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Description automatically generated]

Training to be delivered face to face – Facilitators notes below each slide, key points for feedback from the room in Italic bold. No pre work required for the session. 
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Description automatically generated] Thank everyone for attending today’s session explain the session will last for 90minutes. 
[image: A group of hands holding up colorful letters

Description automatically generated]
Hello and welcome to today’s lunch and Learn session where we are going to be discussing various options for driving performance within the team, your role as Line Managers and the importance of your role. This is the first lunch and learn session that Griffiths has run and we hope that it will be valuable to you.
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Description automatically generated] Introduce yourself and then go around the room asking the team to tell you one thing about themselves that you would not know by looking at them. Do not to over think it - consider hobbies, food etc. 
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Description automatically generated]
 Go through the learning objectives one by one. After the last learning objective ask the team if they have anything to add before you start.
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Description automatically generated with medium confidence] Explain that line managers are critical within all organisations in shaping success. Campbell and Evans (2016) cite that the role of a line manager as critical to the development of employees and teams within the workplace. 
Ask the Line Manager what does this really mean and what do they as line managers think they need to do to be able to create high performing teams? 
Quilliam (2024) confirms that line managers have a responsibility for employees to perform within the workplace, line managers also have a responsibility for employee's wellbeing, working conditions, workplace environment and culture. Line managers should have the ability to balance their day-to-day role including people management to have a positive impact on team performance, retention and the overall employee experience (Channel, 2023).
Kehoe and Han (2020) indicate that line managers are the direct source to employees. Line managers are the ones who know the employees best and often forge long lasting friendships inside and outside of work. However, consideration should be given by the line managers to ensure that employees understand that when in work line managers are too also being reviewed on how they perform, and relationships shouldn’t hinder professionalism within the workplace.  Ask the Line managers for their thoughts on this comment?
Edinger (2015) confirms that workplace friends are often seen as a positive especially in organisations with flatter management structure, where communication is encouraged however line managers should remain acutely conscious of their role and not favoring one employee over another. 
Mowbray et al (2022) published literature which suggests that line managers are imperative in employees having a voice within the organisation and are known as a linking pin escalating voice up and down the hierarchy in the organisation. Communication is a key part of any organisation as it allows employees to feel truly engaged in an organisation if they think their opinions are being heard. Minjeong and Minjung (2017) implies that employees are considered the most important stakeholders and often the most vocal critics of any organisation.   
An article from O’Neill (2023) indicated that it is in fact line mangers who are the guardians of any company, however there is a concern that this skillset is being overlooked. Ask the Line Managers for their thoughts on how they communicate with their teams?
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Description automatically generated] Employee wellbeing and culture can have a contributing factor to how employees perform in work.  Suff (2023) indicates that good health and wellbeing is key in employee engagement and organisational success. An article created by Townsend & Hutchinson (2017) refers to research produced by Purcell (2007) around the importance of line managers being significant to employees through the support of polices, processes and the correct leadership behaviours. 
However, research suggests that line managers often feel like they don’t have the correct skills to deal with situations, feel undervalued themselves or that their role is overly complicated (Bell, 2024). In order to support you as line managers, Griffiths are currently investing in our people through training such as today and are looking at how you yourselves have development opportunities with increased communication throughout the business to ensure everyone is set up for future success. 
Line managers directly influence employee engagement and are key to motivation through recognition and setting clear expectations with literature from Alfes et al (2013) illuding to line managers being fundamental in how employees interpret and respond with an organization. 
Ask the Line Managers currently what they do to recognise their employees at work?
Explain to the Line Managers that there is a link between recognition and performance and that we are now going to explore that further.
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Description automatically generated] Literature from Waeyenberg and Decramer (2018a) suggest that performance management is used to improve employee performance with the aim of improving organisational performance. Waeyenberg and Decramer (2018b) indicate that line managers need three things to support this ability, motivation and opportunity. Green (2018) illudes to line managers having to juggle multiple priorities and that there is often a gap between intended and implemented with line managers. 
Ask the group if they feel as though they have too many priorities to juggle? What do they think they could be done differently?
(Write the feedback down for learnings)
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Description automatically generated] The Tuckman model, is a  model commonly used for team development and growth. The four stages of the model forming, storming, norming and performing and are said to be on a sliding scale with the ability to move from each stage back and for until the desired goal is reached. This model is best used for the wider team when trying to establish a new or changing team. An article produced by Rojas (2021) confirmed that the essential role for team development is to maximise its effectiveness, so if your team are performing well organisational engagement and performance will improve.
Ask the Line Managers if anyone has ever used this model previously or anything similar to share experience with the wider team?
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Description automatically generated]As part of building a team your role as a line manager is about understanding the talent within your team and where you see future success. The 9-box grid is a helpful performance management framework for line managers to provide balanced evaluations to see how they can help their team develop and reach their full potential (Anderson, 2023).
Go through each box explaining what kinds of employees would sit in the boxes and ask the managers if they could picture where their teams would sit?
Ask the group if they think a future session on this would be beneficial?


