Guidance on use of the Making Headway Scheme
Aims of the scheme

The key aims of the making headway scheme are as follows;

To ensure all staff are clear about their individual role and how this fits into LUU’s overall aims

To enable all staff to receive feedback on their performance 

To identify individuals’ training & development needs.

Who does which scheme?

The making headway scheme now comprises two schemes, Making Headway and Mini Making Headway.  It is recommended that all staff on Grade A2 and below utilize the new mini scheme.  Staff and their manager can mutually agree to use either scheme if they feel it is appropriate.  For example if a member of staff on a lower grade is responsible for supervising other staff or is in a trainee position then they may decide to use the full Making Headway scheme.  It is felt that this is more likely than a member of staff on a higher grade wishing to use the mini scheme however this is not to be ruled out and advice can be sought from the HR manager in this instance.

New starters, leavers and prolonged absences
If a member of staff joined LUU within 3 months prior to the time that the scheme is due to operate the manager & member of staff may opt, following consultation with the HR Manager, to delay the meeting for up to 3 months.  The second meeting however should then still be carried out according to the normal timing of the scheme.

If a member of staff is due to leave LUU within the next 3 months then they may opt in consultation with their manager to carry out only the review parts of the scheme and not the forward planning.  

In the event of a prolonged absence from work such as maternity leave or a long term sickness absence the meeting should be held as close to the original date as possible. 
Who conducts the meeting?
The individuals line manager will conduct the meeting.  Where clear line management relationships are less well established (e.g in areas where there are high numbers of staff such as cleaning and convenience retail) then the line manager in that department will be responsible for identifying which staff will meet with which supervisor.

One manager or supervisor should conduct no more than six meetings.

It is preferable but not essential that a manager has had his/her meeting prior to meeting with his/her staff. 

When the meetings take place

Meetings are to take place according to the following schedule.
Senior Managers should conduct their meetings during the first two weeks in June.

Line Managers should conduct their meeting during the second two weeks in June.

Remaining staff to conduct their meetings during the first two weeks in July.  
All meetings to be completed by the end of the second week in July and all paperwork to be submitted to HR by the end of July.  Meetings should be brought forward rather than delayed if holidays are expected to be an issue.

Meetings for term time only staff should take place during the first 3 weeks in January and all paperwork submitted by the end of January.

Statistics of meetings completed and paperwork submitted will be based on the two dates of 31 July and 31 January each year and will be made available to all managers.

6 Month Reviews.
The six month reviews of the plan should take place six months following the original meeting which should be December/January for all year round staff and June for term time only staff.  The six month review is a formal written review and is not designed to replace regular meetings where the plan is reviewed more informally.
Paperwork
In terms of paperwork all that is required to be submitted is the agreed one page plan and once this is received by HR the process will be marked as complete.  Copies of the preparation forms will also be filed as alternatives to the write up of the review.  The actions to go in the one page plan should be completed at the meeting preferably using a laptop where available or written in pen and (optionally) typed up afterwards.  Writing the plan is the key part of the meeting and it should be written in the making headway meeting itself not afterwards.  Forms do not need to be typed and can be written in legible handwriting.  Electronic copies of all the forms will be made available.

Confidentiality

Three copies of the one page plan should be produced.  One may be held by the manager/supervisor, one copy is to be given to the member of staff and one copy is to be submitted to the HR & Admin department for filing.  The one page plan will be available to the individuals line manager and also their manager’s manager.
Training

Training and briefing will be provided regularly as required this will be for both managers/supervisors and those in receipt of the scheme.  Staff should be allocated reasonable time during the working day to prepare for their meeting
Procedure

Staff should meet with their nominated manager or supervisor to agree the date of the meeting.  They should receive a copy of the self assessment form at this meeting.

A date for the return of the self assessment form is to be set which is 5 working days prior to the date agreed for the meeting.

The meeting is to take place.

The member of staff is to receive the written up one page plan no later than 5 working days following the meeting.

The final version of the form is to be signed off no later than 10 working days following the meeting.

The member of staff and the HR Manager are to receive a copy of the review & plan form no later than 10 working days following the meeting.

Disagreements

It is not anticipated that the scheme will give rise to disagreements between managers/supervisors and staff as it is intended to be a positive process.  

If however a member of staff feels that they have not been treated correctly under the scheme then they should raise a complaint under the grievance procedure.

