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(e Managers’ Orientation A
| Matter Workshop

\ Programme xxxx 201x

Session Aim: To enable team managers to effectively implement iMatter.

Session Objectives:

Know how to effectively use the iMatter continuous improvement model with your
team:

e Understanding the annual iMatter questionnaire.
e Getting your iMatter Reports and how to interpret these.

e Providing feedback to your team and developing your iMatter Team Action
Plan and Storyboard.

e Monitor and review your team progress.

Agenda: (timings depend on date and refreshment break is flexible)
Welcome, Introductions and Overview
Why? Staff Experience Context (Option — pre-course reading)
What? iMatter Continuous Improvement Model
How and When? Step by Step Guide to implementing iMatter Model
Summary: Role of the Team Manager in implementing iMatter Model
National and Local Board Support
Q&A

Evaluation and Session Close
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Managers’ Orientation

l Matter workshop:

Support Pack for Team Managers

J

1. | iMatter 20 Staff Experience Hard copy
Components linked to iMatter NHSScotland Staff Experience Continuous Improvement
guestions Framework/Staff Experience Components Mapped to
iMatter Questions [PPT - 640kB]

2. gHS dchtIand Staff Governance http://www.staffgovernance.scot.nhs.uk/what-is-

tandar staff-governance/staff-governance-standard

3. | Academic research to validate the Electronic link to this Report

iMatter Model (Final Report of NHS http://www.staffgovernance.scot.nhs.uk/monitoring-
Scotland Staff Experience Project) employee-experience/imatter/research-links/

4. | Further reading on the importance of | Electronic links:

Staff Experience in relation to NHS/ Prof Michael West at the Kings Fund and formerly

organisations performance and of Lancaster University Business School on

wellbeing. engagement, teamwork and culture -
employee-engagement-nhs-performance-west-
dawson-leadership-review2012-paper.pdf
Prof Derek Mowbray of Northumbria University,
engagement and wellbeing at work -
http://www.mas.org.uk/positive-work-
culture/wellbeing.html
http://www.staffgovernance.scot.nhs.uk/monitoring-
employee-experience/imatter/support-materials/
‘Diverse Voices and Employee Engagement’ by Ramya
Yarlagadda, Joe Dromey, Simon Fanshawe
http://www.ipa-
involve.com/resources/publications/diverse-voices/
A report by Lansons and Opinium, July 2015 ‘Britain at
Work’ http://www.lansons.com/download-britain-at-
work/

5. | Sample iMatter Team Report x 4 Hard copies included

6. | iMatter Frequently Asked Questions. | http://www.staffgovernance.scot.nhs.uk/monitoring-
employee-experience/imatter/frequently-asked-
guestions/

7. | iMatter Promotional Materials http://www.staffgovernance.scot.nhs.uk/monitoring-
employee-experience/imatter/communications-
materials/

8. | Board iMatter Implementation Plan Link to this electronically (insert local implementation
plan)

9. | iMatter Portal - online tutorials Using the ? help icon on the webropol portal

