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[bookmark: _Toc43385001]INTRODUCTION 
The COVID-19 pandemic presents unprecedented challenges for us all. It is essential that managers give employees the opportunity to review their performance and be able to talk about their health and wellbeing.
A simpler way of assessing and supporting performance is needed in the current climate. PRaDS Lite is a temporary approach and emphasises having meaningful and focused conversations.
Each Directorate should decide the most appropriate timelines for PRaDS with the aim that Managers complete them by the end of October 2020.
Guidance documents and resources have been included throughout this guide as well in a summary table at the end of the document with links to the Business Continuity page
If preferred, managers who are conducting PRaDS can refer to the intranet for the full PRaDS guidance and original documents.  It will be the manager’s choice whether to use the original documents or this PRaDS Lite guidance and review form which is intended to support busy managers throughout the COVID pandemic.  



[bookmark: _Toc43385002]ANNUAL REVIEW AND PLAN FOR 2020/21
A simplified form is available during this period, click the icon below to open this


This will structure the meeting to cover the following: 

[bookmark: _Toc43385003]Review
The manager and employee should review the outcomes and tasks set in the 2019 PRaD and setting a plan for2020/21.
· Provide a summary of how well the employee has performed in their job. Consider whether outcomes and tasks have been achieved, what went well, what didn’t go well, and any training and development undertaken.
· The review should be based on a conversation and include comments from both the manager and employee.
· The conversation should include how well the employee has demonstrated staff values and for managers, leadership behaviours.  Click the icon below for a guidance document
[image: ]



[bookmark: _Toc43385004]Plan
Set key tasks and objectives for the future.  We know that Service Plans will be fluid over the next year and that each PRaD conversation will be specific to the individual role and area of work.  In such uncertainty managers may wish to set objectives for a short period e.g. 6 months, rather than a full year.
· Agree the key outcomes and tasks for the next 6 months to a year. These will need to be flexible as service needs may change during the recovery from COVID-19
· Be clear about what is expected of both the manager and employee
· Agree any health and wellbeing support needed, learning and development, career aspirations and how these can be achieved.  Staff can refer to documents in the icons below containing wellbeing support and continuing learning remotely 





· Remember that any outcomes and tasks agreed need to be [footnoteRef:1]SMART and aligned to corporate and service priorities, staff values (and for managers, leadership behaviours) [1:  Specific, Measurable, Agreed, Realistic and Timed.  ] 

· Agree frequency for regular reviews / one-to-one meetings /supervision. It is recommended that one-to-ones take place at least every 6 - 8 weeks and notes are taken of progress made and actions required.  Click in the icon below for the one to one form



[bookmark: _Toc43385005]AFTER THE PRAD MEETING
· Following the PRaDS meeting, complete the annual review and plan form. Any areas of disagreement should be highlighted. The manager and employee should sign the form and send to the manager’s manager for review and signing.
· Record the outcome on iTrent. Instructions are in the PDF document below

 

· Send PRaDS Summary of Team Training Needs to Workforce Development, click on the icon below for the form



[bookmark: _Toc43385006]TOP TIPS FOR APPROACHING PRADS (for managers and employees)
· Prepare – Both the manager and employee should think about the PRaDs conversation in advance. If you are holding the meeting virtually think about the best time and circumstances for the manager and employee. Arrange a mutually convenient date and time and try not to change it. How can you ensure that the conversation is a two-way process with feedback from both the manager and employee?
· No surprises – Remember PRaDS is part of an ongoing conversation and any issues or concerns should have been raised in 1-1s / supervision.   
· Be positive – Build on strengths as well as identifying areas for improvement.
· Active listening – The PRaDS conversation is a shared experience. Pay attention, involve the employee fully, reflect, clarify and summarise. 
· Follow up regularly in 1-1s / supervision.

[bookmark: _Toc43385007]POSSIBLE AREAS TO EXPLORE IN THE PRADS MEETING (for managers and employees)
[bookmark: _Toc43385008]Health and Wellbeing
An open and honest discussion about general wellbeing is recommended.  The prompts below will help to guide it
· Has adequate support been put in place to ensure health and wellbeing needs have been met?
· Discuss relationships between the employee and others, staff and partners
· Discuss the employee’s communication with the team and manager.  Consider what additional information and support should be made available, e.g. changes in IT equipment, timing or style of information that could help make any required improvements or ease pressure
· Discuss whether learning and development needs have been met? How has this helped the employee in their role?
· Are the challenges and rewards of the role balanced?
· What are the employee’s aspirations?
[bookmark: _Toc43385009]Performance
Throughout this discussion, consider the staff values (and for managers leadership behaviours) and how well these have been met. Give examples.  
· Consider the tasks and outcomes. What went well? What didn’t go well? Give examples.
· Has the employee’s role changed as a result of Covid-19? If so, how and how well did they adapt to these changes?  Has the disruption to service felt by COVID affected the employee’s ability to meet the goals and targets set at the last PRaD? – reflect this in the review  
· Discuss contributions made by the employee to the team and service’s outputs and development? Give examples.
· What needs to improve? 
· What can be put in place to achieve this improvement?
· Who needs to make these changes? (manager, employer, other) 
· Discuss the employee’s views of their own strengths and areas for development.  How do they compare to the manager’s views of these? 
[bookmark: _Toc43385010]Setting Outcomes and Tasks 
Having reviewed the employee’s previous performance, the manager should move forward and set goals and targets as appropriate. During these uncertain times both parties may agree that it is appropriate only to set goals for a limited time e.g. six months and then review.  
[bookmark: _Toc43385011]Career Aspirations and Learning Needs
· Consider how the employee’s current performance can be supported by training.  The “Continuing Learning” document features all of the learning opportunities that are available during COVID and beyond.  This includes upskilling apprenticeship (for CPD) or short half day virtual classroom workshops.  
· Does any training need to be put in place in order to support the outcomes and tasks that have been set
[bookmark: _Toc43385012]Resources
The table below has links to all the resources embedded in this document that are available on the Business Continuity pages 

	Name of document

	

	Staff Values and Leadership Behaviours 

	Wellbeing Support for Staff

	Continuing Learning 

	One to one form

	PRaDS: Recording on iTrent

	Team Training Needs

	PRaDS Lite form



For managers who prefer to use the full PRaDS process, the PRaDS pages of the intranet are unchanged and can be access here.  

