increasing the number of apprentices it has, and all roles advertised at Grades 2 to 4 must be apprenticeships.  

As a manager, you are also encouraged to consider apprenticeships for both new and existing roles beyond Grades 2 to 4, as the they offer a unique way to ‘grow your own’ talent as on the job learning provides a real understanding of working at the University, combining practical skills with theoretical knowledge.

For more information, contact your HR Advisor.
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New Employee Induction
Induction is the process of integrating new employees into the University and your department.  The process can start as soon as a candidate’s appointment is confirmed, in other words before the new member of staff joins your team.

Induction is not a one-off event but should be an on-going process of formal and informal activities, all designed to support an individual’s orientation into their role, and has several benefits:

· Engages employees early
· Builds trust and enables communication
· Helps the employee to be effective more quickly
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For new employees the University holds an event to introduce new employees to the organisation.  The topics covered include:Arrange work area and IT equipment.  Arrange IT access to be in place on 1st day


Send a welcome email introductory reading material that will help


Assign a colleague to act as a ‘buddy’ to the new team member


Communicate to the wider team to let them know about the new team member

Plan and arrange activities for the first week including meetings with key people



· History of the University and current issues
· University structure
· Staff development opportunities
· The College system
· Library facilities and computing support
· Student support services
· General Health and Safety information

The University also has guidance to support you with other induction activities, including department and team inductions, and an induction checklist.

After the first three months in their role new employees will be asked to complete a questionnaire to see how they have settled into the organisation.
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Resignation and Retirement

When you manage a team you will inevitably deal with people leaving the University. The following two sections describe how to manage resignations and retirements.

You should manage resignation and retirement requests using the Core MyHR Manager Dashboard.  (See also section in this guide on Management Information Systems.)
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Any member of staff wishing to resign should put this in writing to you stating the date s/he wishes to leave, taking account of his/her contractual notice periods.  A member of staff may wish to negotiate a reduced notice period, and any decision regarding this will be at your discretion, taking account of business needs.
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There is no compulsory retirement age in the UK. Staff are encouraged to discuss their plans with their manager to enable forward planning, and each year the University offers Retirement Planning workshops to which all staff over the age of 55 are invited.
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Notice Periods

These notice periods apply for appointments commencing on or after 1st August 2006 (but in all cases please refer to individual contracts).
Core MyHR User Guides

	Professorial-Related staff (Professional Services, Library, etc.)
	3 months 
(1 month during probation)

	All Academic staff and Research & Teaching-only roles at Grade 9 and above
	6 months 
(3 months during probation)

	Other staff – grade 7 and above
	3 months
(1 month during probation)

	Other staff – grade 6
	2 months during the first 8 years’ service increasing by 1 week for each additional years’ service to a maximum of 12 weeks 
(1 month during probation)

	Other staff – grades 1 – 5
	1 months during first 4 years’ service increasing by 1 week for each additional years’ service to a maximum of 12 weeks



RELATED RESOURCES
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People perform at their best when they understand what is expected of them, and when they are given open, honest and ongoing feedback that recognises their performance
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As a senior manager you are responsible for having regular and ongoing performance and development based conversations with members of your team.

This includes:
· Setting objectives
· Making time for regular conversations
· Supporting employees to perform at their best and to develop their careers
· Dealing with situations where performance falls below expectation

The following section is designed to help you get the most out of the performance and development conversations that you have with members of your team.


[bookmark: _Toc520188960]Performance and development reviews

The success of Performance and Development Reviews relies on both line managers and team members having high quality, professional conversations which support an individual’s performance and development.

The conversations provide a real opportunity to both the manager and team member to discuss an individual’s contribution, priorities and career goals. 

Conversations should not be an isolated once-a-year formality, but rather a continuing conversation designed to provide clarity, purpose and support to individuals.

The University has a comprehensive support package for both line managers and individuals that provides guidance and training for both the formal Performance and Development Review (PDR) process, and for having continuing quality conversations.PDR Webpages


[bookmark: _Toc520188961]PDR guidance

The University’s support package guides line managers and individuals in having a high value review.  It includes information on the University’s PDR policy, how to set good objectives and how to identify training and development needs.