available for managers for navigating
the IT system.
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http://www.staffgovernance.scot.nhs.uk/downloads/1429093835-iMatter%20SE%20Framework%20and%20iMatter%20questions%20mapped%20to%20Engagement%20Indicators%20v2.ppt
http://www.staffgovernance.scot.nhs.uk/downloads/1429093835-iMatter%20SE%20Framework%20and%20iMatter%20questions%20mapped%20to%20Engagement%20Indicators%20v2.ppt
http://www.staffgovernance.scot.nhs.uk/downloads/1429093835-iMatter%20SE%20Framework%20and%20iMatter%20questions%20mapped%20to%20Engagement%20Indicators%20v2.ppt
http://www.staffgovernance.scot.nhs.uk/what-is-staff-governance/staff-governance-standard
http://www.staffgovernance.scot.nhs.uk/what-is-staff-governance/staff-governance-standard
http://www.staffgovernance.scot.nhs.uk/monitoring-employee-experience/imatter/research-links/
http://www.staffgovernance.scot.nhs.uk/monitoring-employee-experience/imatter/research-links/
file://hcimax/Common/iMatter/Managers'%20Orientation%20Workshop/employee-engagement-nhs-performance-west-dawson-leadership-review2012-paper.pdf
file://hcimax/Common/iMatter/Managers'%20Orientation%20Workshop/employee-engagement-nhs-performance-west-dawson-leadership-review2012-paper.pdf
http://www.mas.org.uk/positive-work-culture/wellbeing.html
http://www.mas.org.uk/positive-work-culture/wellbeing.html
http://www.staffgovernance.scot.nhs.uk/monitoring-employee-experience/imatter/support-materials/
http://www.staffgovernance.scot.nhs.uk/monitoring-employee-experience/imatter/support-materials/
http://www.ipa-involve.com/resources/publications/diverse-voices/
http://www.ipa-involve.com/resources/publications/diverse-voices/
http://www.lansons.com/download-britain-at-work/
http://www.lansons.com/download-britain-at-work/
http://www.staffgovernance.scot.nhs.uk/monitoring-employee-experience/imatter/frequently-asked-questions/
http://www.staffgovernance.scot.nhs.uk/monitoring-employee-experience/imatter/frequently-asked-questions/
http://www.staffgovernance.scot.nhs.uk/monitoring-employee-experience/imatter/frequently-asked-questions/
http://www.staffgovernance.scot.nhs.uk/monitoring-employee-experience/imatter/communications-materials/
http://www.staffgovernance.scot.nhs.uk/monitoring-employee-experience/imatter/communications-materials/
http://www.staffgovernance.scot.nhs.uk/monitoring-employee-experience/imatter/communications-materials/
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[ iMatter Reporting Governance ]

Healthy Organisational Culture

NHSScotland
*NHSScotland Report (aggregated from 22 Board EEl scores) and copy of each Board Report with Board EEl Scores
* Components Report highlighting areas of strength and potential improvement relating to the iMatter questions

BOARD (Chair) - Reporting through Staff Governance and Area Partnership Forum
* Team report (non execs)
* Board (organisational) report comprising aggregated EElfrom across the organisation
* Components Report highlighting areas of strength and potential improvement relating to the iMatter questions

CEO:
*Team report (Directors)
*CEQ Report comprising aggregated EEl score for all Directorates (except for the Chair's team)
* Board (organisational) report comprising aggregated EElfrom across the organisation
* Components Report highlighting areas of strength and potential improvement relating to the iMatter questions

DIRECTORS:
*Team Report
*Directorate Report comprising an aggregated EEl Score and individual Team EEl scores
*CEO Report comprising aggregated EEl score for all Directorates (except forthe Chair's team)
*Components Report highlighting areas of strength and potential improvement relating to the iMatter questions

TEAMS:

*Team Report including EEl score
* Accesstheir Directorate aggregated EEl score and report
* Components Report highlighting areas of strength and potential improvement relating to the iMatter questions

NOTE — iMatter Team Report, Team Action Plan and storyboard are NOT shared without permission of the team

iMatter Operational Leads will have access to all iMatterand EEl reports to provide support and
mentorship when required
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Visible and Consistent Leadership

Visible and Consistent Leadership

Sense of Vision, Purpose and Values

Role Clarity

Clear, Appropriate and Timeously Communication

Learning and Growth

| Matter

Performance Deve lopment and Review
Access to Time and Resources
Recognitionand Reward
Confidence and Trust in my management
Confidence and Trust in my manage ment
Listened to and Adced Upon
Listened to and Adced Upon

Partnership Waorking

Empowered toinfluence

Empowered to influence
Valued as an Individual

Effective Team Working

Consistent Application of Employment Policies and Proce dures
Performance Management
Performance Management

Appropriate Behaviours and Supportive Relationships

lob Satisfaction

Assessing Risk and Monitoring Work 5tress and Workload
Health and Wellbeing Support

Additional Question

Additional Question

Additional Question
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5Staff Experience Employee Engage ment Components