If you have any questions about PRaDS Lite please contact HR Workforce Development
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PRaDS Lite (Form).docx
Performance Review and Development Scheme (PRaDs)

(PRaDS Lite form)

This form has been created as a simplified version of the full PRaDS form that can be found on the HR Intranet.  It is aimed to help managers who are conducting PRaDS during extraordinary working arrangements that have been put in place as a result of COVID-19.

Refer to the PRaDS Lite guidance, staff values (and, for managers, leadership behaviours) in completing the meeting.  

The recommended areas for discussion that are listed in the form, are:

1. health and wellbeing	

2. performance

3. setting outcomes and tasks

4. career aspirations and learning needs

		Personal Details



		Name

		     

		Job title

		     



		Section

		     

		Date

		     



		Manager conducting the review

		     














		Area for discussion 

		Summary of discussion and agreed outcomes.  



		1. Health and wellbeing 



		



		2. Performance



		



		3. Setting outcomes and tasks



		



		4. Career aspirations and learning needs





		







		Manager and employee comments



		Manager’s comments

[bookmark: Text22]     



		Employee’s comments

[bookmark: Text84]     



		[bookmark: _Hlk41474749]Signed

		Date



		Employee

		     

		     



		Manager

		     

		     



		Senior Manager

		     

		     



		PRaD recorded in People Manager iTrent

		     



		PRaD summary report completed and sent to HR Workforce Development
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Values and Leadership Behaviours.pdf
RBG STAFF VALUES AND LEADERSHIP BEHAVIOURS

o Listens and learns from residents to improve results

e Makes sure residents are well informed on things that affect them

e Helps residents understand what other services the council provides and how to access
them.

e Communicates in plain English (doesn’t use jargon)

e Prioritises residents’ needs over the Council’s convenience

In addition, for leaders and managers

e Ensures their people always see things through residents’ eyes

e Ensures their services are easy for residents to access and use

e Ensures their people see every interaction with residents as an opportunity to
strengthen relationships

e Shows an accurate understanding of the realities for residents and staff at the front-line

DEMONSTRATING

RESPECT AND FAIRNESS

o Treats everyone they meet as equals, with respect, fairness and dignity

o Makes time to listen to people carefully

o Puts themselves in other people’s shoes, to understand what they’re thinking and
experiencing

e Ensures people feel safe and respected

o Speaks up when someone’s treated unfairly or without respect





In addition, for leaders and managers

e Respects the perspectives and values of people from different backgrounds/cultures
e Shows appreciation for their people and the work they do

o Clearly states the reasoning behind their decisions and actions

e Responds constructively when faced with disagreement

O‘A. TAKING OWNERSHIP

e Does what they say they’ll do, on time

e Apologises when something’s gone wrong and personally looks to sort it out
e Is clear and honest about what can and can’t be done

e Looks for different ways of achieving what’s needed (rather than saying ‘can’t’)
e Goes the extra mile when needed

In addition, for leaders and managers

e Communicates a compelling vision for the future

o Ensures their people feel empowered to take the decisions needed to get things done
e Has the tough conversations about behaviour or performance when needed

o Actively supports their people to maintain their resilience when times get tough

49.*
J v \ DOING THINGS BETTER

o Keeps looking for ways to do things better, faster or for less money
e Prioritises the tasks that will make the most difference

o Reviews and learns from mistakes (doesn’t blame others)

o Tells colleagues what’s worked well and what could go better

e Brings in best practices from outside so people can do things better

In addition, for leaders and managers





Encourages people to develop and implement game-changing ways of doing things, that
deliver the council’s aims and objectives

Ensures that people are able to prioritise their workload to support strategic priorities
Motivates their people to achieve things they hadn’t thought they were capable of
Creates opportunities for their people to develop the capabilities the council will need
in the future

WORKING TOGETHER

ACROSS THE COUNCIL

Reaches out to collaborate with people across the council

Works readily with others in the council to help achieve the council’s aims

Steps up to help even if it’s not their own area

Thinks about how their own actions and decisions affect people outside their own area
of work

Readily shares their own experience, information and knowledge with people outside
their own area of work

In addition, for leaders and managers

Promotes a wider understanding of other council services, beyond own service and
directorate

Actively enables their people to collaborate with others across the council
Instinctively involves peers from other directorates when making decisions and plans

For Levels I, 2 and 3 leaders only

Inspires confidence and trust among politicians
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Continuing Learning.pdf
Continuing Learning and
Development

(updated 1/5/20)
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Introduction

Learning resources that can be accessed remotely

This document has been created in response to the restrictions in place due to
the COVID-19 outbreak and contains a combination of articles, eLearning,
videos, webinars and virtual live learning courses that can all be accessed online.

We know that the coronavirus (COVID-19) outbreak is having an impact on everyone’s
lives. We have changed how we work, for many where we work from, and in some cases,
colleagues have been or will be redeployed to work in areas that are new to them. Change
is always difficult and doing so in an emergency is even harder.

