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Quest 2016 – People 2

Team and Skills Development 

Self Preparation Form
Issue 6 -  August 2016
Outcomes

· There are sufficient staff who are trained and qualified to deliver the standard of service promised to the customer

· Succession planning is an integral part of staff development in achieving the organisation’s objectives

· The management style demonstrates the ability to communicate and motivate staff at all levels, whilst encouraging regular feedback

· The professional development of staff allows for the progression of individuals and the achievement of the organisation’s objectives

· Staff possess the knowledge, skills and competency required to deliver a consistently high standard of service to the customer

	Challenge:

	Example of Best Practice:
	What do we currently do:
	What action can we take:


People 2 – Team & Skill Development
Guidance Notes
	Challenge:

	Heading:
	What do we currently do:
	What action could we take:



	MV QUESTIONS
	
	
	

	Staff are carrying out their duties in a professional manner
	· Staff appearance
· Sufficient and visible staff on duty
	
	

	Do the staff work as a team and appear to be well managed?
	· Team member supervision and behaviour
· Staff proactively carry out their duties

· Staff communication methods are in place
	
	

	Are the activities delivered well by staff, including the standard of coaching and instruction?
	· Are staff delivering sessions and activities in a professional manner?

	


	

	PLAN
	
	
	

	How do you plan your staffing to deliver a well-managed service?
	· Procedure and policy systems 

· Staff development business objective(s) including succession planning
· Leadership and management training
· Recruitment planned and linked to objectives

· Recruitment planned in advance

· Recruitment routes and succession planning

· Apprenticeships

· Supervision levels
· Shift and availability planning

· Staff inductions

· Individual training needs of staff
· Training Needs Analysis
· Programmes for further qualifications
· Specific job roles essential training

· Appraisal and personal development plans
· Volunteers and work experience

· Workforce planning with partners to consider needs of the area

· Communication policy
	
	

	DO
	
	
	

	How are you kept up to date and informed? (Challenge for the staff)
	· Methods of communication
· Staff informed of performance

· Staff Meetings

· Performance reviews

· Staff consultation, survey forums

· Staff handbook

· Staff forum
	
	

	How are you trained? (Challenge for the staff)
	· Induction and refresher training
· Aims and objectives included in induction
· Training plans
· Training records

· Mandatory training and key qualifications
· Industry recognised qualifications 

· Statutory training for all roles

· Qualifications displayed 
· On-going training

· CPD opportunities for all relevant roles
· Leadership, management and succession planning training

· Partnerships with training providers

· Professional body membership

· Competency tests

· Staff development
· Procedures and policy systems
	
	

	What processes, procedures, regulations and legislation are you aware of that inform the delivery of a highly trained team? (Challenge for the manager and staff)
	· Human resource policies
· Standards for Safeguarding and Protecting Children in Sport (NSPCC 2002)

· Disclosure and Barring Service(DBS)

· Legislation and working time directive (WTD)

· External quality standards

· HSE guidance

· Equality Act

· External club requirements

· Sector Skills Council
	
	

	What resources are allocated to ensure the staff is knowledgeable professional and friendly?
	· Staff budget and training and development budget

· Staff efficiency exercise

· Volunteer development

· Apprenticeships

· Programmed planning for cost savings

· Multi skilled staff
	
	

	How do leaders promote innovation/creativity/enterprise and develop high morale?
	· Vision and role models

· Management style and culture defined

· Individual and team performance positively managed

· Goals, roles and responsibilities and personal development plans defined 

· New ideas from staff encouraged
· Recognition
	
	

	MEASURE 
	
	
	

	How do you measure?
	· Resources and efficiency measures

· Performance indicators around productivity and engagement

· Staff retention and sickness levels

· Training evaluation

· Training attendance

· Staff satisfaction surveys 

· Individual staff development measured 
· Achievement of staff performance reviews 

· Competency tests

· External awards
	
	

	REVIEW
	
	
	

	How do you review what you measure?
	· Business plan objective 

· Budgets review

· KPIs

· Training plan updated

· Training plans changed where relevant
· Training needs analysis compare to actual training
· Staff satisfaction survey results

· Ongoing review of objectives within staff performance reviews
· Non-attendance at training

· Procedures and polices
· Staff performance management                        
	
	

	IMPACT
	
	
	

	Has what you have made a difference?
	· Business plan objectives

· Career development

· Up-skilling staff assists in meeting needs of the local community

· Participation improvement
· Commissioning projects and funding

· Partnership work

· Effective training delivery

· Attendance at training improved
· Staff retention

· Staff surveys

· Staff training opportunities

· Changes to the programme

· Increased participation

· Less disruption to the service

· Benchmarking 
· Customer feedback
· Mystery visits
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