My direct line manageris sufficiently approachable
| feel senior managers responsible for the wider organisation are sufficiently visible
| understand how my role contributes to the goals of my organisation
| am clear what my duties and responsibilities are
| get the information| need todo my jobwell
| am given the time and resources to support my learning and growth
| get encugh helpful feedback on how well | do my work
| hawe sufficient support to do my jobwell
| feel appreciated for the work | do
confidence and trust inmy directline
| hawe confidence and trust insenior managers responsible for the wider organisation
| am confident my ideas and suggestions are listened to
| am confident my ideas and suggestions are acted upon
| feel involwved indecdisions relating to my organisation
| feel involved in decisions relating to my job
| feel inwolved indecisions relating to my team
| am treated with dignity and respect as an individual
My team works well together
| am treated fairly and consistenty
| am confident performance is managed well within my team
| am confident performance is managed well within my organisation

| get the help and support | need from otherteams and services within the organisationto do
my job

My work gives me a sense of achiewe me nt

| feel my direct line manager cares about my health and well being
| feel my organisation cares about my health and well being

| would recommend my team as a good place towork

| would recommend my organisation as a good place to work

| would be happy for a friend or relative to access services within my organisation
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EVERYONE MATTERS:

Implementing iMatter in NHS Scotland

Managers Orientation Workshop

Slide 2
What we will cover today

Aim: To enable team managers to effectively implement iMatter.

Objective:
Know how to effectively use the iMatter continuous improvement model
with your team:
* Understanding the annual iMatter questionnaire
¢ Getting your iMatter Reports and how to interpret these
* Providing feedback to your team and developing your iMatter Team
Action Plan and Storyboard
* Monitor and review your team progress
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Slide 3

iMatter Awareness
—

Sessions for Staff and

Managers

‘iMatter’
Questionnaire
Completed/
Managers briefed

¢ N
| Matter

Monitored & Received by
Reviewed EVERYONE MATTERS: Manager

2020 WORKFORCE VISION

~— —

Svaff Experience Continuous mprovement Cycle, Crowa Copyright 2013, Contd, i secior inf ionli under the Open Litense vl 0.

[ 4
| Matter



Slide 4
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Understanding your report
http://nhsscotland-sep.webropol.com

Slide 5

* You can access your reports directly from your home page dashboard - all
the reports that are available will be displayed here as direct links to the
report

Select Questionnaire

NHS Scotland iMatter Questio

100% 74%

Yearly Components.

+ Alternatively select the questionnaire and click on the view results tab

| STAFFEXPERIENCEPORTAL ) HOME

NHS Scotland iMatter Questionnaire =
TestTeam1, 22/02/2015 Manage team Action plan

Slide 6

Viewing reports

By clicking on the report links from the dashboard, or selecting the
View Results tab, you will be directed to the reporting page

* You will see tabs for all the reports that are available to you
* You can also download all the reports to PDF

e Team 1Manager @

X-por
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Slide 7

Your Team report will show the 100%
following: Response rte

* Your Team Response Rate
* Your team Employee

Engagement Index (EEI) - the 74%
colour of the EEI is reflected in Empisyes Engagement Incex
the thresholds key below each o v

chart

* The report will also show the
NHSScotland Staff Governance
Strands which underpin the
iMatter Continuous
Improvement Model

Slide 8

You will also see 3 sections in

your report which are:
« Experience as an individual

« Experience within your Team ===

« Experience within your
organisation

¢ You will see the averagescore ~~ 7"
for each question within each
of the 3 sections

* The colour of the score is
reflected in the threshold key
below each chart

s HEEESHEEER:

Slide 9

* The thermometer shows the
Team average for the overall
experience of working within
your organisation

* The final table shows the
benchmark overview of your
directorate - you can also
access your aggregated
Directorate report for a more
detailed Comparison by EEI number for tzams In the same directorate

clicking on the Dlrectorgte eree [ o« DEEEEEEE
report tab in your reporting Numer o Teams 2 0 0 0 2

Percentageof Teams 100% 0% 0% 0% 100%
screen =
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Slide 10

The Directorate report

i Matter
= All Teams will receive a copy of their
Directorate report as long as your
Directorate has also achieved a
response rate of 60% —

» For teams who receive a report, this
can be used for comparing your
team feedback with your overall o
Directorate and use this for 72%
benchmarking

- If you have not received a report this =~~~
is an opportunity to see a report and
consider using this when shaping
your action plan with your team

Bells|

Slide 11

Yearleromponents Reports

attor Quesins St e ca Erpioves Ergaperent ArgeRecorse
Comporerss s

F
2
L |

* The yearly components table
shows the 28 questions which
are marked to the 20 Staff
Experience Components
which are linked to the 5
Governance Strands

= The report shows the average
score received for each
component

« The colour of the score is
reflected in the threshold key
below the table

= You will eventually be able to
see a table with up to 5 year’s
improvements and
comparisons

IIIII : ‘IIIIIIIIIIIIIIIIIIII s
iR ]

Slide 12

“So now that we've dealt with the last
lot of staff who gave me negative
feedback, I'm really keen to hear
your honest feedback about working
in this team...”