The purpose of the formal PDR is to: 
· Translate and align institutional, faculty and departmental objectives into team and individual goals and expectations, creating a shared sense of purpose and direction. 
· Act as an enabling process, providing an opportunity for all staff to understand their role in the success of the University. 
· Facilitate a professional two-way conversation about performance and progress against agreed objectives. 
· [image: ]Provide a mechanism for identifying, agreeing and planning team and individual development needs that enable staff to succeed and thrive in their current and future roles.

Related Resources
[image: ]PDR Policy, Guidance and Training


Training

e-PDR

[bookmark: _Toc520188962]
High quality performance and development conversations 

High quality performance and development conversations will:
· ensure that you and your team stay on track;
· enable you to provide additional support or development, where required;
· enable you to work collaboratively with your team;
· develop and strengthen your relationship with individuals;
· help you to get to know your team members better, individually and collectively: their strengths, motivations, concerns, health and well-being; 
· increase your team’s levels of engagement; 
· enable you to celebrate individual and team successes.  

Regardless of whether performance is high or needs improvement, a high-quality conversation means:
· preparing to provide clarity and structure;
· providing opportunity for a two-way conversation;
· listening and clarifying your understanding, and being balanced and objective;
· being open, honest, supportive and constructive, providing specific examples;
· being realistic;
· helping to create a real plan of action.
[bookmark: _Toc520188963]When performance falls below expectations

There may be times when an individual’s performance falls below expectations.  This could be for many reasons, including insufficient training, work relationships and personal issues.  It is important that you address performance concerns promptly and sensitively. 

Whilst this might feel daunting, an annual PDR should never be the first discussion that has taken place about performance concerns. 

A difficult performance conversation should be the same as any high-quality performance and development conversation.

To effectively manage the conversation your focus needs to be:
· on acting promptly so that you can work with the individual to put appropriate solutions in place.
· on preparing for the discussion using real examples;
· on thinking about the questions that you want to ask;
· considered about when and where the conversation should take place;
· thoughtful about the way you communicate;
· on being able to manage the meeting effectively, taking breaks if you need to; and 
· on having a follow-up plan of action




[bookmark: _Toc520188964]Features of an effective conversation

· Use open questions more often than closed questions.
· Summarise often.
· Resist giving advice too quickly.HR Contact

· Try to help the individual to reframe the issues and see different perspectives – this can be done through questioning.Capability Performance Improvement Plan


· Ensure that there is a balance between exploring the issues and moving forward.
· ‘Tune in’ to understand and read emotions as well as facts.
· Be careful not to over question – it is important that people do not feel as though they are being interrogated!
· Build on what the individual is actually saying rather than always asking new questions – this involves active listening.
· Pick up on non-verbal cues as well as the words – start to feel comfortable voicing your observations of this.
· Don’t be afraid of silence.

[bookmark: _Toc520188965]
Using the capability procedure

The University’s Capability Procedure should be used to discuss concerns about performance either informally or formally, and guidance can be sought on this from your HR contact. 

[image: ]
Quick Links
University’s Capability Procedure



[bookmark: _Toc520188966]PDR key dates

Senior manager PDRs will normally be conducted between 1st April and 31st May

All other PDRs will then be completed 
between 1st June and 30th September


[bookmark: _Toc520188967]Developing and engaging your team 
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[bookmark: _Toc520188968]Introduction

As a line manager you have an important role to play in the development of your team members, and have the greatest influence on their engagement with the University.

This section deals with the approaches and interventions you can make in supporting the development and aspirations of your team members.  It also deals with how you can further support individuals through the way that you engage with them, through regular dialogue, feedback and coaching conversations.

These strategies will enhance your relationship with team members, their development in their current and future roles, and their performance.


[bookmark: _Toc520188969]Identifying training and development needs

[bookmark: _Toc520188970]Formal development

Formal development planning is normally (but not exclusive) addressed during the Performance and Development Review (PDR) process.

The University offers a comprehensive suite of development interventions to support the development needs of your team members, which include programmes targeted at academic, professional services and technical members of staff. 