Learning and Development services are trying to come up with creative ways to support the
workforce. Indeed, for some of us it is a test of our new ways of working both in terms of
technology and culture change.

We hope the following learning opportunities will help you continue with your personal
development to learn new skills, behaviours and knowledge and to look after your Mental
Health and Wellbeing. We will continue to update this document as we identify new
learning solutions.

All of the links in this document will take you directly to the resource, however if a log in is
required to the site that hosts the resource, for e.g. Learning Pool and Health Assured, you
will need to login in using your credentials. You will need to do this just once. If you do
not have your log in details guidance on how to access the platforms is available at the end
of this document.

— @)

ROYAL borough of
GREENWICH





Wellbeing Support

In addition to the information below, please also refer the resources available in RBG’s

Business Continuity information for staff

Bereavement support

Bereavement is a difficult
experience under any situation
but is made even more
challenging during the
circumstances created by
Covid-19 pandemic.

Both those who experience loss
because of Covid-19, or loss
through another cause may
experience increased trauma and
may be cut off from some of
their usual support networks.

Below are resources to support those going through bereavement and

6 Steps to Supporting Employees Through Bereavement is an article fro

Cruse is a charity offering support, advice and information to children, )
someone dies. Their website has a dedicated section on dealing with b
Coronavirus outbreak and has a specific section on supporting people

Online learning sessions for managers who need to support staff throug
from Cruse. Contact Workforce Development if you would like to att

London Councils has put in place resources to share about how bereav
this pandemic. It covers some of the different situations and emotions t
with. We will be adding to and updating this information as the situatior

RBG’s Employee Support Programme also offers specialist support in b
(you will need to log in to get these resources (Username: Royal Pass

)

Mentoring

The pressure on local authorities
to deliver more services in less
time has never been so great.
Being a mentor or mentee is a
powerful way to build resilience
and strengthen coping strategies.
RBG has a well-developed
employee mentoring programme
that brings many benefits to both
mentors and mentees.

If you are already a mentor or mentee we recommend continuing to sc
platforms such as Zoom or Microsoft teams for your mentoring meetin

If you are interested in becoming a mentor or mentee, please contact
HR-WorkforceDevelopment(@royalgreenwich.gov.uk

Working remotely and
checking in with your team

Reflection Time

e Agree on some group questions




https://www.royalgreenwich.gov.uk/info/200154/council_and_elections/2198/business_continuity_information_for_staff/5

https://www.hrmagazine.co.uk/article-details/six-steps-to-supporting-employees-through-bereavement

https://www.cruse.org.uk/

https://www.cruse.org.uk/get-help/coronavirus-dealing-bereavement-and-grief

https://www.cruse.org.uk/get-help/coronavirus-dealing-bereavement-and-grief

https://www.cruse.org.uk/get-help/local-services/south-east/greenwich

mailto:HR-WorkforceDevelopment@royalgreenwich.gov.uk

https://www.london.gov.uk/coronavirus/how-cope-bereavement-and-grief-during-coronavirus-outbreak

https://healthassuredeap.co.uk/bereavement-loss/

mailto:HR-WorkforceDevelopment@royalgreenwich.gov.uk



Taking the opportunity to check
in and reflect with your team is a
great practice and an opportunity
to discuss not just work but how
everyone is doing. Team
members who are self-isolating
may also want to join these, if
they are feeling well enough.
These check-ins need be no
longer than half an hour a week
and you may already be doing
them!

Every team is experiencing
different stresses and levels of
busyness. Ideally you will do your
‘check ins’ as a group video
meeting: It might be last thing on
a Friday or a midweek
pick-me-up. The contact could
also be via email with a team
member sharing something each
day.

® Agree as a team on some check-in questions, try not to make tt
suggestions for starting a meeting

Name a low point and high point of your week

A short game (each naming 2 truths and one lie...)

Something you’ve been enjoying; it might be some music/TV/Filn
Any resources you wish to share with your team

These check-ins do not need to last longer than half an hour, bu
to check in on yourselves and others!

Team Social Time
Some ideas are:
e Set up a work WhatsApp group chat

Share a picture of “What's for dinner tonight”

Team Quiz

Share memories

Bring a snack or drink to a team meeting — tear and share

An emoji summary of your day

Team Meetings and updates

Make team meetings more frequent than usual, colleagues are seeing le:
up for the reduced contact. Introducing a daily check-in from the team
who’s doing what and can support more collaborate working. A brief
morning with a few bullet points on what is on everyone’s “to-do” list f
checking on people, it’s just replacing the day to day exchanges and con
happening in the office.

Wellbeing Resources

This is a difficult and worrying
time and we are likely to be
facing ongoing uncertainty in the
weeks to come. Whilst managers
are required to address the
specific needs of the teams and
individuals in their services, we
are aware that support at some
levels is needed for everyone.

RBGs wellbeing guidance....

Mental Health at Work offers round-the-clock one-to-one support, by
plus resources, tips and ideas to look after your mental health.

Stress Awareness is a short module for employees to help to identify “
mechanisms which can help.

Click on the link below to access Wellbeing Support for Staff

Managing Stress and Conflict will enable managers to understand and m
stress in the workplace.

