	
	









	
	


GUIDELINES FOR EFFECTIVE LINE MANAGEMENT[image: ]


The Working Relationship

Good line-management is built on trust and a professional relationship between the employee and the manager.  Confidentiality must be maintained unless there is a legitimate reason for sharing information. This may include reporting to the Minister or Church Secretary etc. if there are any causes for concern including any HR or employee relations issues or where something perceived to be unlawful or unsafe has occurred.

There needs to be agreement between the employee and the manager about objectives and work that needs to be completed and the timescales for the completion of work.

It is important that the employee feels valued and that their work is appreciated. This requires good engagement from the line manager.

The line manager will have responsibility for ensuring that opportunities for development are created and explored through interesting and varied work and that training and development needs are identified and met wherever possible to ensure on-going professional development.
 
The line-manager needs a good understanding of the role of the employee and what their challenges might be.

 Everything needs to be underpinned by mutual respect. 

The provisions in this document are most relevant to a traditional line manager/ employee relationship.  There may be instances where there are slightly different arrangements such as a Management Committee.  In such circumstances it is the broad principles of this document that will apply.


Practice  

The line manager is responsible for making contact and scheduling regular one-to-one meetings with the worker. There is a pro-forma available for these. The meeting should focus on the welfare of the employee, progress against objectives and the workload. This should be a quality 2 way conversation with any requirements for support being identified and either provided by the Line Manager or sought from elsewhere as appropriate.

The line manager will be responsible for arranging and conducting an annual appraisal meeting and for setting objectives for the coming year during that meeting. This will also be an opportunity to review performance over the past year, recognising achievements and identifying areas for development and any training needs.  Objectives set at this meeting should be SMART i.e. Specific, Measurable, Achievable, Realistic/Resourced and Time-bound. When conducting the annual review Line Managers may wish to consult with appropriate colleagues within the church with whom the employee interacts in the course of their duties in order to receive feedback on their performance.

The Line Manager will be responsible for attendance management and holding review meetings with the employee where the level of attendance / sickness absence becomes a cause for concern. 

Requests for Annual Leave or Time off in Lieu should be submitted using the Absence Request Form and given to the Line Manager who will then notify the employee of the decision. 

The Line Manager will need to familiarise themselves with the relevant documents and policies and procedures.  The key documents are:

· The Contract of Employment / Statement of particulars

· The Employee’s Job Description

· The Key policies in a Staff Handbook – the Handbook contains all relevant policies and procedures for employees. 

· All relevant pro forma documents e.g. Probation Review Form, Absence Request Form, 121 pro forma, Annual Appraisal paperwork etc. 

Line Managers will have a role in the induction of new staff.


Support for Line Managers

There is an expectation that if there are any issues identified with an employee that these are raised in a timely manner with the Church elders.  
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