Go to questions ‘

[ 4
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Slide 13 Table Top Discussion:

Consider the sample iMatter Team Report and
discuss the following questions:

1. What does this Team Report tell you?

2. How can you practically get everyone in your
team together to discuss the Team Report

3. How will you identify areas to action?

i Matter

Slide 14 Action Plan

= You will have 4 weeks to feedback and reflect on your report prior to your Team Action
Plan being completed

= You can access the Action Plan directly from your home page dashboard by clicking on
the Action Plan icon

Team 1Manager= @

100% 74%

- Alternatively select the questionnaire and click on the Action Plan tab.

STAFF EXPERIENCE PORTAL ) HOME

NHS Scotland iMatter Questionnaire

-
TestTeam1,22/02/2015 Manageteam  View results

iMatter Action Plan Slide 15 -

Step 1: Read guidance
Step 2: Action plan
Team name: Team Nessie (David McDonald's Team)

What we do well

Area for Improvement Desired Outcome Actions Responsible for Action Plan and Target
g 2

= who and when

y ) (pui
1

2

3

Step 3: Record of Progress

Area for Improvement Progress Made

1

[ 4
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Slide 16 iMatter Team Action Plan

http://nhsscotland-sep.webropol.com

Complete the Action Plan with your Team Members
iMatter Action Plan « Identify what you do well — this is a mandatory field®
Identify up to a maximum of 3 areas of improvement, 1 area of improvement is
mandatory
Up to a maximum of 3 desired outcomes and actions, 1 desired action is
mandatory

guidance

Assign responsibility and specify a completion date

Aceafor imorovement

Ousired Oteoma Actons o
(palled through to Storybosrd) (ped through to Storybosed) s Complete action plan &
create storyboard: You
can not click this option
unless the mandatory
fields are completed. No
further changes can be
made to the Action Plan -
the storyboard and record
of progress are generated.

Slide 17

= If you have not received a Team report
you will not be able to access the Action NHS help
Plan from the system

« You can print an action plan template from

your iMatter account under the help icon
in the top right of the screen which

Manual

CEO Manual

includes Guidance on creating an action Directorste
plan Team Managers Mana
Action Plan Template Blank
= You will also see some sample reports Sample Report 1
which can be used to discuss with your i“"“'?p'f“’;’“
. h ctionPlan Sample
Team - which area they think they do well iMatter Components
and also which areas they feel some
improvement would benefit them as a Instructional videos
team Viewing team reporting

+ This should be completed with the Team o _]
and kept within the department

* At the moment this cannot be saved onto
your iMatter account

Slide 18

Storyboard

» As soon as you click on Complete Action Plan and Create Storyboard, the
Storyboard will be generated

* You can access the storyboard directly from your home page dashboard by
clicking on the Storyboard icon

TAFF EXFERIENCE HOM

Select Questionn:

naire for Team: T

100%  74%

+ Alternatively select the questionnaire and click on the Storyboard tab.

ST Team 1Manager~

NHS Scotland iMatter Questionnaire _
TestTeam1,22/02/2015 Manage team Viewresults  Action plan

ERENCEPORTAL ) HOME

[ 4
| Matter
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Slide 19

Storyboard — Step 7

NHS Scotland iMatter Questionnaire
Team Nessie. 16/0212015 Menageteam  Viewresus  Acuenplan  Storysoara

ipor

i Matter

Matter Storyboard

eekly upaated of any new o

Impsct an our ownwork

effecavely.

