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Manager’s Toolkit
Learning Modules

Managers Toolkit - Scope of Content

This outline provides a high level overview of the content to be provided in the VWUK Manager’s toolkit.  It is envisaged that each module would be no longer than 30mins long (preferably shorter where possible).  This is a blended learning proposition. Some modules may contain video footage, others may use alternative software such as presentations or cartoons.  All modules will signpost to additional resources such as written articles for reading, TED talks or videos that have already been produced, checklists and “how to” guides.  The toolkit will be hosted on the VWUK Learning Management System (Saba).
Target Audience:

These modules are aimed at those that are new to the responsibilities of managing people as well as experienced managers who either have never had any formal training or who feel they would benefit from a refresher.

The learning modules will accompany a written internal guide.  The guide outlines the VWUK policies and procedures.  The learning modules provide the “how to” part of the manager’s knowledge, skills and behaviours.
	Subject Area
	Module
	Chapters
	Content
	Outcomes

	The Role of the Manager
	1
	
	Clarity of what a great manager in VolkerWessels looks like

Like v Respect  

Model – Adair – Task/Team/Individual

Inclusivity introduced here and runs throughout all modules


	Understand the role & responsibilities of being a manager 

Understanding the Challenges of being a manager and providing some key tools and approaches to support new and existing managers 

	Recruitment and Onboarding
	2
	Preparation for role
	WHY do you want to recruit?

Encouraging inclusion in the recruitment process

Existing vs new, approval, JD, where, how and what to include when advertising
	Looking at situation – wider thinking about resource requirements 

Replace like for like, or restructure team?  

Creating accurate job description to attract ‘right’ candidates 

Understanding the advertising process to attract the ‘best’ possible candidates and not discriminating against certain populations from applying.

Thinking about how the role could be carried out, for example, could it be part-time/job-share?

	
	
	Unconscious Bias
	Awareness, understanding of

and managing our unconscious biases in a recruitment and onboarding context
	Know it exists – for everyone

Have an understanding of their own bias– so they can “look out” for it and be inclusive

	
	
	Interview skills
	Competency based interviewing and best practice
	Key point – understanding which questions are useful and why … and which are not

Looking back, evidence-based questions based on competencies for the role, rather than forward/hypothetical “what would you do if”

Improving the candidate experience

	
	3
	Onboarding
	Key points – planning onboarding. Understanding their needs & regular communication because of long lead time from offer to starting work – engagement & motivation starts here

Include section on onboarding remote workers and helping them connect with colleagues 


	Understanding how to provide the best possible Onboarding experience for new recruits to help with retention and engagement.



	
	
	Induction Guide
	The importance of a good induction and what to include

Include remote workers induction 

The manager’s responsibility for Induction (not HR document to tick)
	Understanding it’s a manager’s responsibility to plan and carry out a quality induction that enables the employee to perform to their full potential as quickly as possible in a safe and supportive environment.



	
	
	Managing Probation
	How to manage a member of staff during their probationary period

Giving clarity of expected behaviour 

Setting objectives
	Understanding how critical this period is in being able to monitor performance, give constructive feedback and take appropriate action to support a new employee.

	Managing and Supporting Staff

Objectives – different types – cover in appropriate sections:

· Task v objective

· Performance improvement objectives

· Stretching objectives

· Career development objectives


	4
	Maximising Performance Part 1
	Engagement and Motivation

What motivates people to perform well?

Feedback and recognition

Reinforce Inclusivity Clarity of expectation – need to tell/show what a good job looks like – understanding between 2 parties. 

Task v objective  

Also “HOW we do what we do is as important as the task” – Behaviours/being a role-model as manager

Engagement & Motivation – 4 Box grid (competency v commitment)
	Understanding the critical role a manager plays in the engagement and motivation their employees.

Understanding key drivers of motivation and the key skills/ behaviours of a manager that increases the commitment of individuals and teams to perform well.



	
	5
	Maximising Performance Part 2
	Coaching and Mentoring
	How to help people build on what they do well and how they can achieve even better outcomes

Career Development 

	
	6
	Maximising Performance Part 3
	One to One conversations & DPRs

Setting objectives 
	How to set clear objectives (SMART) and development goals.

How to help people improve their performance 

Giving praise and recognition for good performance 

Setting stretching objectives

	
	7
	Maximising Performance Part 4
	Managing Difficult conversations (Disciplinary, Managing Performance, Redundancy, Absence)


	How to structure the conversation within the context of the reason for the meeting to gain best possible outcome for all parties concerned. 

How to set improvement objectives and/or expectations of changes in behaviour/situation.

	
	8
	People Development
	How people learn

Setting stretching development goals


	Understanding that people have different preferences and pace of learning.  

Understanding what a manager can do to provide the right platform and vehicle for their people to thrive.

Understand the value of self-directed learning and development in building potential and nurturing talent in the business.

Be a role model for self-driven development, showing the right behaviours and decisions around this at work.

Act as capable and confident “enablers” of the development of others, using a range of interpersonal and business skills to drive on-the-job and social learning.



	
	9
	Resilience and Wellbeing
	Protecting the mental health of yourself and others

Applying wellbeing strategies across your team

Accept responsibility (as manager) for self and others

Manager’s communication (personality/working) style & role-modelling – e.g. people who come in early & stay late … setting expectation for others to do likewise

How far to go with a conversation …


	Understanding the importance of wellbeing– Caring about our People/ Projects/Business/Communities

	
	
	Managing Change
	Psychology of change and how to manage people through all aspects of change in a supportive way
	Understanding the role of the manager in supporting people through it – with the premise that ‘Change’ is the NORM 

Presenting manager’s public and private behaviours consistently

Communication & role-modelling

Understand the impact change can have on individual behaviours and performance and what to do to maintain effective performance



	
	10
	Team

Communication
	Briefings – across a range of subjects and situations e.g getting  a consistent message quickly across the site

Remote workers – e.g. planner on a project comes from the planning ream but doesn’t sit in same office as the Planning Manager and rest of planning team – keep them included

Use of Email and Teams 

Team building and team working
	Choosing an appropriate method of communication that will provide a clear, consistent, and engaging message/information.

Implement a range of communication and engagement skills whether working one to one or in a team setting.

Establish good practice with both teams and email to achieve our goals.

Follow strategies for leading and building teams and encouraging effective team working.
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