The University also offers a number of development opportunities that result in Qualifications, Certifications or are Accredited. These comprise both academic and management and skills based qualifications.
[image: ]
[image: ]Related Resource

TrainingOED website

Staff Development Qualifications



[bookmark: _Toc520188971][image: \\lancs\homes\50\tylerh\My Documents\My Pictures\132_1545159.jpg]
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On-the-job development

As well as formal development, well planned on-the-job development can be highly rewarding in developing an employee’s skills in real situations and environments.  

With appropriate feedback and reflection, these experiences can often be more effective than attendance on a formal training programme, or can enhance learning from a formal programme.

The table below is designed to help prompt thinking about the types of on-the-job development that can be undertaken. 
[bookmark: _Toc520188972]
Engaging employees

Research shows that engaged employees are happier, healthier and more fulfilled, are more motivated and deliver improved performance.Head

Heart
Hands



Effective approaches will engage individuals intellectually, emotionally and actively.

· HEAD: intellectual and logical engagement – thinking about the job and how to do it better
· HEART: emotional engagement – feeling positively about work and doing a good job
· HAND: active engagement – taking opportunities to be involved in making improvements at work


Your role as a leader is to lead and facilitate the effective engagement of your staff
Following are some approaches that you can consider taking to support the engagement of your team.

[bookmark: _Toc520188973]Having coaching conversations

"Coaching is unlocking a person's potential to maximise their own performance. It is helping them to learn rather than teaching them". 
John Whitmore


Think about the type of conversations you have with your team members.  As a leader there is always the temptation to try and help somebody by fixing the problem or by directing them on what to do. 
Coaching conversations are focussed on empowering individuals to take ownership and responsibility of an issue, and to work out how to solve it themselves.  

Your role is to guide them.

Coaching conversations can happen at any time.  They are beneficial to individuals at whatever level they are in the organisation.  

Below are some tips for how you can start a coaching conversation when somebody approaches you with a problem or issue.

To further develop your skills in coaching, take a look at the University’s development offerings for coaching skills (refer also to section on Developing you as a leader). 

“Let’s look at it together – describe the problem to me.”
“Let’s look at the options – what are they?”
What about telling me what you think?”
“OK so if you do that what will be the implications?”
“It sounds good to me – so what are you going to do and when?”




A more effective intervention to
develop an individual’s confidence
and capability 
is to invest in
coaching conversations





[bookmark: _Toc520188974]Managing different levels of performance

It is important that you recognise the different levels of performance across your team.  These will require a different approach to engage and motivate. Following are some tips.




Managing High Performance

· High performers will achieve their goals and want more so think about stretch assignments and developing them through inspiring objectives.
· Ensure you are developing your high performers.  They want to increase their skills. 
· Encourage high performers to share their knowledge and skills with the rest of the team.
· Provide feedback regularly.  High performers will want this for self-awareness and self-improvement.
· High performers usually have a high drive for improvement. Think about whether there are wider projects or task groups that you can get them involved in?
· They are high performers for a reason – trust in them to deliver and don’t micro-manage!
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Managing Good Performance

· Recognise and acknowledge the good performance in order to reinforce it.  
· Celebrate successes.
· Ensure the role continues to provide interest and challenge for the individual.  Think about the next level of stretch?  This will help to keep performance high.
· Have career conversations – what’s next for the individual or are they happy with their current role?
· Consider what else is important to the individual e.g. development and training, work life balance – these can all help keep motivation and performance high.
· Encourage knowledge sharing in the team.











Managing Poor Performance

· In this situation, it’s all about helping and encouraging employees to achieve and maintain expected levels of performance 
· The University’s Capability procedure aims to ensure you manage performance issues in a fair, effective and consistent way so firstly please read the procedure.  Begin your conversation in the informal stages.
· Maintain an active two-way conversation with the individual to establish the reasons for performance that is below expectations.
· Be clear about where performance is falling below the standard expected, using clear and specific examples to help the individual to understand.  
· Consider any training and development requirements that will support the individual in improving their performance.
· Refer also to the section on Managing your team’s performance.


[bookmark: _Toc520188975]Your legal responsibilities


As a senior manager you have a very important contribution to make, not only in the day-to-day management of people and operations but also in the implementation of University policies and procedures, and in ensuring that the University complies with the legal frameworks within which it operates.