[image: A speedometer with text and arrow pointing to the side

Description automatically generated]
Research from Quilliam (2024) suggests that positive working relationships are often accompanied by job satisfaction, improved loyality and commitment from employees. Whilst literature from Lee et al (2021) states that not only is it the line mangers responsibility but a key part of their role to ensure employees are performing to reach organisational goals. If performance management isn’t a priority for line managers, then there is a chance that the business will see a spike in attrition, engagement and potential a change in culture which drives the business values. Ask for thoughts on this?
Effective line managers should be addressing performance concerns early, with factual examples of what is not going right. By completing this task in a timely manner shows that you want to support the employee and you can do this by offering resource to an employee and their development, encouraging the employee to talk about the situation and what they think they could do differently which will create a culture of accountability and ownership improving not only performance but retention and wellbeing (Indeed, 2023). 
Performance management can sometimes be seen as a negative, whilst recent research shows that performance management conversations should be a day-to-day part of a line managers role. Though business may have a formal appraisals process once or twice a year the importance of every day conversations should not go unnoted. Manning (2002) indicates that these strategic conversations can help mobile employees and deliver on future talent. There are several big companies such as Adobe, Microsoft and Deloitte that have already removed their appraisal systems in turn for these value adding conversations (Sarker, 2016). 
Gifford (2024) cites that appraisals are a holistic way of looking at employee's performance and whilst there has been a challenge over whether this process should remain, Gifford confirms that appraisals do remain a critical part of the performance management cycle. An article produced by McLain and Nelson (2022) confirms that employees are hungry for performance feedback and having insights on their performance and potential.. 
Although performance management is a vital part of line managers roles, they also have a critical role to play when managing capability absence. Absence can come in the form of short term or long-term absence and best practice would be for an organisation to have an absence management framework (Suff, 2024). 

