Guidance Note OD4
Being a Manager in Sutton  - 

Sutton’s MANAGEMENT AND Leadership Charter

1. Who is a ‘manager’?


For the purpose of this charter a ‘manager’ is defined as someone who has responsibility for delivering the Council’s goals through their own efforts and through those who report to them.

2. The Charter

This charter is to set clear expectations for managers and in particular how the Council expects managers to behave and perform in their managerial role and how they lead and motivate their team. 

The charter aims to ensure minimum standards of good management practice are consistently achieved across the Council, and provides a basic template and statement of what is expected from a Sutton Council manager.


It is accepted that the detail of a manager’s role will vary according to the precise demands of their team and service and as such not all components will necessarily apply. 


The charter also makes clear what employees can expect of their manager in terms of performance management, communication, standards, equality and diversity, development opportunities and overall leadership.  


Managers will have their performance assessed against these baseline standards and other performance targets agreed during their appraisal and supervisions.  Leading by example, fairness and equity in the application of these standards are core components of our expectations.


We have developed the charter as a baseline standard based on best practice to be applied across all Council teams, however, we recognise each Group, Service Unit and Team may well wish to supplement this Leadership Charter to reflect local issues and conditions.

3.
‘The Deal’
3.1
 What the organisation expects


Managers should lead by example and seek to deliver the Councils’ vision and core values: Partnership, Respect, Innovation, Diversity and Empowerment (PRIDE) in their role as a manager. They are expected to lead, motivate and ensure their teams deliver the Corporate Goals (including Priorities for Change).  

3.2
What a manager can expect in return

In return managers can expect:

· good leadership and support from their managers

· to be developed as managers / leaders

· to be valued and recognised for the work they do to help to build 

              a community and workplace in which all can take part and all can 

     take pride

· to be treated fairly and with respect

· to be managed within the context of Sutton Policies and Procedures

3.3
What employees can expect from their manager

· good leadership and support from their managers 

· to be developed within their current and future roles 

· to be valued and recognised for the work they do to help to build 

 a community and workplace in which all can take part and all can 

 take pride

· to be treated fairly and with respect

· to be managed within the context of Sutton Policies and Procedures

4.
Management Actions

4.1 
Business Planning

You will:

· take an active part in the business planning process responding to 

          challenges set by BVIs, BVRs, CPAs, employees surveys etc as 

          appropriate to your role and actively involve your employees in the 

          business planning and decision making process

· use ‘benchmarking’ as a tool to develop business plans aiming to be ‘best service in London’ as appropriate to the level and requirements of your role

· incorporate any changes resulting from legislation with appropriate advice

· encourage and actively consider issues of equality and diversity 

· communicate plans and priorities to all employees – explain the links between individual/team/corporate plans and targets

4.2 
Service Performance and Development 

You will

· take a lead in reviewing service delivery consistent with a culture of continuous improvement and customer focus

· regularly monitor the performance of your team/service to ensure that it is meeting its targets and operating efficiently

· encourage and support employees to make service improvement suggestions, to identify efficiencies  and implement these where practical, or give clear and comprehensive reasons why they cannot

· set service improvement targets within individual appraisals to encourage this type of activity and celebrate successes

· contribute to and oversee the preparation and evaluation of key performance data and deliver this in accordance with agreed deadlines at a level appropriate to your role. If deadlines are missed on a regular basis, this should be investigated and consideration given to whether it should be treated as a performance issue or whether there are other considerations that need to be addressed

· keep abreast of what is state of the art practice and where possible introduce this into Sutton

· keep employees fully informed of the need for change or reorganisation and how it might affect them at the earliest opportunity

· support employees through any period of change and be sympathetic to their concerns

· monitor and perform against any agreed budgets or financial targets e.g. grants, income and expenditure targets, procurement and contract management, where budget management and or monitoring forms part of your role.

· seek to work in partnership with internal and external stakeholders

4.3 
Decision Making and Leadership

You will:

· be expected to make decisions and recommendations that affect the team without unduly escalating it. If the decision is within your authority, make it

· be clear about what is in your authority and make sure that those that report to you are clear about what is in theirs.

