Checklist to promote good supportive management
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	The supportive manager:

	Communication
	· Has clear, regular two-way communication with staff (including formal meetings) 

· Creates the opportunity for informal discussions 

· Shares information 

· Asks for staff opinions and contributions 

· Has face to face meetings

· Communicates and discusses team objectives, mission and values 

	Notes
	

	Feedback
	· Gives regular, positive and constructive feedback

· Gives recognition when job is well done

· Recognises and praises individual or group achievements, hard work and efforts

· Gives supportive and constructive criticism when required

	Notes
	

	Mentoring
	· Utilises employee’s abilities

· Supports and recognises their staff in meeting with his/her own managers

· Ensures that individual credit for good work is acknowledged in meetings with more senior management 

· Expresses confidence in staff member’s ability to do a difficult job well 

· Helps staff members learn from mistakes

	Notes
	

	Allowing autonomy
	· Encourage staff members to make decisions on their own

· Encourages independent work

· Lets staff members do the work from start to finish where ever possible

	Notes
	

	Facilitates work
	· Makes sure that staff have the tools/equipment/training needed to do the job

· Encourages appropriate training of staff

· Is available to answer questions and provide guidance

	Notes
	

	Recognise staff as individuals
	· Have time for individual members of staff

· Provides opportunities for staff to discuss their concerns

· Listens sympathetically to their concerns and take action about these concerns as appropriate

· Prepares staff for proposed changes in staffing, work tasks and responsibilities

	Notes
	

	Planning
	· Thinks through the impact of their actions and decisions on staff for whom they have responsibility

· Understands and is sensitive to the ebb and flow of the workplace in terms of staff movements, workload changes and fluctuating external demands.

· Plans for fluctuations in workload in advance. Does not go from “crisis” to “crisis”

	Notes
	

	Recognise that staff have a life outside work
	· Makes it easy for staff members to rearrange their job schedule, subject to work priorities

· Allows staff members to take advantage of flexible work arrangements

	Notes
	

	Treats staff fairly
	· Treats all members of staff fairly and promotes equity

· Recognises and deals sensitively with cultural and other differences

· Does not let personal dislikes or prejudices influence support for or acknowledgement of staff

	Notes
	

	Work design
	· Has clear roles and responsibilities for their staff which they understand and work to 

· Regularly reviews known work pressures such as excessive workload, tight deadlines, staffing levels, and need for staff skills development 

· Identifies jobs where stress has been or is a problem and sees what can be done to reduce the risk of stress to staff

· Ensures that instructions and requests to staff are clear and are not conflicting 

· Where possible, ensures staff have some control of their work tasks and that their work has variety. 

	Notes
	

	Health, safety and welfare
	· Takes health and safety seriously 

· Where there are relationship problems, tackles these early, identifies issues and agrees the steps to try and resolve the matter 

· Visit s staff in their workplace 

· Knows how long their staff work

· Encourages staff to take their full entitlement of holidays each year

· Provides as good a work environment as possible with the appropriate equipment to do the work efficiently

	Notes
	


