Managing Stress in Your Self and Your Staff


The Manager’s Guide: Support

Gaining the sufficient level of guidance and 

support from managers and colleagues

Supporting Individuals

· Hold regular one-to-one meetings with each member of staff to discuss how work is progressing. You may agree to have a set agenda each time depending on how structured or unstructured you and your member of staff wish to be. Key topics to cover could include recent workload, future commitments, training and development needs, working relationships and any previous sickness or forthcoming annual leave arrangements.  A one-to one may last from 30 minutes to an hour and should be held in a private setting rather than in front of other staff. Frequency may vary according to need and feasibility, eg is it possible to meet every week, month or term? If it’s not feasible for you to do this since the team is large, consider delegating to another member of staff who works closely with the individual. 

· Be direct in asking individuals how they feel about work, whether there are any excessive pressures at the present and whether they have any concerns at all. You cannot force an individual to be open or honest with you but you can at least provide them with opportunity to do so. It is then the individual’s choice whether or not they share their concerns with you. If they do, take them seriously, listen, ask for more information where necessary and do not feel you have to come up with an instant solution. Remember your personnel manager is available to guide and advise you in how best to support your staff. You should also be able to seek advice from your manager. A well considered and informed answer may be far better than an instant response.

· When you do meet with an individual on a one-to-one basis ensure a note is made of the outcomes and that you both keep a copy. This need not be arduous, and may take the form of a photocopy of handwritten notes you have made during the meeting or a quick e-mail afterwards. You then have a clear record of what you have agreed and where the key concerns lie.

· Staff review is a chance to stand back and reflect on an individual’s role during the past year, consider the forthcoming year and identify how best to support the individual achieve their objectives for the year. More information about the staff review process, including electronic copies of all forms, is available at http://www.bris.ac.uk/personnel/sdev/review/. It can also be useful after 6 months to review the notes made during the meeting to reflect on progress and ensure actions are followed through.

· Staff Review is an ideal opportunity to find out what training and development individual team members require. Staff Development are available to give advice on central training and development available (http://www.bris.ac.uk/personnel/sdev/), but do not forget local options; often on-the-job training, such as coaching and shadowing is the most effective form of support available. 

Supporting Your Team

· Meet as a team regularly to discuss pressures and consider mutual support available from other team members. Consider whether it’s beneficial to have regular agenda items, such as ‘key concerns’ or ‘emerging pressures’.

· Ask your team how best you can support them. Is it feasible to have an ‘open door policy’ where you are available for a set time every week in case issues arise that individuals want to discuss with you? Ask for feedback as to whether or not you are available enough and how people would prefer to be supported, eg a scheduled meeting every week/month/term or ad hoc catch-ups as and when issues arise. 

· Consider having an annual team day with opportunity to discuss progress made over the past year, identify forthcoming challenges and consider how best to approach them. Team sessions can also be chance to consider how people approach work in different ways order to understand how best to work together. Staff Development are available to design and deliver team events (http://www.bris.ac.uk/personnel/sdev/). 

· Is there any flexibility with working patterns that can help the individual/team? Consider changes to start and end times to help those with external pressures, eg caring responsibilities, commuting, etc. Do your staff take regular breaks? Discourage people from not stopping for lunch, working consistency long hours or taking work home from them. We all need a break in order to be effective and renew our concentration and as a manager you play a vital role in setting the culture and expectations of the team; your behaviour is a role model to others so if you never take a break, your team may see this as the expected norm. . 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
Other Support Available For You and Your Staff

· As a manager you have a responsibility to support an individual with issues that arise within the workplace, but sometimes an individual may prefer to speak to an independent advisor about issues either within or outside of the workplace. There are a number of trained professionals able to help. These include:
The Staff Careers Service

http://www.bris.ac.uk/cas/university/
The Staff Counselling Service 

http://www.bristol.ac.uk/staffcounselling/
Staff Network Groups

http://www.bris.ac.uk/equalityanddiversity/staffnetworks/
The International Staff Advisor

http://www.bris.ac.uk/internationalcentre/staffsupport
Dignity at Work Advisors

http://www.bris.ac.uk/staffcounselling/dignity-at-work/safe/ 

Personnel Managers

http://www.bris.ac.uk/personnel/facteam_contacts.html
· Remember the above services are there to support you too. In addition, approach your manager for support and advice and remember your personnel manager is available to offer guidance on managing your team. 

