BEING A BUCKINGHAMSHIRE MANAGER

MANAGER
ESSENTIALS
WORK BOOK

WELCOME.
The following pages are designed to give you a summary of everything
you, as a manager at Buckinghamshire Council at any level, in any
service, need to know and stay up to date with, and the resources and
training available to help you to do that.
As well as guiding you through the manager day-to-day basics, this
workbook takes you through our LEADER framework, which breaks
down our behavioural expectations for our managers, and what it takes
to become not just a manager, but a leader.
If you’re new in a management role, whether it’s your first time
managing others, or you’re joining Buckinghamshire Council with
previous management experience, the checklists at the end of each
section let you know when you’re expected to be up to speed on
different elements. The rest you can pace at a speed that works for you.

IN THIS
WORKBOOK ...

Section 1 - Developing yourself as a manager.
•
•
•

My vision for leadership by the chief executive
Supporting you to succeed as a manager
Planning your personal development.

Section 2 - Managing people.
•
•
•
•
•

Manager as coach and Coaching for Performance
Supporting your team’s health and wellbeing
Diversity and inclusion
Recruiting into your team
Managing performance and conduct.

Section 3 - Manager ‘Need to knows’.
•
•
•
•
•
•
•
•
•
•
•

Code of Conduct and professional standards
Customer service and dealing with complaints
Health and safety
ICT security and acceptable use
Information management and GDPR
Anti-fraud, corruption and money laundering
Business continuity and emergency planning
Working with Members
Financial management
Procurement
Supplier relationship management and contract management.

SECTION ONE.

DEVELOPING
YOURSELF AS
A MANAGER.

My vision for leadership.

Leadership and management is complicated! We need to strive to balance the more
‘scientific’ parts of being a manager: focusing on performance, outcomes, budget
and an action orientated, solution focused approach with recognising our essential
humanity, communicating with authenticity and recognising the emotional content
and impact of our interaction with others.
We have developed the LEADER framework to try and ensure that we all do our best to
get the balance right. We want every manager in Buckinghamshire Council to embrace
this framework, whether you are new to the role or have years of experience.
Use it to think openly and honestly about those elements of your performance or
your preferred style that don’t quite match our framework. None of us are the finished
product so please do think about how you can learn and develop as a manager and
please use this workbook to support you on that journey.

Rachael Shimmin,
Chief Executive..

Watch this short video clip I recorded where I share
who I looked up to as a manager early in my career.

Supporting you to succeed as a manager.
Being a Buckinghamshire Manager.

Manager Essentials.

As a large, diverse, complex, connected organisation, we recognise
the need to provide tailored support to enable our managers to
grow and develop.

The Manager Essentials make up the core part of the Being a
Buckinghamshire Manager framework. They are your
foundation, and the minimum we expect of each of our
managers, independent of service area and level.

We know that inspiring managers are absolutely vital for fulfilling
our vision of making Buckinghamshire the best place to live, work
and do business. We also know that no-one becomes a great manager
overnight, or just by taking on the title. Management is a set of skills
in its own right and is an additional need to the technical expertise
of any role.
So, we are growing Being a Buckinghamshire Manager
- a comprehensive leadership development framework for Buckinghamshire
Council. This framework will include a number of defined tailored support
packages and development opportunities based on the needs, experience,
and ambitions of individual managers.
The framework will include pathways with supporting training
programmes for:
•
•
•
•

All managers – the essentials
First-time and junior managers
Experienced managers ready to take the next step up, and aspiring leaders
Executive development for senior leaders.

There will be opportunities to gain accredited management and leadership
qualifications, for example Level 3, 5 (degree level) and 7 (Masters level)
Management apprenticeships.

The Manager Essentials are split into three parts: developing
yourself, people management skills and knowledge, and other
‘need to knows’, which cover resources and corporate
responsibilities, such as finance and health and safety.
This guide will help you reflect, and identify if there are any
areas that need strengthening, and if you do have gaps in
knowledge or a skill you want to practise or improve, then we
have a growing library of learning resources at hand.
These resources can be accessed through the Manager
Essentials page on the Learning Hub, where you can use
whatever is relevant for you, at any time and on any device that
suits you. More materials and guidance, where directed in this
guide, are available on You and Work and The Source.

Browse the Manager Essentials library on the
Learning Hub.

Planning your personal development.
Create a Personal Development Plan.

Blended learning approach.