Mental Health First Aiders
If you want to talk to someone
there is lots of support available,

Click on the link below to information about the RBG Mental Health Fi
Wellbeing Support for Staff




https://www.mentalhealthatwork.org.uk/ourfrontline/

https://royalgreenwich.learningpool.com/course/view.php?id=44

https://www.royalgreenwich.gov.uk/downloads/download/1067/hr_faqs_during_covid-19

https://royalgreenwich.learningpool.com/course/view.php?id=145

https://www.royalgreenwich.gov.uk/downloads/download/1067/hr_faqs_during_covid-19



including our Mental Health First
Aiders

Mental Health Awareness is an eLearning module providing strategies t
and well-being, and ways that you can help someone who is having diffic

Employee Assistance
Programme

Sometimes it can be difficult to
balance the pressures of work
and home life. The Employee
Assistance Programme can
provide caring support for both
you and your immediate family.
Health Assured, in partnership
with Royal Borough of
Greenwich, provides all
employees with complimentary
access to an enhanced Employee

Assistance Programme (EAP).

How to use the service:
Speak to someone anonymously at the 24-hour Employee Assistance Pr
phone).

Alternatively, to access the website go to https://healthassuredeap.co.ul
Username: Royal Password: Greenwich

It is recommended to use the Chrome browser for optimal experience
may not work on RBG computers. Please use your personal devices for

A new webinar is available called: How to look after our wellbeing duri
In this webinar, Health Assured explore what is coronavirus (covid-19),
health during these turbulent times and how to cope with self-isolation.

Leadership and Management

Leading through COVID-19

The COVID-19 pandemic is
placing great pressure on local
authorities to continue delivering
high quality essential services to
our residents. Leaders and
managers are having to sharpen
their focus on meeting the core
needs of staff, ensuring their
wellbeing and sustained
motivation to help them deal
with this rapidly changing
situation. The Covid- 19 situation
is full of uncertainties and leaders
are trying to find the right
solutions as the context changes
almost hour by hour. Now more
than ever leaders need to draw
upon available resources, most
particularly their people, utilising
the collective experience and
knowledge while adapting and
revising solutions as the situation
unfolds (Kings Fund).

Leaders know the importance of
paying attention to their staff,

There is a range of resources that may help managers develop skills anc

Learning Pool has a dedicated Leadership and Management category, th

Remote Working for Managers will help those who are now needing tc
working

Managing Stress and Conflict will enable managers to understand and m
stress in the workplace.

And managers who are_supporting individuals-the impact of change will
through these changing times.

Project Management will help you to be able to recognise when to star
and schedule a project effectively.

RBG’s bespoke module on PRaDs — Performance Review and Develop
PRADS to conduct effective reviews with individual staff and teams. Thi
and will be uploaded by the 18" May 2020.

There are many other resources available
Check out this ted talk for some top tips on how to give great feedbacl

Solace is an organisation that has extensive experience in supporting lez
Authority settings. They will be posting some useful ‘how to’ guides on

6



https://royalgreenwich.learningpool.com/course/view.php?id=137

https://healthassuredeap.co.uk/

https://royalgreenwich.learningpool.com/course/index.php?categoryid=7

https://royalgreenwich.learningpool.com/course/management.php?categoryid=7&courseid=144

https://royalgreenwich.learningpool.com/course/view.php?id=145

https://royalgreenwich.learningpool.com/course/view.php?id=80

https://royalgreenwich.learningpool.com/course/view.php?id=10

https://royalgreenwich.learningpool.com/course/view.php?id=40

https://www.ted.com/talks/leeann_renninger_the_secret_to_giving_great_feedback

https://www.solace.org.uk/learning/



listening to them, empathising
and being present with them,
even remotely. It means truly
understanding the challenges they
face, rather than seeking to
impose understanding. Ongoing
communication with your team
and colleagues is key.

Gatenby Sanderson will be facilitating sessions for senior leaders on ez
this document updated to signpost all managers to useful articles, video
managers may wish to consider mentoring a member of staff and / or

Getting to know about RBG
RBG continues to welcome new starters who may be in the unusual position of receiving

their Induction on-line and working remotely. The recruitment service and line managers

will support new starters through this process and signpost them to the online Induction

modules

Whether you are a new joiner or wish to refresh your own induction you can access the

elLearning modules below.

All induction modules can be
accessed by clicking here, or go
direct to the module of your
choice using the links to the right.

Royal Greenwich Induction: 3 separate modules that will tell you about
borough and about your rights and responsibilities as an employee as w
RBG

Equality in the Workplace increase your awareness of equality in the w
challenging unlawful discrimination or inappropriate behaviour.

Introduction to Health and Safety covers common risks and hazards wit
guides on good health and safety practice.

Data Protection Training a detailed update of the 2018 guidance

Introduction to Local Government have you ever wondered about ho
its relationship with central government, how it is funded .... No? .... R

Personal Development

This may be an opportunity for staff to think about their own personal and professional

development.

This may be an ideal time to
focus on your Personal
Development if you have the
time or if you need a change of
focus from the day to day routine

Learning Pool’s Personal Development Section has a wide range of moc
Communication, Managing your priorities, Presentation Skills, Spelling a




https://www.gatenbysanderson.com/

https://royalgreenwich.learningpool.com/mod/page/view.php?id=383

https://royalgreenwich.learningpool.com/course/view.php?id=85

https://royalgreenwich.learningpool.com/course/view.php?id=104#section-1

https://royalgreenwich.learningpool.com/course/view.php?id=21

https://royalgreenwich.learningpool.com/course/view.php?id=99

https://royalgreenwich.learningpool.com/course/view.php?id=17

https://royalgreenwich.learningpool.com/course/index.php?categoryid=5



Health and Safety

Many staff are being redeployed to different roles where there is a requirement to
undertake mandatory health and safety training. Other staff may be able to use this time to
catch up on outstanding training requirements.

A wide range of eLearning is
available at Health, Safety and
Wellbeing section of Learning
Pool

Coronavirus is a short module aiming to provide you with the facts tha

informed and dispel the many myths surrounding the virus.