[image: \\lancs\homes\50\tylerh\My Documents\My Pictures\Gavel275x150.jpg]


[bookmark: _Toc520188976]








Introduction

The following section provides an overview of key pieces of legislation you should be aware of, and sign-posts where to find more information.


[bookmark: _Toc520188977]Regulatory Frameworks

Like all organisations, the University operates within a wide legal and regulatory environment. This section highlights some key legislation that you should be aware of as a manager in the University.

You should also be aware that there is legislation and regulations that directly or explicitly affect Higher Education:

· Higher Education and Research Act 2017
· Freedom of Information 
· Prevent Duty
· Immigration Act & UKVI
· Office of the Independent Adjudicator
· Freedom of Speech (Education Act 1986)
· Competition and Markets Authority

[bookmark: _Toc520188978]General Data Protection Regulation (GDPR)

GDPR came into effect in May 2018 and affects every organisation.  The law is a replacement for the 1995 Data Protection Directive. GDPR strengthens a number of rights for individuals about personal data that is held about them.

[image: ]Related resource 
GDPR Guidance

There are many similarities to the Data Protection Act (1998), including the principles of ensuring personal data is:

· processed lawfully and fairly in a transparent manner;
· collected for specific, explicit and legitimate purposes;
· adequate, relevant and limited to what is necessary; 
· accurate and kept up to date;
· kept in a form permitting identification of data subject for no longer than necessary; 
· processed to ensure security of the data.

As a line manager you should be aware of some of the key changes associated with GDPR:

Penalties – have increased. 
Consent requirements have been strengthened - and it must be as easy to withdraw consent as it is to give it. ​
Breach Notification – you must report any breaches of GDPR, or suspected breaches (i.e. loss of personal information, sharing personal information inappropriately, etc.) to the Information Governance Team to assess whether it needs to be reported to the national regulator, in line with data protection legislation
Right to Access - expanded rights of data subjects to personal data free of charge.
Right to be Forgotten - entitles the data subject to have his/her personal data erased.

GDPR TIPS:

As a line manager you should:
· Continually undertake good housekeeping to review the personal data held by your department with the aim of minimising this data. 
· Act quickly if you receive a Subject Access Request or have a data breach.
· Remember that a student’s parents, siblings, partners or friends do not have the right to access data about them without the student giving their permission.
· Direct any police enquiries to the Information Governance Team (or Security out of hours)
· Be aware data protection never stands in the way of alerting the authorities (and others who need to know) where an individual’s vital interests are at risk.

[bookmark: _Toc520188979]GDPR Representatives

In order to ensure all areas of the University are gaining relevant GDPR guidance, are aware of the basic rules around the uses of personal information and have access to guidance from the University Information Governance and Information Security Teams, each department has a ‘GDPR Representative’. In most departments this will be the departmental officer and they will be your first point of contact for guidance or for reporting any issues surrounding GDPR.
The Freedom of Information Act 2000 (FOI) 

FOI gives people the general right to see recorded information held by public authorities.

The Act helps people get a better understanding of how public authorities carry out their duties, make decisions and spend public money.  

Under FOI, anybody may request information from any public authority, including higher education institutions, which has functions in England, Wales and Northern Ireland.

The Act confers two statutory rights on applicants:

· To be told whether or not the public authority holds the information they request; and if so:
· To have that information communicated to them.



The University is legally required to answer all written enquiries and requests for information from any person or organisation in the world within 20 working days, subject to certain exemptions



FOI TIPS:

· Liaise with the Information Governance Team as soon as possible if you receive a Freedom of Information request.
· Ensure you know who the FOI contact is in your department/division.
· Be aware that anything you write could potentially enter the public domain.
· Remember that exemptions are subject to a public interest test.
· If contacted by the Information Governance Team, please prioritise such requests as consideration of exemptions and, in some circumstances, senior staff clearance will be part of the 20 working day process.


[image: ]
Related resource 
[image: ]FOI Policy

Quick link 
Email Information Governance Team


[bookmark: _Toc520188981]
Prevent Duty

Under the Counter Terrorism & Security Act 2015 the Prevent Duty is the legal obligation to provide “due regard to the need to prevent people from being drawn into terrorism”. 

