GENERAL




TEAM BRIEFING

	

	

	

	SOCIAL SERVICES DEPARTMENTAL PROCEDURE NO:  

	01/04

	Team Briefing


	

	

	DATE:


	
	January 2004

	EFFECTIVE DATE:


	
	08 January 2004

	CATEGORY:


	
	General

	KEYWORDS:


	
	Team Briefing

	ISSUED BY:


	
	John Clifton, Deputy Director

	CONTACT:


	
	Karen Robinson, County Manager (Performance)

(01962 847182)



	PROCEDURES CANCELLED OR AMENDED:


	
	20/02 – Team Briefing



	
	
	

	REMARKS:
	
	None



	
	
	
	
	

	SIGNED:
	
	

	
	
	
	
	

	DESIGNATION:
	
	Deputy Director

	

	 YOU SHOULD ENSURE THAT:-
· You read, understand and, where appropriate, act on this information

· All people in your workplace who need to know see this procedure

· This document is properly filed in a place to which all staff members in your workplace have access


PURPOSE

The objective of this procedure is to set out the standards and requirements for Social Services’  system of Team Briefing.

SCOPE

This procedure explains the timing of Team Briefing cycles and the roles and responsibilities of different members of staff. It also explains how Team Briefing will be delivered and how the feedback cycle works. In addition, it  outlines the methods which will be used to measure the effectiveness of the system.
POLICY

This procedure is issued in order to demonstrate the department’s commitment to an effective system of internal communication and to Investors in People.
REFERENCES TO LEGAL, CENTRAL GOVERNMENT AND OTHER EXTERNAL DOCUMENTS

None
HAMPSHIRE COUNTY COUNCIL AND SOCIAL SERVICES DEPARTMENT REFERENCES

DMT Minutes 30 May 2002, 18 July 2002, Procedure 20/02, Departmental Feedback reports and FAQs as found on the Departmental website.
DEFINITIONS

Additional Information – written information which provides more details about the 3-5 key messages on the Core Brief

Core Brief –  3-5 key messages for staff from the Departmental Management Team on a single side of A4.

County Brief  - 3-5 key messages prepared by County Managers on a single side of A4 to share with staff in their own sector in addition to the Core Brief.

DMT
-  Departmental Management Team

Q & As – Questions & Answers: the questions asked by staff and answers to those questions. Produced by the PMU at the end of every cycle of Team Briefing.

Feedback Form – the form which Managers should use to send staff comments and questions about the Core Brief to the PMU.

PMU  -  Performance Management Unit. Responsible for co-ordinating Team Briefing.
ROLES
The Departmental Management Team (DMT) will start each Team Briefing cycle by reviewing staff feedback from the previous cycle and compiling the Core Brief for the next cycle.

PMU will compile  the  additional information  to support the core brief and then issue both this and the Core Brief  by placing them on the Departmental Intranet site at http://hantsnet2000.hants.gov.uk/TC/socservs/c1fptb.html and then e-mailing this link to all Social Services Managers.

County Managers will prepare an additional County Brief for their own sector and arrange to brief the staff who report directly to them as soon as possible, either at a dedicated briefing meeting or as part of a routine team meeting. County Managers will pass on both the Core Brief and their own Brief. County Managers will forward a copy of their County Brief to the PMU.

Service Managers will attend County Managers’ briefing sessions and then deliver the Core Brief and messages from County Briefs to their Team or Unit Managers. They will pass on any comments or questions from staff to the PMU.

Team and Unit Managers will attend Service Managers’ briefing sessions, and then pass on the Core Brief and other messages which are relevant to all their staff in turn. They will pass on any comments or questions from staff to the PMU.

Staff will attend any meetings organised by their managers at which Team Briefing is to be delivered and participate as fully as they can in order to improve their understanding of the issues affecting the department.

PMU will assist  DMT  to compile the Core Brief and Additional Information. PMU will provide answers to all questions sent in by staff following their own briefing meetings and offer general advice or training for managers on Team Briefing. PMU will ensure that staff feedback about the messages in Core Brief is given to DMT at the end of every cycle. PMU will publish all relevant material on the Departmental Intranet site and advise managers when this has been done.

AUTHORITY TO VARY THE PROCEDURE

Deputy Director,  County Manager (Performance)
PROCEDURE

Contents

1) Why do we have team briefing?

2) What is team briefing about?

3) How does it work

4) Performance standards

Appendix 1: Timetable

Appendix 2: Feedback form

1. Why do we have Team Briefing?

1.1 DMT is committed to keeping staff informed of developments at a national, regional or local level which affect our day-to-day  work. Equally, decisions are taken and developments occur which may not affect day-to-day work, but which staff may reasonably expect to be told about in the workplace.

1.2 Staff have a right to comment on and question the information that they are provided with in the workplace. Very often, comments and suggestions from staff inform directly the development of new policies and procedures. DMT recognises that it needs to have a clear structure for hearing these comments, views, questions and suggestions.

