Managing Stress in Your Self and Others


The Manager’s Guide: Control

How much say we have in the way we work

Supporting Individuals and Your Team

· Ensure there are regular catch up meetings where staff can talk about the work they are doing and have input into how it is organised and undertaken, eg team meetings, one-to-ones, staff reviews and project group meetings. 

· When you do undertake one-to-ones or team meetings, ensure a note is made of the outcomes agreed. This need not be arduous, and may take the form of a photocopy of handwritten notes that either you or the individual made during the meeting or a quick e-mail afterwards. You then have a clear record of any actions you have agreed.

· Ensure there is clarity as to who does what within the team. This may be achieved by regular team meetings, where everyone has opportunity to update the team on the progress of their current projects. These need not be overly formal or long; an effective 10 minute catch up may well be enough.

· When delegating or establishing new projects or tasks, ensure you are clear as to the outcome required but consider how much freedom you can give an individual as to how to get there and what decisions he/she is able to make. Delegation means giving someone the authority to do a job but retaining overall responsibility yourself. Keep in regular contact and provide guidance and support when required.

· It’s a fine line as a manager in providing enough guidance and support without breathing down someone’s neck. The extent to which you support an individual will depend on a number of variables, including the level of their experience and motivation and the complexity and importance of the task. Check out with the individual whether you have got it right; ask them if they are getting enough support, if you are accessible when needed, or whether they would be happy for you to take a step back.

· Use staff review and regular one-to-one meetings to ensure you are aware of the skills your team members have and whether or individuals have chance to develop these and/or use them within their current role. If not, is there any opportunity to enable the individual to do so? Training and development advice is available from the Staff Development team (http://www.bris.ac.uk/personnel/sdev/) Signpost the Careers Service if an individual would benefit from reflecting on their career development with the support of the trained advisor (http://www.bris.ac.uk/cas/university/)

· Communicate regularly on projects with all involved, whether it involves 2 people or 200. Update people regularly as to progress made and ask those directly involved for input as to how to approach forthcoming challenges.

· As a manager, ensure you consult as and when is appropriate. When consulting with staff, if you decide not to go ahead with suggestions that are put forward, ensure you communicate the reasons behind your decision so it is clear that you listened and considered all suggested options.

· Consider with the individual whether they would like more control over their working patterns, eg would they like to alter the time that they start or finish work, the days they work or the hours per day? Does this fit with the requirements of your service/department? Some services within the University require individuals to work more rigid hours than others in order to meet customer requirements. However, if you can be flexible as a manager, you must consider the options available. Don’t expect people to work late hours or not take breaks; we all need to stop every now and then to regain our concentration and be more effective. The Flexible Working Policy is available at http://www.bris.ac.uk/personnel/policies/flexworkmanagers.pdf. For guidance on applying this policy, please contact your Personnel Manager. You may also like to attend a half day workshop on ‘Implementing Flexible Working into Teams’ see http://www.iser.bris.ac.uk/cgi-bin/sdev/courselist.pl?sect=pd 