Slide 20
Storyboard

88%

Employee
Engagement Index

Overall, working within my Orgen

Responses count: 2

Experienca_0

Slide 21 jMmatter Team Action Plan - Progress

http://nhsscotland-sep.webropol.com

= Once the Action Plan is completed and a storyboard is
generated, Teams can keep a record of their progress

= This should include the results of the action taken and the
date the progress was completed

= Once all progress
has been logged
Team managers
can complete and
Lock the action
plan.

= No further
changes can be
made to the action
plan.

Step 3: Record of P

Arsaforngrovement Pragress Mase

14



Slide 22 [ iMatter Reporting Governance ]
[ Healthy Organisational Culture ]
NHSsScotland

*NHSScotland Report (aggregated from 22 Board EEl scores) and copy of each Board Report with Board EEl Scores
* Components Report highlighting areas of strength and potential improvement relating to the iMatter questions

BOARD (Chair) - Reporting through Staff Governance and Area Partnership Forum
* Team report (non execs)
* Board (organisational) report comprising aggregated EEIfrom across the organisation
* Components Report highlighting areas of strength and potential improvement relating to the iMatter questions

CEO:
*Team report (Directors)
*CEQ Report comprising aggregated EEl score for all Directorates (except for the Chair’s team)
* Board (organisational) report comprising aggregated EElfrom across the organisati
* Components Report highlighting areas of strength and potential improvement relating to the iMatter questions

DIRECTORS:
+Team Report
*Directorate Report comprising an aggregated EEI Score and individual Team EEl scores
*CEO Report comprising aggregated EEl score for all Directorates (except for the Chair’s team)
*Components Report highlighting areas of strength and potential improvement relating to the iMatter questions

TEAMS:
+Team Report including EEl score
* Access their Directorate aggregated EEl score and report
* Components Report highlighting areas of strength and potential improvement relating to the iMatter questions

NOTE - iMatter Team Report, Team Action Plan and storyboard are NOT shared without permission of the team

iMatter Operational Leads will have access to all iMatter and EEl reports to provide support and
mentorship when required

Slide 23

Directorate Report 2015 Chief Executives Report 2015 Yearly EEI Yearly Response Rates Yearly Components

X por

€
| Matter

Yearly EEI

Team name here

EEl numbers and improvement from last year

2015

Team EEI
Team1
Team 2
Team3
Team 4.
Team 5
Team 6

Directorate

-Suive&()cluhm!e 51% -66% Monitor to Further Improve

Slide 24

iMatter Awareness

Sessions for Staff and \

Managers

‘iMatter’
Questionnaire

Completed/
Managers briefed

¢ N
| Matter

Monitored & Received by

Reviewed EVERYONE MATTERS: Manager
2020 WORKFORCE VISION

Svaff Experience Continuous mprovement Cydle, Crown Copyright 2013, Contains public secior i i under the Open License v1.0.
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Slide 25

i Matter

National Support/Information:

iMatter Web-based Resource within NHS Staff Governance
Website: http://www.staffgovernance.scot.nhs.uk/improving-
employee-experience/

Contents:

Frequently Asked Questions
Case Studies

Staff Experience Toolkit

iMatter Portal — online tutorials available for managers for
navigating the IT system.

Slide 26
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Local Support/Information:

iMatter Operational Lead and Administrator:
Name

Location

Email and/or telephone extension

Board Administrator:
Name
Email and/or telephone extension

Learning and Organisational Development :
Email and/or telephone extension

Slide 27
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Local Support - Team Effectiveness
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Slide 28

&
| Matter
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I = N
EVERYONE MATTERS:

Any questions?

Thank you

[ 4
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The Yearly Components table below will be included within your Team Results Reports to highlight areas of strength and potential improvement
relating to the Staff Experience Components.

Average
Staff Experience Bespoke Questions Staff Experience Employee Engagement Components Resp-n:se
Percentage

1 | s Clear wihat ey dastie= e responsibil ities e Fosbe Claw vy BE%

Q28. | would be happy for a friend or relative to access services within my organisation Additional Question TE%

19 | would mecosmemeersd my e s @ pood place 1o work Mt vl [ - TE%

Q20. | understand how my role contributes to the goals of my organisation Sense of Vision, Purpose and Values T6%

Y4, Ry clirect line manager is sufficiently approschals e — B

P | ferel senior masnagers respornes ible for thes vwidees orgaeni =t ion e saufficiersly visible