· be prepared to justify your decisions through information gathering, analysis and option evaluation

· need to have a clear vision of what is required of your service and communicate this to your employees

· give feedback on how the team is performing and take/encourage corrective action where underperformance is identified 

· demonstrate support for the team when representing them to others

· take responsibility for making things happen

· model good practise by following policies and procedures and ensuring that they are also followed by other employees

· seek feedback on your own performance

4.4 
Managing Performance – Induction, Appraisals, One-to-one discussions, Development 

You will ensure:

· all new employees, or employees returning to work from an extended absence, receive an effective and appropriate induction using the available resources and standard checklists 

· all full or part-time employees (including short-term contracts and agency employees) employed in Sutton for more than six months receive an annual appraisal, mid-point review and a minimum of 4 one-to-one discussions per annum

· appraisals, mid-point reviews and individual development plans are completed in line with the annual business plan & appraisal cycle appropriate to the service 

· all employees are encouraged to prepare for their appraisal. This may include completing the optional self-assessment form 

· the appraisal discussion is meaningful and includes a discussion of what the employee wants to achieve in their role and what support, resources and development they might need

· all appraisals targets :

· have clear links to the unit/team business plan

· are smart (Specific, Measurable, Achievable, Reasonable, Timebound)

· are stretching but attainable and  based on a reasonable expectancy i.e. not one that only superman/superwoman can achieve

· are not written in stone, and can be changed to support service delivery  and development at any time during the year

· are not always limited to a year, they can be longer or shorter to support your service needs

· appraisal record forms are completed promptly and each employee receives a completed copy of their appraisal record and individual development plan

· training and development requirements are forwarded promptly to the relevant team and any development agreed happens

· completion of course nomination forms where required

· discussions relevant to any development activities to ensure that learning can be put into practice for the benefit of the individual and team

· employees sign an ‘Accredited or Qualifying Training’ agreement when applying for all accredited or qualifying training that involves financial costs that can be reclaimed in the event of the individual leaving the Council’s service or not completing the activity

· technical competence of yourself and the team in line with individual job descriptions and person specifications

· you support employees through a range of development activities. Employees’ development is not just about sending employees on courses and can include acting up, secondments, coaching and mentoring  etc

· your own development (including continuous professional development) and what needs to be achieved/maintained

4.5 
Managing Performance – Absence, Capability and Discipline

4.5.1 
Managing Absence

You will:

· ensure employees ring in on the first day of sickness absence and obtain the reason for their absence

· conduct return to work interviews as soon as possible following the individual’s return to work in all cases of sickness absence in accordance with Sutton’s policy

· submit form PSL/100 to the Personnel team unless other arrangements specific to your service area have been agreed

· submit monthly employee returns

· monitor sickness to ensure that informal attendance meetings are conducted in accordance with Sutton’s policy and progressed to formal hearings where necessary 

· obtain a doctor’s certificate for extended periods absence 8 calendar days+ 

· consider and take disciplinary action for all cases of unauthorised absence

· observe and implement Sutton’s policy and procedures for long term sickness absence and frequent short term absence

4.5.2 
Managing Capability and Performance

You will

· address all cases of under-performance using Sutton’s capability procedures (it is essential that you have agreed clear targets (SMART) with employees during their appraisal)

· deal with any grievances raised in line with Sutton’s policy and procedures

· deal with any reports and issues of harassment and bullying in accordance with Sutton’s policy and procedures

4.5.3 
Managing Discipline and Standards of Behaviour

You will :

Agree and set standards of behaviour in line with Sutton’s policies and code of conduct.  These standards are to be agreed with employees and clearly communicated.  

Such standards can include:

· punctuality – especially within core hours

· expenses

· dress code – where this is considered appropriate (uniforms, personal protective equipment)

· language – not using or tolerating foul or abusive language, particularly with members of the public

· attitude – keeping it positive and customer focused

· lunch times – cover maintained, taken between 12:00 –14:00 hours

· use and agreement of flexi-time to ensure service delivery

· holidays - to ensure service delivery





· need to attend meetings – being visible, its relevance, core to current duties

· ensure pre-booked training is attended unless absolutely necessary  

· code of conduct adhered to

4.6 
Managing Well-being and Welfare of Staff

You will:

· consider the well being and work-life balance of employees when managing your team

· ensure that excessive hours are not worked and that flexi-credit, time off in lieu and annual leave are not lost and are taken at times convenient to the individual but within the needs of the service

· ensure that employees are made aware of the support available through occupational health, and welfare in a supportive and solution focused manner

· seek advice from specialist colleagues (HR or Health and Safety) if you feel there are stress issues impacting on your team

· model good behaviour by considering your own well being and work-life balance and acting accordingly.