2. What is Team Briefing about?

2.1 Essentially, Team Briefing is a means of ensuring all staff are given the same news at roughly the same time and that all staff have the opportunity to comment on or ask questions about what they have heard. Team Briefing should be face-to-face, wherever possible.
2.2 Research has consistently shown that people prefer to be given information face-to-face. This can be done at a special Team Briefing meeting, or as part of a regular team meeting. Most staff should hear the Team brief face-to-face during each cycle, but there may be exceptions at the front-line, especially in situations where staff work in shift patterns or at different workbases. 
2.3 Social Services will have a briefing cycle which every two months. Even if managers are not sure they have much to say at a local level, for whatever reason, they should still ensure their staff have the chance to hear or read the Core Brief from DMT and have the chance to ask questions or make comments.
3. How does Team Briefing work?

STEP 1    
DMT’s core brief and additional information is issued by PMU

STEP 2   
County Managers are briefed by the Assistant Directors

STEP 3   
County Managers prepare a local brief for their sector and then pass on the Core Brief and the County Brief to Service Managers. County Managers send their own County Briefs, together with any comments or questions from staff to PMU

STEP 4   
Service Managers pass on the Core Brief, the County Brief and any local messages of their own to Team Managers. Service Managers send any comments and questions from staff to PMU

STEP 5 
Team Managers pass on the Core Brief to all staff, together with any other relevant messages from the County and Service Manager. Managers send any comments and questions from staff to PMU


Note: the most important part of Team briefing is that the Core Brief and the relevant County Brief is passed on to all staff. Service and Team Managers should aim to do this whether or not they have been briefed themselves.

STEP 6
PMU prepares a feedback report from DMT based on staff comments together with a list of Q & As (Questions & Answers). Both are then placed on the Intranet for all staff to access.

At this point the whole process starts again with Step 1.

3.1
General

3.1.1 Most managers will probably combine Team Briefing with a regular team meeting, with Team Briefing as a separate item. The main point is that the meeting at which team briefing is dealt with needs to meet the dates stipulated in the timetable (see Annex 1  ). Some leeway is built into the timetable, so slippage of a day or so is not a problem. The most important thing is that the briefing session happens, and with the greatest number of people present as possible.

3.1.2 Staff should not have to come in especially for Team Briefing, particularly not in order to claim any extra payment, so managers should try to schedule the session at a time when their staff would normally be working. It is fine if one (or more) staff  have to cover normal duties, provided the messages from Team Briefing are passed on to that person later.

3.1.3 On the feedback form, managers are asked to confirm that the session took place and to list any comments made by staff or any questions the staff asked which they were unable to answer themselves. One of the key elements of Team Briefing is that it provides a way for staff to make  comments and have questions answered.  This information should be sent to the PMU.

3.1.4 Managers of staff who work in a setting where shift work is the norm will need to find their own most suitable method for ensuring that their staff can participate in Team Briefing. Shift patterns inevitably increase the risk that some staff will be missed, and managers in such situations may like to consider sending out the briefing sheets to all employees, perhaps stapled to payslips, and encouraging individual questions. 

3.1.5 Managers of staff in county-wide services, or highly mobile services (such as Home Care) may not be able to offer face-to-face briefings to most staff. It will be important to ensure that the messages have been passed on by another means and that staff in this situation to genuinely have an opportunity to offer comments or ask questions.

3.1.6 All new members of staff should be aware of Team Briefing and its importance to the department’s internal communication mechanisms. It is the responsibility of all managers to discuss Team Briefing with new staff. Team Briefing will also be covered as a topic in the department’s induction course. 

4.
Performance standards
4.1
DMT will issue the Core Brief on each of the dates given in Appendix 1.

4.2 All Managers  will  schedule their own Team Briefing meetings in accordance with the dates given in Appendix 1 to enable the cascade to work efficiently.

4.3 PMU will update the Q & A web page and arrange for feedback to be given to DMT at the same time that the content of the next core brief is agreed by DMT.

4.4 All new members of staff will understand what Team Briefing is and how it relates to them by the end of their induction period.

4.5 The Team Briefing system will be monitored for effectiveness by means of staff surveys and formal review once a year.

APPENDIX 1

	Content of Core Brief to be agreed by DMT
	Core Brief 
issued by PMU
	County Manager & Service Manager Team Briefings
	Front line
Briefings
	Feedback

	Thu 8 Jan
	Thu 15 Jan
	Thu 15 - Wed 21 Jan
	Wed 21 - Tues 27 Jan
	until Fri 6 Feb

	Thu 4 March
	Thu 11 Mar
	Thu 11 - Wed 17 Mar
	Wed 17 - Tue 23 Mar
	until Fri 2 Apr

	Thu 29 Apr
	Thu 6 May
	Thu 6 - Wed 12 May
	Wed 12 - Tue 18 May
	until Fri 28 May

	Thu 1 Jul
	Thu 8 Jul
	Thu 8 - Wed 14 Jul
	Wed 14 - Tue 20 Jul
	until Fri 30 Jul

	Thu 2 Sep
	Thu 9 Sep
	Thu 9 - Wed 15 Sep
	Wed 15 - Tue 21 Sep
	until Fri 1 Oct

	Thu 4 Nov
	Thu 11Nov
	Thu 11 - Wed 17 Nov
	Wed 17 - Tue 23 Nov
	until Fri 3  Dec


APPENDIX 2

Feedback Form
Name of Briefer


Job Title………………………………………………………….