13, | feel my direct line manager cares about my health and well being Assessing Risk and Monitoring Work Stress and Workload T3%

F12 My work Eives me & serece of aclhiewsmern Jrls Sl acirem T2%

Ql8. My team works well together Effective Team Working T1%

2 | gt thee i (- | ot oo wvy ok vl | Chraw, Nggeege st sl §irereesty o m—m - TO%

027. | would recommend my organisation as a good place 1o work Additional Question BO%

. | e wresastescl writh dlignity anmd nespeect e o indivi desal Wi I S bbreie 68%

Q15. | have confidence and trust in my direct line manager — T R e i et =

023, | have confidence and trust in senior managers responsible for the wider organisation

09 | aam wreated Fairly and consispently Comnnirmt Applicstien of Frapleyrscm Peolces sl Prscrsiee e 623

Q1. | feel my organisation cares about my health and well being Health and Wellbeing Support 58%

‘ﬁl.g:xhlp“wlmﬂmmmnﬂmg&whﬁlnmg@nﬂlm & - —_— o : a =zag

Q16. | feel involved in decisions relating to my team

Empowered to influence 57%

Q7. I feel involved in decisions relating 1o my job

7. | sen confidert perfosrmnance is managed well within ooy teasm —

% | e confident pesfonmassce is managed wel | vwithsin oy ongaeni s=tion

Q3. 1 am given the time and reSources 1o SUpport my learming and growth Learning and Growth 54%

O | harer sasfTicient sagpon 1o do mmry job weel | Arors e Tawe ol Ressssoes 54%

Q11. | feel appreciated for the work | do Recognition and Reward 53%

0. | pet enoasgh helpful feedback on how well | do ey work Folmrasscr [vrbeprares sl Howsrwy 52%

Q5. | am confident my ideas and suggestions are listened 1o to and Acted Upon 0%

Q6. | am confident my ideas and suggestions are acted upon _J',

g | el ol i checi=i I T Iy O i St o PaETEcyiiagy Wiy iy / 39%
The average response percentage for each of the 20 Staff The Staff Experience Components will be ranled in order,
Experience Components will be collated and displayed ina highlighting the threshold each of the Components sit
table mapped to each of the 28 questions. within. 18
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[ Example Agenda/ Process for Team Feedback Session: ]

1. Welcome and Overview

O O O O

Welcome

Check understanding of iMatter

Purpose of team feedback session

Teams’ hopes and fears for Session

Ground rules for how we will work effectively today (including
confidentiality around sharing Team Report and content of discussion).

2. IMatter Team Report Discussion
Provide copies of Team Report and discuss in pairs/ small groups/ full team:

c O O O

What does our response rate tell us?

What does the overall EEl score tell us?

What areas are suggested as strengths (green/yellow)? Do you agree?

What areas are suggested as improvement areas (amber/ red)? Do you
agree? 19



[ Example Agenda/ Process for Team Feedback Session: ]

3. The Team Action Plan

O
Q

O
O

Refer to guidance (video supportis available)

Prioritise our strengths and improvement areas (discussion or using
votes/stickers etc.)

Agree key strengths (minimum of 1)

Agree key improvementareas (maximum of 3)

4. Next Steps and Close

O

[ 4
| Matter

Confirm team manager will input agreed strengths and improvement
areas. How will team members get a copy?

Discuss storyboard and how the team will see this.

Discuss roles/ resource needs to maintain strengths and work on the
improvement areas.

Agree how/when will monitor Team Action Plan.

Remind team that this is annual process.

20



Using the€®) guidance on the webropol portal

<« C' O nhsscotland-sep.webropol com/ER

T Do you want Google Chrome to save your password? | Save password l [Never for this site

MNHSvideo help

land Team managers
Entiute seicied team memoers

Y02 e A b oA ek G et P

on|

I

_ommonhealth

21
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iMatter Action Plan

Step 1 (Section 1)
Identifying Areas for Celebration and Improvement through team discussion around your report - (this was developed as a guidance section for
managers when creating the team action plan).

This may be useful for those managers / team leads that do not regularly have team development discussions with their teams. If you would
like support with this please contact your iMatter Op Lead or Board Administrator (or L&OD Department where appropriate).