4.7 
Team Meetings, Correspondence and Communication

4.7.1
Team meetings

You will hold team meetings at least monthly. The meetings should follow a pre-agreed agenda where employees have had the opportunity to contribute and shape that agenda.  Summary notes of the meeting / agreed actions should be circulated to all team members.

The team meeting agenda may include standard items like:

· team performance against business plan

· cascade information (e.g. Employees Bulletin), health & safety, EMAS

· sharing information on good (and bad) practice

· discussing current and future training & development needs 

· discuss and evaluate all training & development undertaken at a team level

· feedback from employees on successes and failures

· celebrating good news to motivate and encourage employees 

· operational problems (explore solutions with your team)

4.7.2
Correspondence 

You will:

· ensure progress and completion of correspondence and committee reports in accordance with agreed timescales and service standards

4.7.3 
Communication

You will:

· take time to seek and listen to employees views, ideas and concerns

· consider and respond to employees views and concerns

· ensure more senior managers are made aware of employees views and concerns as appropriate 

· take action regarding issues and suggestions raised by team members as appropriate

· regularly brief employees on corporate and local issues and information

4.8 
Health and safety

You will:

· conduct annual risk assessments for your team, more frequently if changes are planned e.g. display screen equipment when changing desks

· report / investigate all accidents, near misses and incidents of violence or aggression in line with Sutton’s policies and procedures and remedy as appropriate

· ensure personal protective equipment is used where appropriate.

· ensure that all employees are aware of and operate within the corporate health and safety procedure

5.
Definitions of effective leadership
In addition and to complement any Sutton management competencies, a set of leadership competencies are defined below:

5.1
Self-awareness

· accurate self-assessment - effective leaders know their limitations and strengths, and are open to constructive criticism and feedback.  Accurate self-assessment lets an effective leader know when to ask for help to focus on the development of leadership competencies

· self-confidence  - effective leaders need to be self-confident, aware of their abilities, and knowledgeable about their strengths and play to them.  Self-confident leaders will welcome the challenge of a difficult situation or assignment

5.2
Self-management

· self-control  - effective leaders will remain calm, objective, and clear thinking under stress, including potentially confrontational situations.  Through such self-control effective leaders demonstrate professional behaviours and lead by example

· transparency - effective leaders are genuinely open in their actions, beliefs and values.  Leaders who demonstrate transparency will openly admit mistakes or faults and will challenge unprofessional and inappropriate behaviour in others

· agility  - effective leaders can adapt to a variety of situations and deal well with a number of demands without loss of focus or energy.  Effective leaders can also manage situations that are ambiguous and are not fazed by change

· initiative - effective leaders will seize opportunities, or create opportunities, for improvement and efficiency.  Such leaders will take calculated risk to ensure service improvement

· optimism - effective leaders will seek out opportunities, rather than be constrained by threats.  Effective leaders see others in a positive light and expect the best of them.  Such leaders will look to gain advantage from adversity

5.3 
Organisation Awareness 

· empathy - effective leaders will listen carefully and will be able to understand another person’s perspective.  Such empathy will ensure the leader is able to work well with people from diverse backgrounds, cultures and beliefs
· service - effective leaders create a climate of good customer service, that takes a holistic view, balancing the needs of the customer / client, the organisation, other employees and themselves.  The leader will monitor customer satisfaction and be available to service users when needed

· values and political awareness  - effective leaders are aware of and model the values of the Council.  Additionally effective leaders are politically aware but also conduct themselves apolitically
5.4 
Relationship Management

· inspiration - effective leaders manage conflict by identification of different perspective and then find common ground that all can agree.  Such leaders are able to bring conflict to the surface, acknowledge feelings and views, and then re-direct people to a shared goal or ideal

Training, development and advice for managers on both behavioural competencies and managerial actions is available from Human Resources and a wide-range of management development programmes that are embedded in the Council.
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