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	Timings
	Subject
	Duration



	0900-0920

	Introduction
	20 minutes

	0920-0930

	Future Themes, Values & Competence Framework

	10 minutes

	0930-1000

	Recruitment & Selection
	30 minutes

	1000-1015


	Break
	15 minutes

	1015-1045

	Performance Management
	30 minutes

	1045-1100

	Talent Development
	15 minutes

	1100-1115

	Career Planning & Succession
	15 minutes

	1115-1130

	Break
	15 minutes

	1130-1215
	BAM Comms, Systems, Support Dept
	60 minutes



	1215-1230

	Consolidation and Next steps
	15 minutes

	Toolkit



	SESSION


	NOTES
	

	Introduction 0900-0920
(20 minutes)

Show Slide

	Welcome to Day 1 of the Introduction to BAM Management Training course.

Introduce self and the group
Domestics

Fire, mobiles, breaks, lunch, timings, smoking, toilets
The BAM Management programme will run over the course of 12 months. You will get the opportunity to learn, reflect, apply your knowledge and embed the content as we move through the programme and you will find that a lot of our courses are interlinked in their messages for example Coaching, performance management and Employment Law. The programme has been structured to ensure that you develop as a Line Manager and know how to get the most out of your teams. Intranet will be used and feedback will be given from delegates to make it interactive.
The Introduction workshops will give you an overview of what is expected of you as a Manager within BAM Nuttall. 
Workshop One looks at the employee lifecycle through the eyes of the BAM Nuttall Management System (the “What”). This includes understanding our policies, procedures, systems and our ways of working. For example, what best practice looks like and ensuring that we are working in line with the company’s core visions and values.
Workshop Two looks at the skills required to support the implementation of these practices within the organisation (the “How”).  We will delve deeper into some of these skills throughout the course of the year.
Aims and Objectives 

So let’s have a look at our aims and objectives for the day. 

Aims

To support newly recruited/promoted or developing BAM Line Managers by providing you with the technical tools to effectively manage your team in line with the BAM Nuttall Management system and company values. 

At the end of the programme, delegates will be able to:

· Understand the BAM Nuttall Competency Framework and how it works in line with our Future Themes and Values
· Explain your role in the Life cycle of an employee 
· Describe the people/performance management processes that are in the Nuttall Management system.

· Understand Talent Development, Career pathing and Succession planning within BAM Nuttall

· Describe the Communication, Systems and Support Departments that are available. 
Icebreaker 15 minutes (10 to do 5 to feedback)
· Split the group into small groups using breakout rooms
· Ask them to discuss their experiences of being a manager both internally and externally.  Ask them to include how long they have been a manager (years) and how many people they are responsible for?
Groups to feedback to the room on their thoughts and feelings. 
Part 2
Facilitator to calculate how many years’ worth of experience in the room and the numbers for how many people they are responsible for.  Highlight the total number of years of experience in the room and number of people they are accountable and responsible for.  
Being a Manager brings both reward and challenges. You will have both. Its important to know that you need a balance of both and by managing your people with the tools we will provide you in this programme you should be able to get that balance right.

Accountability vs Responsibility 

Q: What’s the difference? 

The main difference between responsibility and accountability is that responsibility can be shared while accountability cannot.  Being accountable not only means being responsible for something but also ultimately being answerable for your actions.  Also, accountability is something you hold a person to only after a task is done or not done.  Responsibility can be before and/or after a task. 

Show slide- Lets look at the definitions.
Accountable (accountability)
· Someone who is accountable is completely responsible for what they do and must be able to give a satisfactory reason for it.
Responsible (responsibility)

· To have control and authority over something or someone and the duty of taking care of it, him, or her.
There has been a lot of information that has come out of our culture survey that highlight some clear factors in our statistics and in the anecdotal feedback from our colleagues. 