The Act makes clear that Universities must balance their duties under Prevent with their legal requirements in relation to freedom of speech and academic freedom, as enshrined in other legislation. Freedom of expression is itself an important means to challenge and prevent people from being drawn into terrorism.

Compliance with the Prevent Duty entails:

· Partnership working 
· Risk Assessment 
· Action Planning
· Staff Training
· Student Welfare / pastoral care / chaplaincy support
· IT policies re Acceptable Internet Usage
[image: ]

Related Resource

Prevent Guidance

[bookmark: _Toc520188982]Health and Safety at Work Act 1974 (HSWA)

Employers have a duty to provide a safe place of work and protect the health and safety of their employees and others that may be affected by their work activities. HSWA is the primary piece of legislation in Great Britain covering occupational health and safety.

The Act also places duties on employees to co-operate with their employer, so far as is necessary, to enable their employer to comply with his health and safety duties as set down under HSWA and under relevant legislation. 

There are also a number of specific areas of health and safety where, as a manager, you will need to have specific knowledge that will vary in depth according to the specific area that you work within.  These include:

· Risk assessments
· Emergency and evacuation procedures
· Accident and incident reporting
· Use of various equipment
· [image: ]Manual Handling
Health & Safety A-Z

Related Resource

[bookmark: _Toc520188983]
Employment Law


There are many areas of legislation that cover employment rights.  These include legislation and guidance that covers:

· Legal requirements involved in recruitment and immigration checks
· The employment contract and terms and conditions of employment
· Rights during employment, such as holidays, working hours and pay; maternity and parental rights; discrimination; discipline, grievance and dismissal procedures 
· Rights on termination of employment, including redundancy, and business transfers (TUPE).


The University’s Human Resources policies underpin, and in some cases enhance, these legal requirements.
[image: \\lancs\homes\50\tylerh\Downloads\HealthandSafetyHero1600x400.jpg]Insert Image Here




For further information, please refer to:

· The Key People Management Policies section in this Guide
· The Human Resources A-Z website pages
· Your HR contact


[image: ]Quick Link          
HR Contact



[bookmark: _Toc520188984]Key people management policies

[image: ]As well as understanding your legal responsibilities, when you lead and manage people there are some key people management policies that you should be aware of.





[bookmark: _Toc520188985]Introduction


This section provides an overview and link to key people management policies and procedures that you should have an understanding of, and are most likely to use as a line manager.

Should you need further information on any of these policies or other people management policies or procedures, please get in touch with your HR contact.

[image: ]
Quick Link          

HR Contact









[bookmark: _Toc520188986]Flexible working  

The ability to work flexibly can provide an effective way for employees to manage the responsibilities of work and home including child care, caring for relatives, dealing with health issues, disability or preparation for retirement. Whilst there is a right to request flexible working, there is not an automatic right for this request to be granted.  

[bookmark: _Toc520188987]Maternity Leave Policy and Procedure

All pregnant employees are entitled to take 52 weeks statutory maternity leave. This consists of 26 weeks ordinary maternity leave and 26 weeks additional maternity leave. The right to paid maternity leave differs and is dependent on other factors e.g. length of service. Leave may be transferred or shared under the Shared Parental Leave policy.

[bookmark: _Toc520188988]Shared Parental Leave

Shared Parental Leave (SPL) provides both parents with the opportunity to consider the best arrangement to care for their child during the child’s first year. Parents will remain entitled to take maternity, paternity and adoption leave.  However, the eligible mother or primary adopter can choose to reduce their maternity/adoption leave early and opt in to SPL.
[bookmark: _Toc520188989]Paternity Leave

Paternity leave is available to individuals who have had a child or adopted a child. Where both adoptive parents are employees, one may be entitled to Adoption leave and the other may be entitled to Paternity / Partner’s leave. In order to qualify for paternity leave and pay staff must have completed six months service with the University by the 15th week before the baby is due to be born or placed, and meet other specific criteria.

[bookmark: _Toc520188990]Managing sickness absence

Staff who are suffering from ill-health, including mental and physical illness and disability must be treated with understanding and sensitivity whilst achieving an acceptable level of attendance. A fair and consistent approach to the management of sickness absence is adopted across all departments and for all categories of staff. 