Emergency Planning and Business Continuity contains information abou
services are maintained during an emergency or incident.

Display Screen Equipment explains what display screen equipment is, w
associated with using it.

Stress Awareness is a short module for employees to help to identify “
strategies.

The Principles of Risk Assessment is an overview of key principles and t

There are also modules available covering E-mail Stress, Fire Safety, Leg
Awareness

Social Care

Short online courses for staff working in the health and social care sector, ranging from
Safeguarding Children to Palliative and End of Life Care.

A wide range of elLearning is
available at Me Learning

To access the Me Learning modules for the first time, all users must «
process to validate their account, once completed users will be able to
courses available.
https://greenwich.melearning.university/course_centre

e Safeguarding Adults - Level |
Health and Safety Induction -for Health and Social Care
Fire Safety Awareness
Basic Life Support (BLS)
Fluids and Nutrition -for Health and Social Care
Handling Information -for Health and Social Care

Infection Prevention and Control -for Health and Social Care
Privacy and Dignity -for Health and Social Care

Medication Awareness and Safe Handling of Medicines
Autism Awareness

Epilepsy Awareness

Manual Handling

Dementia Awareness




https://royalgreenwich.learningpool.com/course/index.php?categoryid=8

https://royalgreenwich.learningpool.com/course/index.php?categoryid=8

https://royalgreenwich.learningpool.com/course/index.php?categoryid=8

https://royalgreenwich.learningpool.com/course/view.php?id=140

https://royalgreenwich.learningpool.com/course/view.php?id=45

https://royalgreenwich.learningpool.com/course/view.php?id=19

https://royalgreenwich.learningpool.com/course/view.php?id=44

https://royalgreenwich.learningpool.com/course/view.php?id=92

https://greenwich.melearning.university/course_centre

https://greenwich.melearning.university/course_centre



e Dementia, Learning Disability & Mental Health Course for Healt
e Food Safety and Hygiene Level 2

Short online courses for staff
working in the health and social
care sector

Learning Pool has a dedicated section with modules in Social Care.
e Guide to Reasonable Adjustments

e Autism Awareness — Overview
e Dementia Awareness

100’s of courses are available on
the NHS Health Education
England Healthcare Portal e
Learning

Click here and follow the registration process by entering either a worl

Getting the job done

We are all adapting to new ways of working, be it at home or using new IT platforms.

Improving your IT skills and
Data Security

Whether learning new
applications in order to work
remotely or understanding how
to stay safe on-line, use the
following resources to help you.

Always ensure to follow RBG’s [T
and working from home

guidance.

MS Teams offers instructor led learning. Or take a ‘knowledge check’
with MS Teams.

There are also various articles and videos on Sharepoint or One Drive
resources, not personal).

There is a2 whole lot more available from Microsoft to help you to get t
resources.

Cyber Security eLearning module
will help you to protect online data at work or home.

Data Handling
is the 2nd course of the GDPR online training modules. This eLearning

staff later in 2020, so if you are able to do it now, you will not have to r

If you or member of your team has a more specific requirement
Email HR-WorkforceDevelopment@royalgreenwich.gov.uk and we will

Working remotely

Remote working gives practical tips and hints in a short online module :

Learn about Conference Call Etiquette in this short module that gives
remote meeting.

Apprenticeships

For all queries relating to new or
existing apprentices, please email

Apprentices and Redeployment
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Workforce Development where
you can discuss queries with staff
or request a detailed document
containing guidance on
apprentices at RBG.

All of the three apprenticeship programmes offered at RBG may becorr
Whether they are:

Greenwich Direct Apprenticeships (GDA) entry level apprentices
contracts who usually have a dedicated training days for

Trainees / Career Grade Apprentices — who are in development r
time

CPD Apprentices — who are existing staff who enrol onto apprentice
Management and fit in learning flexibly around work priorities

Any of the above apprenticeships can be affected by the COVID outbre
or increased work pressures. If you are a manager or apprentice and tt
learning, you will need to let Workforce Development know so that we
well as offering advice and support. Please contact Workforce Develog
nature.

Online Learning Session — coming soon
HR Workforce Development is working with Training providers to commission a range of

courses in a virtual setting. These will range from Health and Adults social care, Leadership

and Management, Health, Safety and Wellbeing and Personal Development.

Are you having trouble logging into any of the resources?

For Learning Partnership, Me Learning or Learning Pool — email HR-Workforce

Development

For Health Assured its Username: Royal Password: Greenwich

For help accessing the Healthcare portal (see above Social Care section) all enquiries should
be submitted to NHS and Health Education England, they can be contacted here.
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Wellbeing and personal resilience support for staff

Introduction

There is a strong likelihood that staff engaged in supporting key service provision or
co-ordinating the London wide response will have an impact on their wellbeing.

This is a difficult and worrying time and we are likely to be facing ongoing uncertainty in the
weeks to come. Whilst managers are required to address the specific needs of the teams
and individuals in their services, we are aware that support at some levels is needed for
everyone.

Wellbeing Offer

Everybody matters
All of our staff, regardless of job title or professional background, are critical to supporting
our efforts to respond to covid-19 and keep our Boroughs running. Although the need for
support will vary according to your role and duties during this time, there will be a level of
support available to all.

Responsibility for wellbeing sits with us all
Everybody can play a part in supporting their own and others’ wellbeing in the following
ways:

e Individual - making use of available education; practical self-care techniques; and |I-1
and group support through team meetings, supervision etc (whether virtual for those
who are still reporting into work, in person).

e Team - using creative ways to keep in contact with each other, giving guidance and
support to teams to stay connected. Video calling a colleague can give a greater
feeling of keeping of touch than an email or text. Keep in touch with colleagues by
sharing social moments.

e Organisation - using internal communication methods to share information, updates
and especially where we can. For example, good news stories about how we are
maintaining services to borough residents.