Show slides
· 24% believe their manager talks openly and honestly with them, and this is closely correlated with people suggesting their manager cares for them personally.
· 20% believe negligent or reckless behaviour is tolerated

· 41% disagree that there is an effective performance review process

· 91% feel proud to work at BAM
· Personal development is the biggest driver as to whether an employee will still be here in 5 years

· 2/3s of employee’s feel that they cannot talk to their manager if they are stressed

· 47% feel that their skills are not being utilised

· 80% believe the training they receive is of a benefit to them

· 51% think bad news is not communicated effectively
SHOW SLIDE- These are peoples words/phrases from the survey
These results have helped us put together this programme and as managers you can understand what your teams want and how they eel in their working life.
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Objectives

By the end of this session, delegates will be able
to...

“Understand the BAM Nuttall Competency Framework and how it
works in line with our company vision and values

“Explain your role in the life cycle of an employee

“Describe the people/performance management processes that
are in the Nuttall Management system.

“Understand career development opportunities and succession
planning within BAM Nuttall

“Describe the communication, systems and support departments
that are available.
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Accountability vs Responsibility
Accountable (accountability)
+ Someone whois accountable is completely responsible for what

they do and must be able to give a satisfactory reason for it.
‘cambridge Dictonary

Responsible (responsibility)
* To have control and authority over something or someone and the

duty of taking care of it, him, or her.
cambridge Dictionary
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	Competency Framework & Future Themes/
Values
0920-1000

(10 minutes)


	Now, we are going to look at BAM Nuttall’s Competency Framework…
Q. What is a Competency Framework?

A ‘competency framework’ is a structure that sets out and defines each individual competency required by individuals working in an organisation or part of an organisation. The term ‘competence’ was used to describe what people need to do to perform a job and was concerned with effect and output but we also need to consider the “input” into this model, described as the behaviour that lies behind competent performance. “What people bring to the job? Ultimately, job performance requires a mix of behaviour, attitude and action. 

Q. What experiences do you have of working with a competency framework, this maybe with BAM or a previous company?

Q. What is your understanding of the BAM Competency Framework?

The terms 'competency' and ‘competencies’ focus on the personal attributes or inputs of an individual. They can be defined as the Behaviours and Technical attributes where appropriate that individuals must have, or must acquire, to perform effectively at work.
Q. Why do organisation’s have a Competency Framework 

Competency frameworks are now often seen as an essential vehicle for achieving high organisational performance through focusing and reviewing each individual’s capability and potential. Moreover a competency framework can be a key element in any change management process by setting out new organisational requirements. Employer’s most commonly use competency frameworks with the aim of achieving the following goals:

· fair assessment programme

· enhanced employee effectiveness

· greater organisational effectiveness

· better analysis of training needs

· enhanced career management & talent development

· Supports the future direction of the business
Ask the group before showing the slide-

Q. What are our Behavioural Competencies? Type them in the chat box!
These are our values that we expect everybody in our business to support regardless of the activity or level of seniority. 

Predictable Performance -  Proactive Ownership  -  Scalable Learning  -  Open Collaboration

Go through each slide reading the Values. 

Discuss the next slide showing the middle areas making up L&M Comps, Values, Tech Comps, and Accountability and Responsibilty.
Leadership & Management Competencies
WE have a new set of 10 L&M Competencies which I can share with you today. These will go live hopefully in next few weeks. 
Give handout to each table and allow 5 mins to look through. 

Explain these will be added with a level to each role profile but until that happens you can still use this and pick your own level with for your team.

The rating works as the technical competencies of + - =.

Q. How would you describe our Technical Competencies?

These are the key skills that are required to do the job. Alongside those are a set of key activities that people will perform in their job roles. We refer those with BAM as our Role profiles. 
A CF is the backbone to all our people management and development processes and these are defined in our framework as:-

1. Recruitment and Selection

2. Performance Management

3. Talent Development

4. Career planning & Succession

This is the format of our day and we will work our way through each of those 4 areas. Before we do that there is one final layer to consider. 
Q. How does the framework so far support our Future Themes and Values?