[bookmark: _Toc520188991]Disciplinary Procedure

This procedure is in place to help and encourage staff to achieve and maintain an acceptable standard of conduct. It defines what the University considers to be a fair and consistent method for bringing any shortcomings in standards of conduct to the attention of staff and for dealing with alleged failures to adhere to the required standards.
[bookmark: _Toc520188992]Capability Procedure

Capability problems may be outside the employee’s direct control and can be symptomatic of underlying work problems or other personal issues and as such all capability issues must be treated with care and sensitivity, and in a fair, supportive and consistent way. 

The formal procedure will only be instigated where improvement in performance has not been demonstrated or sustained, or where serious issues of capability are raised that make an informal approach inappropriate.

[bookmark: _Toc520188993]Grievance Procedure

All staff feel should feel able to raise concerns and problems or make complaints that relate to their employment and be heard promptly and in a safe and supportive environment. It is expected that both staff member and their immediate manager/supervisor will do their best to settle them informally.

The formal grievance procedure should only be instigated where an informal resolution has not been achieved or is clearly inappropriate. 

 
[bookmark: _Toc520188994]
Probation Guidelines

A probationary period increases the likelihood that new staff will perform effectively in their employment.

The University has Probation Guidelines for managing the probation period of Academic Staff and Professional Services Staff. 

The use of the probationary period is:
· To give the probationer the opportunity to develop the necessary skills to carry out the job effectively and to develop his/her career;
· To enable the University to assess the contribution of a new employee and to ensure that he/she fulfils the requirements of their post.

The probationary period allows both the probationer and their line manager to assess objectively whether or not the probationer is suitable for the role. 

[bookmark: _Toc520188995]Redundancy Policy

The University, via its long-term strategic planning, endeavours to minimise the need for redundancies.  However, there may be occasions when financial pressures, changes in the demand for services, funding provision, efficiency or effectiveness considerations, or organisational, technological or academic developments result in reduced staffing requirements.
The Policy aims to ensure that in dealing with matters of redundancy all employees are treated fairly and consistently and within the relevant employment legislation. The Policy is applicable to indefinite and fixed term members of staff.

[bookmark: _Toc520188996]Redeployment Policy

This policy applies to employees who have at least 1 year’s continuous service, and where the need for redeployment to an alternative role arises, for example where the employee is at risk of redundancy and/or has been affected by organisational change.  

There may also be other situations in which the need for redeployment arises such as:

· health reasons;
· recommendation of a hearing in relation to capability, grievance or disciplinary;
· request by an employee;
· ending of a fixed term contract.

[bookmark: _Toc520188997]
Diversity and inclusion[image: \\lancs\homes\50\tylerh\My Documents\My Pictures\Policy_masthead.jpg] 


The University proudly celebrates the diversity of its membership, and has an Equality, Diversity and Inclusion Strategic Vision 2020 that sets out its vision, strategic aims and objectives.


The University is a member of the 
Athena SWAN Charter 
which promotes gender equality in higher education


The University’s Equality, Diversity and Inclusion website has a number of useful resources, including access to:

· the University’s vision, plan and priority objectives;
· Athena SWAN resources;
· staff and student diversity data;
· information on diversity and inclusion training.

[bookmark: _Toc520188998]
Health and safety

This policy outlines the steps which will be taken to ensure compliance with the Health & Safety at Work etc. Act 1974, with the Management of Health and Safety at Work Regulations made under that Act and with the supporting Approved Code of Practice.

[bookmark: _Toc520188999]Occupational Health

Occupational Health relates to how the working environment can affect an employee's health and equally how an employee's health can affect their ability to do their job. The emphasis is on preventing ill health at work and promoting good health.

The University’s Occupational Health service provides:Equality, Diversity & Inclusion



· Health assessments and fitness for work advice.
· Pre-employment health assessments.
· Advice regarding work place adjustment as a result of disability.
· Advice on ill-health, sickness absence or ill-health retirement.
· Surveillance of an employee's health in relation to their work e.g. hearing tests for those exposed to excessive noise levels; lung function tests for those who work with respiratory sensitisers.
· Specialist advice on Display Screen Equipment assessments.
[bookmark: _Toc520189000]Employee Assistance Programme (EAP)

The University’s EAP offers professional support that helps employees deal with personal problems that might adversely impact their work performance, health and well-being.  