Take regular opportunities to reflect on how far you feel you
meet the manager essentials set out in this workbook - what
you do well and identify where you think you can do better.
Use the LEADER self-assessment tool that is available on You
and Work, and set a culture of two way feedback from your
team and peers, to help you develop.

We encourage a blended approach to learning, meaning there are
opportunities to learn in a way that works best for you. Examples include:

Create and record your personal development goals in a
Personal Development Plan, which is available to download
from You and Work, as part of your Coaching for Performance
conversations and reviews. Agree with your manager what
training or development you plan to undertake to help you be
confident in all manager essentials.
There’s a Being A Buckinghamshire Manager library of training
and development options available to you that have been
sourced to cater to different preferred learning styles. Access
these via the Learning Hub, where we have curated the best and
most relevant resources and links to help you self-direct your
own learning at a time that suits you.

•

On-demand, quick digital learning via: expert articles and podcasts,
videos, or more traditional e-learning modules that cover the basics.

•

Buckinghamshire Council guidance and policies.

•

Skills or specialist topic workshops and webinars
(find out about upcoming webinars in corporate communications
and on You and Work).

•

Skills practice: e.g. stretch projects; shadowing; volunteering
to take part in wider organisational life for example employee
rep or wellbeing groups.

•

Coaching and mentoring.

•

Formal, accredited training via a management apprenticeship.

•

Secondments and acting up.

•

Networking.

•

Conferences and seminars.

•

Experiential, on-the-job learning (where the majority of real
learning is done).

Section 1 checklist.
Explore the Learning Hub.
“ The goal is not to be perfect by the end,
the goal is to be better today ”

Carry out a LEADER self-assessment to identify your strengths
and areas you want to improve within your first 3 months.

- Simon Sinek .

Develop a personal development plan with your manager within
your first 3 months.

SECTION TWO.

MANAGING
PEOPLE.

Manager as coach and coaching for performance.
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LEADER framework .
Our LEADER framework sets out our expectations, and
behaviours and soft skills we want to support all managers
to exhibit in their day-to-day practice. We each bring our own
styles and unique personalities to our roles (the world would
be a boring place if we didn’t), but if you pay close attention in
displaying the behaviours outlined below, you will help create
a team culture where people are engaged, high performing
and motivated.
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•

I develop and communicate a clear vision and direction

•

I keep my team informed and involved in any changes
that affect them.

•

I see the whole person, not just the employee,
and I care about the wellbeing of my team

•

I communicate well and actively listen. I adjust my style
of management / communication

•

I champion diversity and inclusion, and welcome
different perspectives.

•

I am fair, consistent and show integrity

•

I have built my team’s trust and they have confidence in me

•

I will act in an authentic way that reflects who I am while
also delivering the needs of the organisation.

•

I encourage innovation and new ways of trying things

•

I enable my team to work at pace and solve problems
through agile thinking

•

I take accountability for my decisions

•

I handle the tough conversations and make the tough
decisions when I need to.

•

I understand what my team members’ strengths are and
what motivates them, and coach and develop them to give
them the confidence, skills and opportunities to help them
achieve their potential.

•

I recognise my team members’ behaviours, contributions and
achievements, and give praise regularly and meaningfully

•

I set the right example by role modelling the PACT values at
all times.
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development.
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Coaching tips.
You can coach and help develop your team by:
•

Being encouraging and supportive, including playing to their
strengths and assigning work to make the most of their skills.

•

Giving tailored, timely and role appropriate feedback.
Do this on a regular basis.

•

Encouraging your team members to think about their future
career aspirations and what support they may need to
achieve these.

•

Appreciating that a less experienced member of the team
will need different support and direction to a highly qualified
and experienced member.

•

Identifying what your team members need to learn now and
for future challenges and opportunities.

•

Aiming to engender a feedback culture in your team with the
intent of genuine improvement. Work to get yourself into a
position of trusting the team and them trusting you.

•

Supporting them to build their own personal
development plan.

•

Giving all members of your team fair and equal access to
learning and development opportunities relevant to their role.

•

Ensuring that all new team members take part in appropriate
local and corporate induction.

•

Considering a range of options to help people learn dpending
on their learning need and their preferred learning style.

•

Promote a continuous learning culture
Watch this short film about the LEADER
framework, and what some of your colleagues
appreciate about their managers.

Leadership in context.
•

Alongside the LEADER behavioural standards, managers should
ensure they have a confident grip on their service deliverables
and budgets, and develop plans and goals that will challenge their
teams and help them grow, while being flexible enough to adapt to
changing internal and external requirements.