Conclude with the full complete cycle. Your role is to work within the context of this framework as a BAM Manager.
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	Recruitment & Selection Part 1

0930-1000
(30 minutes)


	Let’s start with Recruitment & selection. Firstly, we need to understand what is involved with the lifecycle of an employee within BAM. 
Q. What do you think the stages involved in recruitment are?
At BAM, we have identified that there are 5 key stages involved with recruitment:-
· Attraction – We place a job advert
· Selection – We interview and choose our candidate
· Pre-boarding – We complete paperwork before they join
· On-boarding – We induct them into our business
· Exit – People leave our company and the process begins again
This sounds simple, however there are a number of processes and procedures that you will need to be involved with during this cycle.

Activity  15 minutes (15 to do 5  to feedback)

Words - Recruitment Activity
· Give them the words associated with each of the 5 stages on the slide and ask them to put them down in the area they believe they will fit.
Some stages are grey areas and could fit into others
We have now identified all the key processes, policies and procedures, now we are going to find out a little bit more about these stages
Activity  15 minutes
· Back into the group’s – they will now need their laptops

· They now have 15 minutes to research on Connect 

· Who are your key contacts?

· What is your role in the process?

· They will need to feedback to the group.
ATTRACTION-
· HR-Johnathan and Rebecca (job Advert)

· Employee Referral Scheme

· TUPE

· Engage Employees

· Equality, Diversity and Inclusion- Shelly – (Head of)

· Unconscious Bias and Employment Law

SELECTION-

· Interview Templates
· Levels 1-7 (hiring within levels 1-5)

· Recruitment Skills training- 1 day module

· Right to work checklist

· Benefits page

· Employee Handbook

PRE-BOARDING-

· HR Right to work

· Offer letter- HR provides this
· Drugs and Alcohol

· My BAM Nuttall Career

· Post Interview form

· CF Summary

ON-BOARDING-
· New Starter paperwork- HR sends out a pack to new employee

· Employee Handbook- on connect

· Company Induction- Invite sent out

· Local Induction completed by you as the Manager

· Beyond Zero- Invited to

· Holiday- on connect

· Risk assessment and Occupational Health- On Connect

EXIT-
· Staff Handbook

· Form around resignation

· HR- Info on disciplinary, employment law

Q. Now that we have done this activity, what do you think your role is going to be in this cycle and how does this relate back to the CF?

All of this is a part of your role and it is about ensuring that you are aware of the people, process, systems and resources available to support you. By following the process it ensures that we:-

· Recruit the right people, with the right attitude (Future Themes & Values)

· Complete the Legal requirements

· People are aware of the benefits available to them and you

· Adherence to company policies and procedures

· Great inductions retain our people

· Exit & Attraction process is a smooth transition
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	1000-1015
(15 minutes)


	Break

	

	Performance Management
1015-1045
(30 minutes)


	Now, we are going to look at the second part of the CF Performance Management

· Ask the groups to consider the following questions

What is Performance Management?
Why do we manage performance?

What people processes do we have in place to support performance management? 

A. PDR’s & Role profiles, System
Activity in two groups using breakout rooms- 15mins

Group 1-
Q. What are the benefits in completing PDR’s for your reviewee?
Group 2-

Q. What are the benefits in completing PDR’s for you the reviewer?

A1 You get the best out of people

· Makes you look good

· Improves morale, therefore performance

· Makes life easier

· High performing team is a critical measure of a managers success

A2 

· To have an effective collaborative discussion about performance

· To identify strengths and weaknesses

· To clarify expectations

· To resolve any issues

· To agree SMART performance and development objectives

· To monitor progress

· Setting the culture

· Ensuring it is continuous

· Not just a paperwork exercise

· Ensuring it is a 2 way process

· Honest and open

· Empowering – encouraging ownership of their own development and performance

· Making sure people know what is expected

· Agreeing SMART objectives

· Delivering on promises

· Creating opportunities

Introduce the next Slide

Three clear stages to follow before having the PDR. 