Support will stay in place for as long as is needed

These times are uncertain, and we don’t know how long the restrictions that we currently
face will be in place. We all look forward to getting back to normal, but we should not
assume that things will snap back into place quickly. Therefore, we will ensure that support
is in place for as long as needed.

Support

Managers are being asked to keep in regular contact with staff who are working from home,
self-isolated or otherwise as well as those who are ill. Staff will be encouraged to read all
updates and make use of some of the free resources available (many included in this

document)
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This is a difficult time in which we are likely to be facing ongoing uncertainty in the weeks to
come. Please remember if you want to talk to someone there is lots of support available.

Mental Health First Aiders
In just the same way as you would approach a First Aider about your physical health, you
can talk to a Mental Health First Aider about your mental health.

RBG has a number of trained Mental Health First Aiders who will listen and be able to
signpost you to other supports that are available at this difficult time. Please see list for
names and contact details.

If you do not receive a response within 3 hours, please email another colleague or access
the Employee Assistance Programme.

Employee Assistance Programme
Sometimes it can be difficult to balance the pressures of work and home life. The Employee

Assistance Programme can provide caring support for both you and your immediate family.
Health Assured, in partnership with Royal Borough of Greenwich, provides all employees
with complimentary access to an enhanced Employee Assistance Programme (EAP).

How to use the service:

Speak to someone anonymously at the 24-hour Employee Assistance Programme on 0800
030 5182 (free phone).

Alternatively to access the website go to healthassuredeap.co.uk and use the login details
below:

e username: Royal
e password: Greenwich

It is recommended to use the Chrome browser for optimal experience. Please note some
video webinars may not work on RBG computers. Please use your personal devices for
these.

A new webinar is available called: How to look after our wellbeing during coronavirus

In this webinar, Health Assured explore what is coronavirus (covid-19), how to look after
your mental health during these turbulent times and how to cope with self-isolation.

E-Learning

At this extraordinary time, when working arrangements are significantly changed, we hope
to offer you support through a range of e-Learning modules. The modules below are
available once you have logged into Learning Pool (https://royalgreenwich.learningpool.com)

If you have forgotten your password or have trouble logging in, please contact
HR-WorkforceDevelopment@royalgreenwich.gov.uk for assistance, staff are available

during core office hours.
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Modules available include:

Coronavirus is a short module aiming to provide you with the facts that you will need to
stay safe and informed and dispel the many myths surrounding the virus.

Mental Health Awareness provides strategies to look after our own mental health and
well-being, and ways that you can help someone who is having difficulties with their mental
health.

Remote working gives practical advice about working away from the office.

You can still access a wide range of modules. These are unusual times, and it is recognised
that for some services this will mean that normal day to day operations will be paused or
suspended whilst RBG concentrates efforts on keeping critical services operating, this could
mean that you have time to focus on your own development.

Cyber Security will help you to protect online data at work or home.

Data Handling is the 2nd in the course of GDPR training. This eLearning will be made
mandatory for all RBG staff later in 2020, if you are able to do it now, you will not have to
repeat it.

Working from home

Working from home can be an adjustment, we hope that the following might help.

® Wake up at the same time as you usually would it will help to maintain as a regular
routine, with breaks and lunch factored.

e If possible, create a separate work area in your home

® Wear sensible clothes, be comfortable but staying the day in pyjamas all day can open up
low feelings and make you feel unproductive. Also, you never know when you might be
expected to join a video call.

e Move around — think about how much you move around the office and try to do the
same. Open a window and take some fresh air to stay oxygenated.

e Talk to people, video call where possible —it’s a greater level of contact

e Avoid distractions — group chats are alive and busy with news at the moment, but you
could mute or silence any that are not essential.

e If you don’t understand the technology, ask your manager or a colleague. Don’t just read
everyone’s messages and pretend you’re OK and are getting along with it the same as
everyone else. This is new to all of us, and we’re all in unchartered territory.

Working from home with children

If you are working from home and you have children, we understand this may cause some

additional challenges. Please let your manager and team know you if have children at home
and that you may need some flexibility with working hours. Here are some general tips for
working at home with children:

"'_"-1\
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e Organise your schedule. Work out which tasks need your uninterrupted attention and
aim to schedule them around activities your children will be engaged and hopefully quiet
in

e If you have a partner, consider making a rota dividing the day between when you are
looking after the children

® Take regular short breaks which can be used to check up on the children and reward
good behaviour

e Consider relaxing your screen time rules

Living with self-isolation and social distancing - tips on staying well

Stay Active

Staying active is really important for our wellbeing and can be surprisingly easy too.
Whether you are exercising outside or at home. There is a link from Sports England about
staying active whilst at home: or try the NHS |0 minute home workouts

Online exercise workouts (but plan which one in advance — otherwise the 30 minutes you
set aside to do that workout will be taken up with browsing You Tube)

Try to exercise once a day, even a |5-minute exercise video or a short walk. You can still
exercise outside once a day. However, if you are able to exercise outside it is vital that you
maintain social distancing, keeping 2 metres apart.

You can still be active in your home, this includes:

® cleaning and chores
e dancing to music (and it’s good for the soul)
e going up and down stairs

® seated exercises

e getting out of your chair every 45 minutes.