•

Know where your team fits into the organisational picture,
so you can provide a clear line of sight, from each of your team
members’ contributions to the delivery of the council’s vision.

•

Proud. Ambitious. Collaborative. Trustworthy. Know what our values
are as an organisation, and how you can encourage your team to
demonstrate them.
Watch our short video to hear some of our
colleagues share what our organisational
values mean to them.

Coaching for Performance
Our performance management process is called Coaching for
Performance, and it’s all about open and clear communication
between managers and the people they manage. It’s best to have
a mix of informal chats and more formal and structured meetings
several times a year.

This short video explainer provides an overview
of Coaching for Performance.

Supporting your team’s health and wellbeing.
Line managers play a key role in
supporting wellbeing.
You play a fundamental role in creating a healthy supportive
workplace where there is a positive, transparent and clear
culture which values employees and their wellbeing.

Promote open communication.
•

Communication is the cornerstone of an effective
working environment.

•

Promoting two-way communication between peers and
across hierarchical lines, establishing a strong network
of communication, as well as having an open door policy
automatically makes working much easier and effective
for everyone.

•

•

A workplace culture where employees feel able to voice
ideas and are listened to, both about how they do their
job and in broader decision-making, is also a key factor.
Where possible, empower employees to make decisions
and plan their own work. This promotes trust and allows
employees to feel they play an essential role in the
workplace.

Your style of management.
•

Be supportive, approachable and responsive ensuring that
you are available for regular work-related supervision and
catch-up time, increasing this time if required.

•

Encourage positive relationships with colleagues providing
mediation where necessary.

•

Encourage staff to monitor their workload and encourage
healthy working hours and a good work/life balance.

•

Provide your team with meaningful work and opportunities for
personal development and growth.

•

Make sure deadlines are reasonable and work clearly defined,
matching tasks to employees abilities.

•
•

Familiarise yourself with our Health and Attendance policy and
guidance, to know how to support a team member who is often
ill or off work.

•

Role model a positive approach to work-life balance yourself.

•

Check out our top tips on managing teams remotely on The Source.

Normalise conversations around mental health
•

Managers need to be approachable and confident about mental
health and should take steps to normalise conversations about
mental health and encourage open dialogue.

•

Address the topic of mental health in team meetings, particularly
by carrying out Stress Risk Assessments as a team.

•

Regular one-to-one meetings are a chance to ask people how they
are doing which helps build trust and create an opportunity to address
any problems at an early stage. Wellness Actions Plans can aid these
discussions (downloadable from The Source).

•

Mental Health First Aiders and Allies are at hand to offer colleagues a
listening ear, supportive conversations and signposting (find out who
they are on The Source).

Say well done & thank you often.

Promote resilience.

•

Positive reinforcement is a powerful motivator that
should not be underestimated. It shows that you care
about your employees, boosts morale, and encourages
them to do better.

•

Encourage each team member to complete a Wellness Action Plan
that they own and are responsible for updating. This document is
portable and can be taken with them to each role they undertake
within the council. Download from The Source.

•

Positive feedback for employees can also eliminate
stress and anxiety for some people.

•

Carry out a Stress Risk Assessment for the team to see what
actions can be taken to reduce stress.

•

Knowing how our employee assistance programme, PAM Assist,
can support employees, and know when and where you can
signpost them to.

•

Understand how and when to make an occupational health
referral to PAM.

Promote team spirit.
•

People like working in teams. Statistics show that people
are at their most efficient when they work in teams.
Encourage proactive teamwork where possible.

•

Consider creating team goals which help reinforce the
idea of proactive teamwork. A team goal does not just
mean everyone having a common goal. A team goal is
where everyone is involved in working towards a common
goal e.g. you may have a goal about income generation,
which the whole team have in common. This would not be
a team goal unless the team are required to work together
to achieve it e.g. to work on a project where everyone
plays a role.

•

Teams promote unity – when people work in teams,
they see themselves as a group that works towards the
attainment of a common goal, rather than just a bunch of
individuals competing against each other.

Recommended resources includes.
•

Remote working for managers (e-learning module)

•

Managing stress in remote teams (e-learning module)

•

Stress management resources on Mindtools

•

PAM webinars

•

Mental Health at Work Guide

•

Access on the Learning Hub or The Source.

Skills practise suggestion.
Become a Health and Wellbeing Champion, or work with an
existing champion to promote wellbeing topics in your team.

Diversity and inclusion | Recruiting into your team.
Diversity and inclusion.

Recruiting into your team.