Let’s take a better look at absence management.
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Description automatically generated] When considering employee wellbeing, there is a very topical theme around burnout. Young (2023) produces a report for the CIPD and 24% of employees surveyed indicated that their mental health was neither good nor poor, 4 % said it was very poor and 16% said it was very good. Ask the group what can line managers do to improve employee wellbeing, mental health and burnout?
Literature from Claeys et al (2024) cites that line managers should be able to recognise a change in an employee’s behaviour but with no rules or guidance around line managers and burnout how do line managers know how and when to support employees? Although there is little literature which indicates the support than line managers can offer employees suffering with burnout, information published by karakkainen et al (2018) indicates that line managers can support employees by:
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Description automatically generated] Go through slide discussing with the group the support you can give when an employee is absent. 
Ask the team to split into two groups and consider the following – Bob who is a welder has been off work with a bad back, you go to the pub on Friday night and see Bob there with his family having a meal. Surely Bob is lying about his back if he is at the Pub? What should you do?
Regroup and go through both answers – explaining the support you can offer Bob.
When considering managing an employee through absenteeism it is important to ensure that you are acting ethically, lawfully and effectively. If an employee has lots of sporadic absence it should be in line with ACAS (2023).
Literature from Russell (2009) confirms that it is important to manage absence, but you must also remember that everyone gets sick from time to time. Line managers should ensure that they remain diligent and consistency will be key in understanding if it is a genuine issue or if you need to follow a formal process and manage the employee's absence potentially through to Disciplinary. If you have concerns about the sincerity of an employee's absence, then it’s always best to address this with the employee directly. If employers are concerned about the sincerity of an absence particularly if it becomes a persistent issue, they may explore other options such as surveillance however business need to make sure they are not breaching the data protection act (2024).
The results of the literature produced by Karakkainen et al (2018b) also suggest that employers should educate employees such as line managers who are dealing with such cases, this ensures that at no point can this be used against you, and you can confirm that you have acted in line with relevant policies and processes. 
Performance management and Absence management take up a lot of line manager's time. It is important to recognise that this time spent can be seen as a future investment. By investing in employees through engagement, development, supporting through an absence the employee in turn should feel established and engaged within the team. Retaining top talent is hard for all businesses, Tomcikova and Coculova (2020) illude to talented people being the future of the organisation so the investment into employees surely is a necessity. Unfortunately retaining the best people is not always possible, some employees will not stay with a business regardless of what you do, but this data should always be measured. 
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Description automatically generated] Ask the team if they have ever tried to retain an employee from leaving or if they have ever conducted an exit interview?
Retention strategies are often overlooked in many organisations, however line managers do have a key part to play in ensuring employees want to remain in the business. Line managers and their ability to create Psychological safety within the workplace to include how they are going to support employees with a balance at work ensuring they are not feeling overworked which can lead to burnout, role modelling these behaviours creates trust within teams to knowing they are supported at work (McKinsey, 2021). If employees feel supported by their line manager this in turn will support with their commitment to retain with an organisation. 
An article produced by Patrick and Sundaram (2018), explains that exit interviews are a crucial data source and whilst employee turnover is natural it is costly to any business. By completing exit interviews, it allows an opportunity to see what you can change to ensure that you don’t lose more key talent. Agility is key when considering exit interviews, as business are moving into a technical era the use of technology in capturing this data could be significant.
Off the back of this data the analysis is just an crucial. Santhosh (2023) indicates that the data that has been collected can now be analysed to look for key themes and trends, reviewing if there are any root cause such as certain push factors that has caused the employee to leave corresponding to stress, lack of development or reward and recognition (Clark, 2022) for example, this data could also be benchmarked against other organisations with the industry to understand if the organisations still has a competitive edge. 
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Description automatically generated] Explain that we are now going to be looking at coaching and mentoring and ask the team if they have any experience?
With any form of people management there is an element of coaching and mentoring. Hayden (2023a) confirms that both coaching and mentoring are effective approaches to help employees with their development. Coaching aims to improve performance at work by focusing on specific goals where mentoring is when experienced employees share their knowledge with other employees to help them learn (Hayden, 2023b).
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Description automatically generated] Line managers have a key role to ensure they are role models for the organisation, this behaviour is known as observational learning or social learning when someone imitates what they have observed (XU et al, 2023). As Line managers there will be times where you will be a coach or mentor and sometimes both. A common coaching model is known as the GROW model. Grow stands for Goals, Reality, Options and Will and literature produced by Watts & Corrie, (2022) confirm that leadership coaching is critical for organisations. This model has been used since the 1980’s. Having a structured model allows the employee to have a touch point as they progress through the stages. 
Go through the slide with the group – asking for their thoughts?
The use of the GROW model could support with the employee development research has found that the GROW model is the most used model for supporting both behavioral and cognitive change (Panchal and Riddell, 2020). 
Coaching and mentoring are a crucial role for you as line managers. The behaviours which you demonstrate such as encouragement, emotional support and engagement with your employees creates a safe environment, one where employees feel they can trust and grow without judgement. This is known as Psychological safety and employees will openly share ideas, thoughts or even concerns with their leaders (Grean et al, 2019).
(Lee,2023) confirms that line manager should be the ones who are clear in the vision for their team be able to identify purpose and communicate goals to the team. Line managers should create autonomy amongst their team empowering them to think about the purpose and impact and how they reach the organisations strategic goals (Morris, 2021). Line managers should invest in employees and understand how to support with their performance. Line managers should actively promote inclusion and diversity within their teams allowing employees to feel valued within the team and promote a sense of belonging. Literature from Nachmias et al (2022) indicated that line managers have a critical role in managing diversity within their teams which should not be underestimated.  However, one of the biggest factors for consideration should be a line managers ability to be agile, they need to adapt their style and be in a position to embrace change and be prepared to continuously work on their Leadership skills.
Ask the group for their thoughts?
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Description automatically generated] Explain to the group that whilst they are a fundamental part of the organisation they themselves may need support.
Line managers should have regular meetings to discuss performance and linking their role to the organisational goals. Line managers are instrumental in being the advokes for the business and bridging the gap between with regards to people management (Quillam, 2024b). 
Line Manager can also use the BMS where all policies and processes are stored so if you are unsure how to progress with a situation, ensure you have the correct understanding of your role in that process.
However, if you are unsure of how you should approach a situation with regards to an employee you can seek support from your HR team to ensure you acting in line with legislation and the organisations Values – Proud, driven, respectful and proud (AGC, 2022).
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Description automatically generated with medium confidence] Explain to the group that we are at the end of the lunch and learn session and we are going to complete a quiz to make sure we have met our learning objectives. (Answers below)
1. No – Line managers are Integral to the process but not solely responsible for retention, everyone within the organisation has a part to play.
2. Driving performance of the team, managing absence, recognition within the team, Coaching and mentoring of the team, creating a positive workplace culture Etc
3. Line managers as soon as they are recognised. 
4. Whilst the line manager has a responsibility to manage performance ultimately the employee should be driving their own performance with appropriate support. 
5. Yes – to get factual information on how the business can improve to prevent further attrition.
6. Welfare calls, signpost to support such as EAP,  Occupational Health
7. Goals, reality, options and will
8. Their Line manager, BMS for policies and the HR function.
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Description automatically generated]
Explain that his is the end of today’s lunch and learn session.
Thank the managers for attending,  explain that you hope that they have learnt more about their role as a line manager. Ask them before they leave today, if they will fill in a quick survey user the QR code taking you to a microsoft form. There are a few questions but most importantly your honest feedback is important so we can continue to support continuous learning within the business. The last question on the form is a personal pledge from you  - one thing that you are going to change in your leadership following today’s session. 
Explain that there are some resources linked that will support with further enhancing on the topics discussed today and that you will send them on after today’s session. 
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Description automatically generated]
Check for questions amongst the group
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Description automatically generated] Thank everyone for attending and ask If anyone would like to speak to me after the session, please let me know. 
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Understanding the business
Employee Performance
Employee Wellbeing
Working Environment
Retention