A Suggested Process to identify your team priorities

1. Draw a road/river on paper, preferably in poster format and landscape. On left of page, indicate this is where the team currently are. On
right hand side, indicate this is the team in the future.

2. Ask team what a good teamworking experience feels like. They should consider team behaviours, relationships, tasks, performance etc.
(Prompt questions could be developed for this task). Comments should be displayed on the right hand side of the road/river map— the “future
state” for our team.

3. So where is your starting point for your team on this journey? Before discussing your report each person is given a sticker/post-it note and
asked to place the sticker on the road to show where they believe the team is on its teamworking experience journey. Take note of the
differences/ similarities in views.

4. Your team should now review their report — this is the starting point in your journey. Using the Yearly Components report, available as part
of the team report, can be very helpful for this discussion.

5. It is important for the team to recognise its strengths. So based on your report / yearly components what should the team celebrate and
continue to do? Team to discuss and record responses on flipchart (use post-its?).

6. The team should now identify the top three areas they would like to celebrate and continue. A sticky dot / tick exercise can be used for this.
Your team should then agree a statement describing one area of success/strength which should be recorded in the Team Action Plan in the
- box ‘What we do well’. This will be pulled through and feature on the storyboard when entered on the portal.

7. The team should now identify those areas they would like to improve.
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8. Once the main components are identified the team must now decide which of these areas they will use as the basis of the team action plan.
It is recommended that each team prioritises no more than three on which to focus. Each team member is given five sticky dots / ticks to
prioritise the improvement areas (components) on the flipchart they would like the team to focus on. Each team member can choose to place
all dots / ticks on one area or to select up to five different areas.

9. The team have now identified a maximum of three areas they would like to prioritise. This information in the form of a brief description i.e.
training, communication, SMT visibility, team working etc should be transferred to the Team Action Plan in the first box ‘Areas for
Improvement’ and will be pulled through to the progress notes section and the storyboard.

10. For each agreed ‘Area for Improvement’ the following should be completed in the Action Plan (see example below):

In the ‘Desired Outcome’ box
e When our actions are complete what improvements will the team expect? What will this look like?
In the ‘Action’

¢ What actions will we take as a team to make an improvement? Your team may wish to identify more than one action per improvement
area.

In the ‘Responsible for Action and Target Completion Date’ box

e Include who will be responsible for taking action. Responsibility for an action can be shared by several team members. Target
completion date should be realistic — remember the improvement plan will only span an 8-9 month period.

11. Progress Update. It is important that you and your team stay focused on achieving the agreed actions therefore these should be discussed
and updated regularly e.g. quarterly. Progress against each action should be entered onto iMatter Action Plan in the progress update section.
(Managers not receiving a report will enter this on the action plan template saved in department files either electronically or on paper.)
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iMatter Action Plan

Step 2: Action Plan

Team name: Team Nessie

What we do well:

The team have a good working relationship and we support each other to ensure we can get our work done effectively.

Area for Improvement

Desired Outcome
(pulled through to storyboard)

Actions
(pulled through to Storyboard)

Responsible for Action
Plan and Target
Completion Date —who and
when

1 Training & development

Appropriate training to help team members
to understand their roles better and what is
required from them.

Conduct a Training Needs Analysis for
team members, which will identify any
skills gaps.

Team Manager, End April
2015

2 Communication between the
team

Be more up to date on decisions affecting
the team so we all have an understanding of
what is required from all team members

Hold regular weekly meeting to keep
team member updated of any new or
outstanding issues

G McGuire 30/03/2015

3 Communication between other
teams

Communicate more effectively with other
teams, especially since this often has a
direct impact on our own work

Identify the 3 core teams we work most
closely with so we can commence a
more effective communication strategy

J Graham, end March 2015

Step 3: Record of Progress

teams.

agreed to hold joint monthly meeting to discuss issues affecting the

Area for Improvement Progress Made Date

1 Training & development TNA conducted team wide over 2 week period. Training identified 17/04/2015
options to be discussed with HR/L&OD.

2 Communication between the team Team meetings held each Monday. Full notes kept and sent to those | 09/03/2015
unable to attend so they are fully informed.

3 Communication between other teams Identified 3 main teams we work most closely with. Team managers | 17/04/2015
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