We actively support and champion an inclusive culture
here at Buckinghamshire Council, appreciating the different
viewpoints that a diverse workforce brings. We all play a
part in helping ensure people are treated fairly, equally, and
without discrimination. As a manager...

As part of your management role, you will probably be required to
recruit new members into your team from time to time. Everyone
who comes to work with us needs to have the right skills, knowledge
and attitude. Our recruitment process is designed to help us consistently
recruit the right people. Take a look at You and Work to familiarise yourself
with the process.

•

Ensure all your team members feel valued and included.

•

Ensure your team members have equal access to
training and opportunities.

Before you begin the recruitment process, take a moment to
consider the below:

•

Be aware of your unconscious biases and undertake
relevant training.

•

•

Read and understand our Equality Policy.

Recruit fairly, transparently and in line with best practice,
employment law and guidance from HR.

•

Participate in equality and diversity training, ensuring
your team members do the same.

•

Think through what kind of contract is needed and what
the job really involves.

•

Consider a range of recruitment options, for example, apprentices,
re-deploying staff, national graduate trainees and secondments.

•

Comply with legislative requirements relating to work status an
with council requirements, ensuring that safeguarding requirements
are adhered to.

Learning includes.
•
•

Equality and Diversity Essentials (e-learning module)
Video training on topics including: Unconsious Bias,
Equality Act, Challenging Homophobic Behaviour,
Disability Inclusive Leadership.

Read more about our recruitment process on You and Work.

Practise your recruiting skills.
•
•

Recruitment & Selection webinar led by the Resourcing Team
(coming soon)
Practise interviewing and giving feedback with a colleague.

Managing performance and conduct.
HR policies.

Capability and performance improvement.

We all have a responsibility to behave well at work, and as
managers you need to ensure your team members know what
the standards are. Familiarise yourself with the standards of
conduct and our disciplinary process on You and Work.
The HR Service Desk is your point of contact if you have a
query in relation to a team member’s behaviour.

Where a team member’s ongoing performance fails to meet the
requirements of the role, you need to know the informal and formal
procedures you are expected to follow to support your team member
to reach a satisfactory level.

You are expected to have working knowledge of all HR policies
and guidance in relation to behaviour at work, as well as our
Code of Conduct which is in Section 3 of this guide.
Search the policy you want to read up on in the
You and Work search bar or ‘Document Download’ tab.
Remember.
Don’t just hope that an issue with poor performance will
simply go away or that you can work around the issue without
addressing it directly. The longer poor performance is left
unaddressed, the harder it will be to resolve.

Conduct and discipline.
Most conduct issues can be dealt with by an informal chat.
But if that doesn’t resolve things, or there’s a significant cause
of concern, then you may need to take things to a formal
disciplinary process.

Health and attendance.
Familiarise yourself with our Health and Attendance policy and guidance,
to know what to do if a team member is often ill or off work, and how to
manage the process should it enter more formal stages.

Bullying and harassment.
We are absolutely committed to ensuring that all employees are provided
with a safe and respectful working environment and encourage an
environment which is free from bullying, harassment, discrimination and
victimisation, all forms of which are unacceptable and will not be tolerated.
Did you know? Employee relations specialists in the HR team offer a
number of workshops and webinars on topics including capability and
performance improvement, and health and attendance. They also run
case surgeries to advise you on individual cases.

Section 2 checklist.
Working knowledge of our HR policies and processes
within your first 8 weeks.

Grievances.

Completed the mandatory e-learning on Equality and Diversity
within your first 8 weeks.

Find out what you need to do if a team member
raises a grievance.

Take up further training on each Managing People topic by the
end of your first year (based on your own needs and gaps).

SECTION THREE.

MANAGER
‘ NEED TO
KNOWS’.

Code of Conduct and professional standards.
Our Code of Conduct is based on the idea that everyone who
works here treats each other with dignity and respect. All of us,
managers and employees, have a duty to behave well at work.
You need to ensure your team members know how they’re
expected to behave to work.
Our Code of Conduct covers:
• Safeguarding children and vulnerable people
• Respecting personal data and confidentially
• Close personal relationships at work
• New appointments and restricted posts
• Working for another organisation
• Use of IT equipment
• Alcohol and drugs.

Customer service and dealing with complaints.
As a council, we are committed to improving and modernising
our services to provide high standards of customer service.
As a manager, you should be familiar with our Customer
Service Standards, and how we deal with customer
compliments and complaints. Customer Service Standards
help to define what our customers can expect when they
engage with the council’s services.
As a manager, read these standards to ensure that you:
• Understand how to recognise and know what to do with a
complaint or MP enquiry
• Support your team to respond in a timely manner to
complaints and meet the statutory deadlines.