Q. What is the business planning phase? 
This is an awareness and the communication of the business objectives that you are working towards within your particular dept and how they relate back to your projects/division/company objectives in supporting our company visions. 

A lot can happen in a year, a reviewee might take on additional responsibilities, move project, department or team, in this time, in which case it is important to update their progress, revisit their performance objectives and development needs to ensure they remain relevant and record new conversations as they happen.

The role of line managers in implementing HR and Talent Management processes 

Line managers can make a significant difference to the following people management practices:

· performance appraisal and recognition

· training, coaching and guidance

· permission to learn in the right environment

· employee engagement (including involvement and communication)

· employee voice and communication – how easy it is for employees to discuss matters with their line manager

· creating and maintaining a learning culture

· Work-life balance and well-being.

These are all areas where, although the processes may be designed by HR, they cannot be delivered by HR. The line manager role is crucial to:

· enabling the HR policies and practices, or bringing them to life

· enabling learning solutions to happen

· identifying learning needs and embedding learning in the workflow

· acting upon advice or guidance from HR and Talent Management
· Controlling the workflow by directing and guiding the work of others.
Signpost- Advise delegates that we have BAM People Colleague Hub and the e-learning to complete for New Hire and Onboarding training. We also have Perform and Develop which is our new PDR system. The conversation hasn’t changed when having a PDR and it is what we should focus on. 
As you start to go through the modules you will be given all the tools and training required to hold a PDR and use the system effectively.
Any questions you might have should be kept and prepared ready for this module.
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	Talent Development
(1045-1100)

(15 minutes)


	 Now we are going to look at the 3rd part of the competency framework, talent development. 

Q. What does Talent Development mean?
Ultimately, it is 2 sided. It comes from the individual and the organisation. 
· How individuals manage their own talent development within and between organisation’s’. Essentially, this is their continuous professional development (CPD)
· How organisation’s structure and support people to develop the progress of their employees, which is linked to career planning and succession, which we will talk about in the next section.
Q. Why do you think that talent development is so important in a company? 
· Engagement

· Empowerment

· Motivation 

· Enthusiasm

· Being challenged

Q. What is your role as a manager in your team’s development?

You are a support to the employee as ultimately they need to take ownership of their own development but you provide the guidance through Mentoring & Coaching and support their learning from academic and training courses. 

Q. What if a member of your team does not want to develop any further?
It’s still important that we have an awareness of what an individual’s aspirations are and we need to understand that someone’s aspirations can change over the space of 6 months or a year. We also need to ensure that we cover any development areas within their role relating to their Technical Comps, L&M Comps and Company Values.
Q. What talent development opportunities do we currently have at BAM?

We have identified that there are lots of opportunities for us to support an individual’s continuous professional development. These are primarily with 

· 70:20:10

· Professional Qualifications

· Our Academy
Firstly let’s look at 70:20:10. Development theory generally states that people learn via the 70:20:10 method. 

Q. Has anybody heard of this? What does 70:20:10 represent?
70% - On the job

20% - Learning from peers

10% - Courses
Remind the group about the mentoring programme

As part of the BAM Management programme you will receive support from your Line Manager, we would like to also remind you of our mentoring programme. Mentoring is a brain to pick, an ear to listen and a push in the right direction. Our programme supports this through the development of inspiring and rewarding mentoring relationships that share knowledge and experience to help shape our future leaders. 

· As a mentee you will be provided with an opportunity to develop further by accessing a rich bank of knowledge and experience and the support of an informed and independent listener. 

· You may alternatively want to consider being a mentor to develop yourself further by sharing knowledge. 

Q. How could you use this development theory in PDR’s or when having career conversations?

It’s important to consider the different options when supporting people to plan their career. You can use this information when objective setting to ensure that there is a mix of learning. Each of these 3 styles work in collaboration with one another. I.E. You are on this course covering 10%, you will learn from coaching and mentoring or other line Managers around you. 20% Perhaps your biggest learning will take place when you get the opportunity to put everything into practise on the job with your teams. 70% All this combined =100% learning taking place. 
Show cycle of a CPD
Activity  15 minutes (10 to do 5 to feedback)

· Split the groups into two using the breakout rooms
· Give the teams a scenario each from the below
1. New to role and integrating them into the team
2. Happy in role but developing them in the role to support performance objectives/development needs.