Communication

N
\
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Performance Management

Conduct Vs Capability

How to manage performance within the
workplace
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*High degree of guidance
needed from manager

«Individual roles are
unclear

«Process usually not well
established

Tuckman’s Model

4.
Performing

*Understanding how team
decisions are made

*Purpose i clear, but team
relationships are blurry

*Relationships are well
understood in the team

«Commitment to team
goals

*Begins to work to
optimize team process

Carter (2014)
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Absence Management and Capability

How to support an employee
who is not well enough to
attend work.
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How to Support an Absent Employee [GRIFFITHS |

* Checkin —make sure you are in regular contact

*  Support — understand the situation and offer
support

* Occupational Health — if the situation is long
term you may want to consider seeking advice
from a medical professional.

* Recording the absence — ensure that as a line
manager you are fully aware of the situation.

* Return to work form — ensure that you are
following up with the employee upon their
return to understand what you can do to help
them.

* Reasonable adjustments — Under the Equality
act (2010) you may be required to make
reasonable adjustments for the employee
(ACAS, 2022)
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Importance of Exit Interviews

What are the
benefits of

conducting exit
interviews?
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GROW Model

What do we want to What is happening now?
achieve by the end What resources do we
of this meeting? havelneed?

What ideas can
commit to, who will we come up with
do it and by when? to achieve our goal?

Wilson (2021)
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What support is available to you? GRIFFITHS

ANYTHING IS
POSSIBLE WHEN
YOU HAVE THE RIGHT

PEOPLE THERE TO
SUPPORT YOU.

YourPositiveOasis.com
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Quiz Time [GRIFFITHS |

1. Are line managers solely responsible for retention within
the business?

bz 2. Name three things that line managers are responsible

oo for?

3. Who should flag performance concerns?

N T me t-o 4. Is there any point in completing exit interviews?

/ I \ 5. How can you support an employee who is absent form

work?

6. What are the 4 steps to the GROW model?

evaluate 7. What support is available for line managers?
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We need your feedback!

Resources

* Acas. (2016) Managing people. London: Acas.

*  Coaching for Potential - Podcast

*  https://www.ted.com/talks/simon_sinek_how
great_leaders_inspire_action?utm_campaign=t

edspread&utm_medium=referral&utm_source
=tedcomshare — Ted Talk
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Lunch and Learn

Line Managers Driving Performance
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Agenda oairrires|

Welcome 5 minutes
Icebreaker 10 minutes
Learning Objectives 5 minutes

o o8

Your role as a Line Manager 10 minutes

| Qunchs
Learn

Importance of Recognition 10 minutes )

)

o
25
s O3

Performance Management 10 minutes

.
TF

Absence Management 10 minutes %
Exit Interviews 5 minutes -—
Coaching and Mentoring 10 minutes -
Support Available 5 minutes
Quiz 5 minutes
Feedback 5 minutes
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