Skills practise tips:
• Review past complaint cases for lessons learned
• Shadow customer centre calls
• Importance of Customer Excellence (e-learning module).

Health and safety.
The health and safety of our colleagues, partners and the public are
paramount. We all have a part to play both legally and morally in making
sure that the highest standards apply. The council’s aim is to embed a
strong culture of health and safety through sensible risk management
principles.
As a manager, you should ensure that:
• Familiarise yourself with our Health and Safety policy which
can be found on The Source.
•

Attend the Introduction to Health and Safety for Managers webinar.

•

Return to work risk assessments* (after ill-health/accident/incident)
are carried out, including Personal Emergency Evacuation Plan
(PEEPs) for those who may need support to evacuate safely.

•

All relevant risk assessments are in place and documented for your
teams and, where appropriate, customers, clients and residents
There are safe working conditions, practices and equipment
for your team.

•
•

You take immediate action to protect your team and others from
health and safety hazards.

•

You resolve any health and safety problems referred to you or
escalate where you unable to resolve yourself.

•

Your team members are adequately supervised and follow the
safe working procedures and rules in relating to their work.

•

You role model and champion health and safety and wellbeing,
holding regular 1:1s and team meetings at which health and safety
and wellbeing is discussed.

•

You will be required to retake the Introduction to Health and Safety
e-learning module every year – you’ll receive an invite when it’s due.

Click here to find out more about complaints.

ICT security and acceptable use.
•

•
•
•
•

Familiarise yourself with our Corporate Information and Security
Framework (CISF) and understand what acceptable use is. You need
to understand the CISF both from a user perspective and in your role
in ICT security as a manager.
Ensure your team are familiar with our CISF and understand what
acceptable use is.
Immediately report and take action when any council ICT systems
are misused.
Immediately report to ICT anything you or your team believe
to be ‘suspicious’.
Make sure your team members complete annual Information Security
e-learning training.

Watch this short film about how
critical our IT policies are.

Information management and data protection.
Managers have a particular role to play in ensuring the council is compliant
with data protection requirements. The legislation ensures greater
accountability and transparency for individuals about how their personal
data is being used by the council.
As a manager, you should:
• Make sure data is protected and data security processes are
followed by your team.
• Make sure your team understand the council’s data protection
policies and procedures.
• Know what to do in the event of data being lost or accidentally disclosed.
• Familiarise yourself with the key principles of data protection
legislation and role model these to your team.
• Make sure your team understand what is acceptable when using
council ICT systems.

•
•
•

Immediately report and take action when any council ICT
systems are misused and personal data may be put at risk.
Make sure your team members complete annual Data
Protection Essentials e-learning training.
Support your team to respond in a timely manner to Freedom
of Information requests, meet the statutory deadlines and
work with the FOI team.

Click here to find out more about information management.

Business continuity and emergency planning.
You must ensure that you have appropriate business continuity
plans in place to enable continuing service delivery in emergency
situations. And you need to understand Buckinghamshire
Council’s Emergency Plan and Business Continuity Arrangements
which can be found on The Source.
You need to:
• Have a basic understanding of Business Continuity
Management and how to complete the required documents.
•

Provide assurance to your line manager that you can continue
any assigned Priority Activities in the event of a disruption to
normal service delivery.

•

Understand your part in your Service / Team Business
Continuity Plan (BCP) and how it fits into the overall
Service / Directorate business continuity response.

•

Ensure that your team are trained in their BCP and have
had the opportunity to exercise this, annually.

•

Ensure that your team can respond to an emergency
in the community where this is part of their role.

•

Be prepared to support the response to an emergency
in the community if required to do so.

Working with Members.

Procurement.

As a Member-led authority, it is important that you have an
understanding of how local government works and how the
political decision making process works. In certain roles, you
will also need to understand how to write reports for Cabinet.

The council’s Contract Procedure Rules set out the minimum requirements
for the procurement of goods, services and works. These rules apply to all
council contracts with the exception of employment contracts.