Stay Connected

Social distancing does not mean not speaking to anyone. In fact, it is more important than
ever to keep in contact with friends or family. Give them a call, send them a message or
arrange a video call. There will be many people feeling isolated and lonely. A simple phone
call can make a real difference.

Stay Engaged

Now has never been a better time to read that long book, learn a new language with
www.duolingo.com or pick up that instrument you haven’t touched for years. Learning new
things, being creative or completing challenges will help us all with a sense of achievement. If
you like you could even form book and film clubs with your friends and work colleagues.

Dust off some of your long-forgotten hobbies such as playing a musical instrument, knitting,
painting or baking as they are a great way to practice mindfulness and help to calm thoughts
when we are being bombarded with so much negative news.

"'_"-1\

6 ROYAL horﬂ;g:’; of
GREENWICH



https://www.sportengland.org/news/how-stay-active-while-youre-home

https://www.nhs.uk/live-well/exercise/10-minute-workouts/

http://www.duolingo.com/



Have a go at doing the things you’ve always wanted or find inspiration for things to do
without leaving the home.

Switch off from the news and social media from time to time: While it is important to
stay informed, the flurry of constant news is likely to bring about anxiety in you or others in
your household. Hearing about anything constantly can amplify how worrying it is to you.
There is unfortunately a lot of misinformation at the moment, so make sure you are only
listening to information from trusted and reliable sources such as the BBC.

Maintaining a routine is crucial to your mental health

Get plenty of sleep
If you are struggling to sleep, try techniques such as body scanning if you need help drifting
off.

Practice gratitude

If you find your thoughts are negative spend time at the end of the day to

celebrate what was good about the day e.g. you had a lovely message from a loved one, you
had a lovely meal, solved a problem for a resident or colleague etc.

Help others check on an elderly neighbour, helping others helps our own wellbeing, you
could put a note through their door with your number and offer help if they need it

Resources

Mind the mental health charity, has created an extremely useful page of help and guidance,
including tips on how to maintain good mental wellbeing if you or someone close to you
needs to self-isolate: www.mind.org.uk/information-support/coronavirus-and-your-wellbeing

Times of uncertainty can be particularly stressful for young people. Young Minds have
created a blog to provide support and advice for young people and their carer’s:
https://youngminds.org.uk/blog/what-to-do-if-you-re-anxious-about-coronavirus/

Carers UK - It can be a particularly stressful time if you are a Carer. Carers Uk provides
support and advice for carers on coronavirus
carersuk.org/help-and-advice/health/looking-after-your-health/coronavirus-covid- 19

Mental Health Direct

Mental Health Direct provide support and advice anytime of the day or night. The service
can arrange for you to speak with a mental health professional and advise you about what
service to contact to get the support you need. You can call 0300 555 1000; 24 hours a day,
365 days a year

London Health Partnership
The Healthy London Partnership provide freely available mental health and wellbeing

information - Good Thinking which is a London-wide digital mental wellbeing service funded
\_/5649
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by London Councils and NHS Clinical Commissioning Groups supported by Public Health
England.

It offers online web and app based tools and resources to help people feel less isolated:
https://www.good-thinking.uk

NHS Mental Health Help | Mental Health & Wellbeing

Online support and advice from the NHS to help with mental health.
www.nhs.uk/oneyou/every-mind-matters/your-mind-plan-quiz

Samaritans

Samaritans is dedicated to reducing feelings of isolation and are currently available for
telephone conversations and support. Please note Samaritans is not accepting face to face
callers at the present time. You can call Samaritans 24 hours a day, 365 days a year on | 16
123 or you can visit: www.samaritans.org

The RBG Business Continuity page is dedicated for RBG staff to access service updates and
has resources including NHS COVID-19 information, how to access the NHS 111 online
service and information from Government.

Keep up to date with services and news from RBG on Twitter and Facebook

The Mental Health Foundation has guidance on looking after your wellbeing during the
outbreak.

Have a go at doing the things you’ve always wanted to do during your spare social time. For
example, learn a new language with www.duolingo.com or find inspiration for things to do
without leaving the home.

Things to do at home

Greenwich has suggested a number of activities you can do from home. Have a look at the
“things to do at home” link on the dedicated Coronavirus page.

Libraries are closed at the moment, but offers services that you can access via the Online
Library which offers e-books.
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Useful links and numbers

Mental health and wellbeing

The Employee Assistance Programme - call 0800 030 5182

www.samaritans.org call 116 123 24 hours

www.mind.org.uk email info@mind.org.uk call 0300 123 3393 9am-6pm

www.blgmind.org.uk call 020 8853 2395 (Greenwich residents only)

Time to Talk call 020 3260 | 100 email s.markatselis@nhs.net or Greenwich Time to Talk

Domestic Violence: Greenwich www.gdva.org call 020 8317 8273

National www.victimsupport.org.uk call 0808 168 91 |

NHS Audio Guides

www.nhs.uk/conditions/coronavirus-covid-19

Exercise and being active.

Staying active whilst at home:

NHS 10-minute home workouts
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One to one template.docx
Royal Borough of Greenwich one-to-one form



		Record of one-to-one between

		

		(manager) and

		

		(employee)

		Date:

		







[bookmark: _GoBack]Suggested areas for discussion are included in the template.



		KEY TASKS

		ACTION REQUIRED

		ACTION



		

		

		Initials of person responsible for the action

		Date to be completed (or indicate “ongoing” where appropriate).



		Health and wellbeing

		

		

		



		Effective management of workload

(refer to key outcomes and tasks from PRaDS)



		

		

		



		Effective leadership and management 

(relevant to staff with line management responsibilities or projects that require good leadership and management skills)



		

		

		



		Review of one area of the Staff Values (and leadership behaviours for those in a leadership and management role)

		

		

		



		Continuous professional development/training/support needs

		

		

		



		Feedback/suggestions for improvement to the team and to the service.