There is also an EAP management support number, which is 0800 111 6385.

The EAP is a confidential service, and employees are able to make direct contact with the University’s EAP provider.

[image: ]
Quick LinksEmployee Assistance Programme








[bookmark: _Toc520189001]Management information systems 
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[bookmark: _Toc520189002]Introduction


As a line manager there are a number of management information systems that you will need to be familiar with.  This section provides an overview and links to guides for the University’s human resource, finance and procurement systems.
[bookmark: _Toc520189003]Human Resources

[bookmark: _Toc520189004]Core MyHR

Core MyHR is an online human resources portal, which has a range of functionality.

As an employee Core MyHR enables you to access your most recent job description, contract of employment, pay details and other information relating to your employment with Lancaster University.  This is called the Employee Dashboard.

As a line manager you can view information about your team members and make various manager requests.  This is called the Manager Dashboard.  

The team member information available to you as a line manager includes:
· team member profiles, including job descriptions and contracts;Core MyHR User Guides

· team member working hours;
· team member training details.

Requests that you can make as a line manager, include:
· employee contract changes, e.g. increase in working hours
· employee contract extensions;
· employee resignations and terminations

As a line manager you may also be prompted (by email) to view and approve requests made by other line managers within your team.

There are a number of reports that can be accessed via Core MyHR.  Your Departmental Officer or Divisional Officer will be able to support you in accessing these.  Reports include:

· staff listings;
· absence reports;
· employment visas;
· probation reports;
· training reports.

[image: ]
Related Resources
 Human Resources – Core MyHR
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[bookmark: _Toc520189005]Finance

There are a number of finance systems that it is helpful for you to be aware of.

[bookmark: _Toc520189006]Agresso

Agresso is the University's corporate finance system. All financial transactions are entered or interfaced into Agresso including salary, requisitions, purchase orders, invoices, kx, catering, tuition fees and general income. 

Requisitions and invoices are approved in the system and reports can be run to see the information in summary and detail level even down to the invoice image.

[bookmark: _Toc520189007]Staff and Student Expenses

A web based system is available for staff to claim out of pocket expenses.

There is also a process available for students to make expenses claims.

[bookmark: _Toc520189008]Online Store

The University has an Online Store that is used to advertise and sell university products, trips and conferences etc. using a secure payment system.

[bookmark: _Toc520189009]Online Payments
Finance Systems
Procurement & Travel

The University has an online payments facility that enables students to settle a range of fees including tuition and accommodation fees.

[bookmark: _Toc520189010]Financial Reporting

There are a number of finance reports available for users of the finance systems, including reports for heads of department, principal investigators and project managers.

[bookmark: _Toc520189011]Procurement & Travel

The University’s procurement team are responsible for operational procurement, order processing and invoice payment. 

The website includes guides and access to the procurement request portal and the travel portal.


Related Resources
[image: ][image: ]

Quick Link          Finance Partner
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[bookmark: _Toc520189012]Frequently asked questions











[bookmark: _Toc520189013]Introduction

This section has been developed to support you with answers to some of the most frequently asked questions by managers.

Should you need further guidance on any of these questions, or other policies or and procedures, please get in touch with your HR contact.

[image: ]
Quick Link          

HR Contact





[bookmark: _Toc520189014]I have a member of staff on a fixed term contract which is ending, what do I need to do?

With at least one year’s continuous service:

The procedure for ending fixed term contracts can be found on the Human Resources A-Z website.  The procedure applies where the employee has at least one year’s continuous service.  

The end of a fixed-term contract is usually a redundancy, and therefore, this procedure should be used alongside the Redundancy and Redeployment policies.

With less than one year’s service

Fixed-term contracts of less than one years’ continuous service at the end of employment should be dealt with using the Event Contract Toolkit.  







[bookmark: _Toc520189015]A member of staff has submitted a request for flexible working or flexible retirement, how do I deal with this?

The Flexible Working Policy (including Flexible Retirement) policy can be found on the Human Resources A-Z website.  It sets out the procedure to be followed when a request is made for any working arrangement where the number of hours worked or the time that work is undertaken varies from standard practice. The Policy includes reference to roles and responsibilities and links to a formal request form.  