Head over to The Source to find out more about:
• How decisions are made
• The council’s constitution
• Report writing guidance and templates
• Introduction video to the Legal and Democratic Services

Finance management.
Within your role you may have responsibilities around managing
budgets. The base level requirements are outlined below,
although you may have more indepth work to do depending
on your role.
•
•
•
•

•
•

•
•
•

Manage your service within the approved budget and take
remedial action where necessary to stay within budget.
Be aware of any thresholds relating to key decisions.
Use the online systems for recording and monitoring
budgetary performance.
Take an active role in contributing to long-term and medium
term financial and business planning processes and look for
ways of improving efficiency and effectiveness.
Exhibit the highest standards of probity when dealing
with the council’s finances.
Familiarise yourself (if relevant to your role) on our medium
term financial plan, the capital and investment strategy,
the corporate debt management strategy and the fees and
charges schedule. All of these can be found via The Source.
Where appropriate, complete the Financial Management
e-learning module.
Complete SAP user training.
Cost centre manager workshops are available on request.

All managers and officers with purchasing responsibilities must comply
with these Contract Procedure Rules and any applicable procurement
law. In addition procurement activity undertaken by and on behalf of the
council must:
• Achieve best value for public money spent
• Be consistent with the highest standards of integrity
• Ensure fairness in allocating public contracts
• Ensure that non-commercial considerations e.g. prior knowledge
of contractors do not influence any contracting decision
• Support the council’s corporate and service aims and policies
• Comply with the council’s associated policies
• Comply with finance, risk and assurance requirements; be able
to demonstrate that the council’s interests have not been prejudiced or
exposed to undue or unmanaged risks
• Be proportionate in regards to value and risk.
The council uses an e-procurement system to run quotes and tenders and
issue Contract Award notices. Officers must undertake training on the
system before accessing it.

Training includes:
• Understanding Procurement training
• e-procurement system training.
To book online training please contact:
Procurement@buckinghamshire.gov.uk.

Supplier relationship and contract management.
Supplier management.
The council’s approach to supplier management is defined in the
Supplier Management Policy, this policy defines supplier management
as the process for managing the interface between organisations
supplying goods or services and the council in order to maximize
value and manage risk.
Supplier management incorporates all activity related to the
management of contracts and supplier relationships.
The principal objectives of supplier management is to:
• ensure supplier contracts yield the outcomes and benefits envisaged
and agreed during the tendering phase
• prevent contract value erosion
• and improve value through proactive performance management
throughout the term of the contract.
Contract management.
Effective contract management is primarily a planned and proactive
approach to delivering value for all stakeholders. This is achieved by
securing and developing skilled contract management focused on
monitoring, performance and quality:
• Plan, agree and implement contract management
• Ensure contract details and supporting information are recorded and
then maintained within the Contract Management Application (CMA);
• Analyse and manage contract performance proportionately to value,
segmentation, term, complexity and level of risk
• Effectively monitor and benchmark delivered value
• Manage and optimise contract variations
• Maximising and identifying savings and efficiencies to deliver
acknowledged and agreed value for all stakeholders.
Goals and performance coaching for contract managers, and their
managers, must focus on these requirements. Training, coaching,
mentoring and support for all officers is delivered through both scheduled
and bespoke training workshops and helpdesk advice.

Training includes:
• Contract Management Application workshop
• Managing Contracts at Buckinghamshire Council
• Best Practice Self-Assessment
• Understanding Modern Slavery in the Supply Chain
To book please contact:
contractmanagement@buckinghamshire.gov.uk

Anti-fraud, corruption and money laundering.
You must act if you believe there is a possibility of fraud, corruption,
money laundering, or poor value for money taking place or rules are being
breached. Familiarise yourself with the Anti-fraud and Corruption and
Anti-money Laundering policies. You can also take a Fraud Prevention
e-learning module and an Anti-bribery video course. Anti-fraud and
whistleblowing workshops are available on request.

Whistleblowing.
Whistleblowing is when you or someone else reports a
colleague for doing something that you think is dangerous,
illegal or unethical.

The most meaningful way
to succeed is to help other
people succeed.

Here’s what you need to know about whistleblowing.

Section 3 checklist.

Adam Grant.

Read and understood all essential policies and guidance
within your first 8 weeks.
Complete all six corporate mandatory e-learning modules
within your first 3 months: Health and Safety, Data
Protection (two parts), Information Security, Equality and
Diversity, Safeguarding and Child Protection, and Prevent.

Refreshing your knowledge.
You need to retake the below e-learning modules every year to keep
your knowledge up to date. Don’t worry, you’ll get reminders when
they’re due:
• Equality and Diversity Essentials
• Safeguarding and Child Protection
• Prevent.

We hope you found this guide useful.
If you have any feedback or if you have any queries about
Manager Essentials after reading this guide, please get in touch
with the HR team via the HR Service Desk.