		

		

		



		Any other business
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ROYAL borough of
GREENWICH

Performance Review and Development Scheme (PRADS)

Recording a PRAD on iTrent

Managers should record the completion date of the PRAD in iTrent. When the form is saved on

iTrent the manager will receive an automated message to remind them to send any training needs to
the Workforce Development Team.

Today's date

Username
Steven Spielberg 24/06/2014

# Organisation: Royal Borough of Gre...  Reporting

Positons 7 i Q - Q

) Personal Details -‘

Absence
P Personal Details

P Home Address

P Contact Details

P Start Date

» Emergency Contact Details
» Employment Checks

Select th e People Information

People Tab Bookmarks )

Links ) Position Details
P Position Summary

& Naomie Harris

»
BT {10y Oceupancy Details

~ & Johnny Depp P:‘\DS
New Review
N '
& Orlando Bloom JLcicli=t (b Amend / Delete Review

& Keira Knightley People / Position Reports

BIoCEsses (0 » Run People Reports
- & Leonardo Dicaprio » Download People Reports
Messages » » Run Structure Reports
& Cathy Bates P Download Structure Reports
2 Kate Winslet User settings »
- & Wichael Fox el

iTrent
Username Today's date
Steven Spielberg 24/06/2014 2410612014
# Organisation: Royal Borough of Gre_ . People: Daniel Craig
Positions[©] & m Q =0
Views v =0l i ence ) Personal Details =

P Personal Details
P Home Address

P Contact Details
P Start Date

- & Judy Dench Bookmarks » » Emergency Contact Details
» Employment Checks

~ «in Royal Borough of Greenwich Qrganisation
People Information

- & Steven Spielberg

Select

FADaniel Craig

Links ) Position Details
& Naomie Harris P Position Summary
2 out of office - P Qccupancy Details N ew |
PRADs .
Select the Todolit ) tew Feuen Review

)} amend / Delete Review
People / Position Reports

em ployee Processes (9 b Run People Reports

P Download People Reports

Messages » | P Run Structure Reports
& Cathy Bates P Download Structure Reports
2 Kate Winslet Uzegsetincs) 4 U
~ & Michael Fox =l S

Review details: New

Job title Technical Support Officer ~

Enter date of

Review type PRADS - .
SeIeCt PRAD Date occurred |24merzo14 C0mp|et|0n
from the Review Overallrating MMM -
type dropdown Next review date =]

list

Save the
changes

PRADS - Recording a PRAD on iTrent |
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ROYAL borough of
GREENWICH

Performance Review and Development Scheme (PRADS)

iTrent
Username Today's date =
Steven Spielberg 24/06/2014 FindiTrentpages ~ Q
# Organisation: Royal Borough of Gre People: Daniel Craig Reviews: PRADs  Review details
2:Q 1l Attachments | . Notes i Q
Select all © Changes have been saved
Type Date occurred Overall rating Job titl
Review details: Craig, Daniel
Job title Technical Support Officer
Review type -
Date occurred | 24/06/2014 ]
Saved changes |
Overall rating &
appear on the S—— ®

object pane

m-

Managers will receive the email below when they save the form

Dear <<~*REPORT_MANGR.TWF_DUM_JOB>>,
You have entered a new PRAD review date for <<*FORMATTED_NM.TWF_PER_BLOB>> on iTrent.

Please complete the Team Summary Report which can be found by clicking the link below
Team Summary Report

If there are any training needs, please visit the Learning and Development pages on the intranet to
book.

http://gcint-share-
001.gcint.gc.gov.uk/sites/hrintranet/learning/Pages/LearningandDevelopment.aspx

Kind regards

HR Workforce Development Team

Address: 3rd Floor, The Woolwich Centre, 35 Wellington Street, Woolwich, SE18 6HQ
Email: HR-WorkforceDevelopment@royalgreenwich.gov.uk
Tel: 020 8921 4981

This is a system generated email. Please do not reply directly to this message. If you have any
queries, please contact the appropriate person(s) directly.

PRADS - Recording a PRAD on iTrent 2



file://///greenwich.council.local/GD/Finance/HR&OI/OED/Workforce%20Development/PRaDs/PRaDs%20Review%202017/Final/Penny/PRADS%20-%20Team%20Summary%20Report%20.doc
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Team Training Summary.doc
Performance Review and Development Scheme (PRaD)



Team summary of learning and development needs

This form should be filled in by the manager once all individual team members’ PRaDS have been completed and then returned to the HR Workforce Development Team on the 3rd floor The Woolwich Centre.  


		PRaDS team summary report

		For the period:      





		Manager

		     

		Telephone number

		     



		Section/team

		     

		No. of staff in team

		     



		Directorate

		     

		No. of PRaDS completed

		     





Summary of team learning and development requirements 

		Career aspirations and identified learning needs

		Proposed method of meeting need

(For example, classroom training, e- learning, other online, shadowing, coaching, mentoring)

		Target group


(including numbers)

		Resources/budget required

		Priority level and explanation

(high, medium, low)



		     



		     

		     

		     

		     



		     



		     

		     

		     

		     



		If you have set a specific project related to the RBG Staff values or the continuing improvement programme, please tell us about it here.

		





		Manager’s signature: ………………………………………..

		Date: …………………………………………….





Have these statistics been reported on i-Trent through the people manager function?   FORMCHECKBOX 
 (Please tick)

Please return your completed copy to the HR Workforce Development Team, 3rd Floor, The Woolwich Centre.  
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