3. Professionally qualified wanting to develop further

4. Keen to progress, developing competencies, thinks they are more capable than you do. 
· Each group to consider the self-development CPD and the 70:2010 theory as to how they can support the individual with each stage  

· Each team must report back on their scenario to advise others
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	Career Planning and Succession 

(1100-1115)

(15 minutes)


	Now we are going to look at the final part of the competency framework, career planning and succession 
At BAM Nuttall we want to support this and give everyone the opportunity to be able to progress their career if they so wish and provide the support and tools to make this happen. We have clearly defined roles and routes and progression isn’t always horizontal but vertical too. 

Career Planning Process

Feedback from the Culture Survey was that there is “A lack of clarity regarding what career paths are available and a lack of visibility and understanding of the career planning process”

We have introduced the Individual Career Plan to be offered to all as part of the Performance and Development Review process. 

Discussion and completion of new Career Planning Form to be conducted between reviewee and reviewer for those that want to during the PDR meeting. 

Input will be collated to produce Divisional and Departmental Career Plans – owned by Directors, shared with Talent Management which can and will feed into Succession Plans. 

Explain the next  slide as follows:
Remind managers of the “My BAM Nuttall Career” pages on Connect, also referencing that the Academy Guide is now online..  
Q. What is succession planning?

Succession planning is the process of identifying and developing potential future leaders or senior managers, as well as individuals to fill other business-critical positions, either in the short- or the long-term. In addition to training and development activities, succession planning programmes typically include the provision of practical, tailored work experience relevant for future senior or key roles. All organisation’s need to be able to find people with the right skills to fill key positions
While some jobs will always require specialists, there is a growing focus on identifying and developing groups of jobs to enable potential successors to be identified for a variety of roles. So jobs might be clustered by role, function and/or level so that the generic skills required for particular roles can be developed. The aim is to develop pools of talented people, each of whom is adaptable and capable of filling a number of roles. Because succession planning is concerned with developing longer-term successors as well as short-term replacements, each pool will be considerably larger than the range of posts it covers
Within BAM Nuttall, we need to be thinking about career planning within our divisions, projects and teams. 

Q. Why is it so important within our industry?

Because there is a high degree of organisation-specific knowledge in business-critical roles. Some commentators believe that leaders developed from within tend to be more successful than those brought in from outside. Career planning can help with retaining talented individuals as they are made aware of internal opportunities available to them to progress their careers.
Q. Has anyone got experience of succession/career planning?

This will be covered in your Think Potential module.
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	1115-1130
(15 minutes)


	Break 
	

	BAM Comms, Systems & Support Depts
1130-1215
(45 minutes)
	We have talked about the competency framework throughout the day and your role in working within this framework. However, you are not alone in this and there are plenty of support tools available to us, including where we can find out more information, the systems we need to use and people who can support us with everything else. 
Activity  45 minutes (30 to do 15 to feedback)

· Split the groups into 3

· They will need to complete a 5 minute presentation back to rest of the group around their topic area

· Ensure the group nominates a timekeeper and they allow time to consider their presentation to the group 

· They can use FC or PowerPoint if they need to do

· Ask the groups to research the following area

G1: Communication within BAM
G2: Systems at BAM
G3: Support Departments within BAM
Feedback group thoughts and conclude: We have covered a lot of ground today about BAM in terms of the processes, systems and support that you have available to support you in your role as a manager of people. 
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	Close
1215-1230
(15 min)
	Consolidation and Next steps for workshop 2
Before we leave let’s spend 10 minutes to recap on the key points from today

Q. Any questions
Confirm timings for tomorrow 
Thank you and close
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