[bookmark: _Toc520189016]A member of staff has advised me that she is pregnant, what do I do?

The Maternity Leave Policy and Procedure outlines the action required.  It also specifies line management responsibilities, including risk assessments and keep in touch days.
[image: ]
Related ResourceMaternity Leave Policy & Procedure






[bookmark: _Toc520189017]Where can I find information on employing non-UK nationals?

The Work Permits and Immigration Guidelines provide general immigration guidance on working at the University. 

As this can be a complex area, and dependent on individual circumstances you are advised to seek further guidance from the UK Visas and Immigration website (https://www.gov.uk/government/organisations/uk-visas-and-immigration) or from your HR Contact. 
[image: ]
Related ResourceWork Permits & Immigration Guidelines

[bookmark: _Toc520189018]I have a new member of staff, where can I find information on managing their probation period?

[image: ]You can find the probation guidelines for academic staff, 50th Anniversary Lectureships and Professional Services staff using the following link.
[image: ]
Related resource
Managing the Probation Period

[bookmark: _Toc520189019]A member of staff is absent due to sickness, what should I do?

As a line manager you play a key role in managing sickness absence.  

This includes making sure that staff understand the expectations around reporting absence and the required documentation, keeping in touch with employees during their absence, conducting return to work interviews, and making the appropriate referrals to the University’s Occupational Health provision or the Employee Assistance Programme (EAP). 

The University’s Sickness Absence Policy and Procedure is there to guide you.
[image: ]
Related ResourcesEmployee Assistance Programme

Sickness Absence Policy & Procedure


 



[bookmark: _Toc520189020]Where can I find information about support for students?

The University’s Student Based Services (SBS) has a comprehensive website which details the help and support provided to students, including financial support, wellbeing, health and mental services, and careers support.
[image: ]
Related ResourcesSBS –Student & Academic Guides


[bookmark: _Toc520189021]How do I calculate annual leave for a member of staff?

You should refer to the Annual Leave Guidelines and Entitlement, and the Annual Leave guidance for part-time staff, where appropriate.
[image: ]There is also an annual leave calculator which can be found on the Human Resources A-Z website.
Annual Leave Guidelines & Entitlement

Related Resources 
[bookmark: _Toc520189022]
How do I learn more about the University’s financial reward and recognition schemes?Annual Leave Part-Time Staff


You will find information about the annual timetable for academic promotions, how to make a case for professional services staff contribution pay awards, and job evaluation using the following link. 

For further guidance you can speak with your faculty resources manager (where applicable), or your HR contact.

[image: ]
Related ResourcePromotions, job evaluation & contribution pay



[image: ]
Quick link HR Contact






Your first 
100 days


Plan,  deliver & review


Start early


Listen & understand


Manage yourself


Orientate yourself



SWOT


Strengths
What do you do better than others?
What are your unique selling points?
What do you others (internal and external) perceive as your strengths?
What is your competitive edge?


Weakness
What do others do better than you?
What elements of your organisation add little or no value?
What do others (internal and expternal) perceive as your weakness?


Opportunities
What political, economic, social-cultural, or technology (PEST) changes are taking place that could be favourable to you?
Where are there currently gaps in the market or unfulfilled demand?
What innovation(s) could you bring to the market?




Threats
What political, economic, social-cultural, or technology (PEST) changes are taking place that could be unfavourable to you?
What constraints do you face?
What is your competition doing that could negatively impact you?





Identify & agree development objectives


Carry out development activities


Evaluate & Reflect
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Area for development Possible solutions 



Access to best practice and 
expertise 



• Spend time with a recognised expert 
• Job shadow a co-worker to learn new skills 



Building and managing 
relationships 



• Work with people from another faculty or department 
• Work with people at different levels of seniority in the University 
• Work with difficult customers, suppliers or co-workers 
• Be a mentor to another colleague or be mentored by another 



Expanding a role to support 
development into potential 
roles 



• Increase role responsibilities 
• Fill in temporarily for a more senior member of staff 
• Take part in a University project 
• Undertake a challenging project 



Developing confidence • Design and deliver a presentation to colleagues 
• Lead the response to a crisis at work 
• Make a decision outside of normal job scope or area of 



expertise 
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