Sector and Location


Please use this form to record questions about the Team Briefing and other issues as well as ideas and suggestions that will be of use to the department.

What was of most interest to your team? What was of the least interest?
CB1



CB2



CB3



CB4



What questions or comments from staff would you like us to follow up?

CB1


CB2


CB3


CB4

	DEPARTMENTAL  DISTRIBUTION  LIST


	DEPARTMENTAL  MANAGEMENT TEAM

	
	

	J Clifton
	

	S Love
	

	A Brooker
	

	J Stannard
	

	D Ward
	

	County Managers (Strategy & Operational)
	

	Group Finance Managers
	

	Complaints Officer
	I Unwin

	County Manager – Performance Management
	K Robinson

	Office Services Manager
	

	Librarian
	J May

	Chief Executive's Department
	K Phillipson/H Enright

	County Treasurer's Department (Audit)
	S Harding

	Records Manager 
	S Smith

	

	PARTNERSHIP MANAGERS
	

	SERVICE MANAGERS
	

	Service Managers (Adults)
	

	Service Mangers (Older People)
	

	Service Managers (Mental Health Management Team)
	

	Service Managers (Children and Families) 
	

	Unit Managers
	

	Unit Managers (Older People)
	

	Unit Managers (Children and Families)
	

	Unit Managers (Learning Disabilities)
	

	Unit Managers (Mental Health)
	

	Unit Managers (Disabilities)
	

	Unit Managers (Youth Justice Services)
	

	CHILDREN AND FAMILIES
	

	Service Manager (Family Support)
	J Feat

	Service Manager (Looked after children)
	G Horrobin

	Service Manager (Children with Special Needs)
	M Killick

	Service Manager (Business Effectiveness)
	

	Service Manager (Adoption/Family Placement)
	S Stewart

	Strategic Manager (Early Years)
	M Barton

	Service Manager (Education Support)
	H Firth

	Commissioning Officer (Project Development)
	J Packman

	Adoption Adviser
	L McDonald

	Post Adoption Advisers
	S Magee/R Thoday

	Development Officer (Care Management)
	M Carr

	Child Protection Co-ordinator
	R Peart

	Quality Protects Project Officer


	N Trentham

	OLDER PEOPLE 
	

	Project Manager – Older People
	A Warburton

	Service Manager (Strategy)
	C Pascoe 

	Commissioning Manager (Contract/Planning)
	A Edwards

	Team Managers (Home Care)
	

	ADULTS
	

	Commissioning Officer (Sensory)
	R Godfrey

	Strategic Manager (User and Carer Support)
	G Woollan

	Commissioning Officer (OT/Physical Disability)
	C Evans

	Project Co-ordinator
	C Gaston

	Commissioning Officer (Independent Living)
	E Dyer

	Strategic Service Manager (Learning Disability)
	H Jackson

	Senior Administrative Assistant
	V Money

	Service Managers (Mental Health)
	P Noble

	Commissioning Officer (Substance Misuse)
	R Staite

	Forensic Service Manager
	C Peckham (x2)

	Receivership Manager
	J Ripley

	PERFORMANCE MANAGEMENT
	

	Quality & Performance Management Officers
	

	Performance Planning and Information Officer
	B Sorkin

	Service Manager Performance Management
	M Branthwaite

	Quality & Performance Management Officer (Catering Services)
	A Pugh

	Clerical Assistant
	V Laye

	Race Policy Adviser
	M Mossadaq

	Research Officer
	M Stevens

	RESOURCES
	

	Information Services – Operations Manager
	S Mason

	IT Consultants 
	P Spanton/J Mabey

	Communications Officers
	F Kemble/B Dore

	Information Analysts
	T Crook/J Lovell

	County Office Premises Manager
	J Dillon

	Personnel & Training Manager
	I Foster

	Senior Personnel Advisors/(H&S)
	I Foster/M Hill/H Dunn

	Personnel Officer
	S Burrell

	Personnel Officer (Home Care)
	J Wardell

	Health & Safety Advisor
	D Vallender

	Training Commissioning (Head)
	A Schefer

	Training Commissioning Officers 
	N Griffiths/J Evans

	Training Development Officer (NVQ)
	S Wall

	Office Premises Manager
	K Baker

	Local Administrative Manager
	T Meredith

	Senior Administrative Assistant
	N Keene

	FINANCIAL SERVICES UNIT
	

	Head of Finance 
	G Shinn 


proc0104








(Proc 01/04 – 9 Jan 04)

