
HR USER GROUP

23 OCTOBER 2013 – 2 pm 

MEETING NOTES
Colleagues,
 
Thank you for attending the final HR User Group meeting for 2013 that was held on 23 October. 
 
It was great to see such a large turnout at this meeting and I hope you found it useful. 
 
I will provide you with a summary here of the issues and information that were discussed along with copies of slide presentations
 
2013 has been a busy year for UCL and we in HR have been working to implement more effective working practices and relationships with professional services colleagues in all areas. A major development is the reform of Employment Contract Administration (ECA). We will work closely with you as we roll this out and will review its efficacy on a regular basis.
 
The Staff Survey 2013 has just been launched and as you know we seek feedback from all staff. This is an opportunity for key data to be received on staff experiences at UCL which gives essential insight into areas where much has been achieved, but to also investigate areas that still need work. Please encourage all staff in your areas to participate as staff involvement is key to the success of this survey.  
 
We are also reviewing key HR policies and work is being done to streamline these to make them more easily accessible and understandable for staff. Some policies are undergoing change and work is being done to introduce new policies. Staff will be consulted over changes as appropriate.
 
Taking on the role of a mentor is one of the most rewarding and satisfying roles you can do. Guiding and supporting staff while helping them develop their potential is an essential part of any organisation. The uMENTOR programme has been thoughtfully planned and with access to this website tool,  I would encourage you to consider becoming mentors to UCL colleagues, or perhaps you feel you need a mentor. You can sign up for either role on the uMENTOR website.
 
Other areas that are changing are in the Recruitment Processes area. There will be the anonymisation of application forms for professional services roles and changes in the redeployment process. The anonymisation project will go live later in November. Following feedback from colleagues on the proposed changes to redeployment processes I have decided to put a hold on those changes until further consultation has been undertaken. More information on both issues will be forthcoming.  
                         
This report along with slides and other information from the User Group will be placed on the HR website under Policies and Procedures. 
 
The link is http://www.ucl.ac.uk/hr/hr_user_group/index.php
 
If you have any general queries or feedback please contact Anne Skinner, HR Office Manager at anne.skinner@ucl.ac.uk.  Alternatively, on the topics discussed at the meeting, the relevant HR contact details are shown below.  
 
Our next HR User Group meeting will take place 19 March 2014 so until then,  I wish you all the very best and look forward to working with you in the remaining weeks of 2013 and in the coming year. 
 
 
Sincerely,

 
Nigel Waugh   

Human Resources Director

    
______________________________________
ECA  ( Employment Contract Administration ) 

Please find here the power point presentation relating to this item which gives information on a restructure taking place in the HR Division.    
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Jon Everard –  

Director – HR Payroll and Operational Services

j.everard@ucl.ac.uk
Mike Sainsbury 

ECA Manager

m.sainsbury@ucl.ac.uk
______________________________________
UCL Staff Survey 

Information on the UCL Staff Survey which will be rolled out to all UCL staff to complete from 4-22 November 2013. You are asked to encourage all staff in your areas to participate.     
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Fiona Daffern  
Head of Employment Policy 
f.daffern@ucl.ac.uk
______________________________________
Policy Review  
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Fiona Daffern  
Head of Employment Policy 
f.daffern@ucl.ac.uk
______________________________________
Introduction to uMENTOR 
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Penny Bridges

Organisational Development Consultant

Human Resources Division

www.ucl.ac.uk/hr/osd


Penny Bridges

Organisational Development Consultant 

p.bridges@ucl.ac.uk
______________________________________
Recruitment Process Changes 
& Communications Plan  
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Geoff Lang 

Director – HR Policy and Planning 

g.lang@ucl.ac.uk 

______________________________________
Next HR DA User group meeting – 19 March 2014  2 pm Venue TBC 










UCL Staff Survey 2013

Why Survey UCL staff?









What is It? 

UCL’s vision is to be ‘an outstanding institution, recognised as one of the world’s most advanced universities and valued highly by its community of staff, students, alumni, donors and partners and by the wider community’ 
(UCL White Paper 2011 – 2021: vision) 


We can’t achieve this unless staff are engaged with UCL’s values and goals



We want to understand your experience of work and the working environment and how this impacts on achieving your goals









Survey aims

Specific survey aims are to:



benchmark developments since the 2011 survey 


understand what UCL has done well and what can be improved – and to develop ideas for new projects and initiatives


assess whether there were differential perceptions and outcomes between different groups of staff that could not be justified to enable action to be taken









When is it happening and how? 

4 – 22 November 2013

Web based  - personal link via email (hard copies available for staff who do not have computer access)

Questions developed by a cross section of staff across faculties and divisions, in partnership with TU colleagues

Survey managed by an external organisation – ORC

Absolute anonymity for respondents







Why should I complete it? 



Chance to give honest feedback in a safe environment



Opportunity to shape change



Let management know what issues are important to you and where they would like priorities for action 



Around 15 mins to complete







What have we done?

A strong cross-UCL focus to review, revise and refresh the Strategic Leadership and Leadership and Management programmes.
 

Enhanced Heads of Department induction programme, ensuring new Heads are supported to deliver across a range of responsibilities. 


Focus on local development initiatives, such as the SLMS Future Leaders programme. All these programmes recognise the important of leadership and management development across the disciplines. 









What have we done?



Launched new initiatives such as the B-MEntor scheme, a cross-institutional initiative designed to mentor BME academics and researchers from post-doc to lecturer to develop their potential.


Vice-Provost (Operations) launched an initiative to develop values for professional services staff, that feel relevant, promote joined up working and supports the academic mission.









Next steps

Allow time during work hours to complete the survey

Engage in action planning to shape changes needed from the results

For every completed survey UCL will donate £10 to the student hardship fund. If 60% of staff respond that’s over £60,000.

Option to submit your name for entry into a free prize draw to win a tablet/reader.

More info on http://www.ucl.ac.uk/staff_survey/
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Policy Review – Fiona Daffern 

The UCL White Paper, approved by Council in 2011 highlighted the need to reform and streamline employment policies.  A Policy Reform paper was agreed by HRPC in November 2012. This identified the policy areas that needed reform, priority for action, drivers (internal/ external/legal, etc.) and the action required. 


The Policy and Planning team has been working on priority documents – and will continue on a rolling programme over the next year or two. 


Policy Review


Our main objectives are:


· streamline documents, where possible;


· ensure they are easy to understand;


· promote a level of flexibility, whilst maintaining fairness and consistency;


· promote local accountability for staff management;


· remain legal compliant without overly ‘gold-plating’.  We are aiming for a balance between stripping back to the bare minimum with staff expectations of a good employer.


For each policy we have: 


· stripped back policy to contain only core elements and must dos;


· separated procedure from policy;

· provided guidance notes; flow charts; forms and other templates;

· undertaken a summary document for each policy to highlight the key changes (element of current policy, proposed change and reason);

· undertaken an initial equality impact assessment.


Throughout we are aiming for a consistency of approach across procedures and provide clarity about what must happen, what is discretionary and who is responsible at each stage for a) taking action and b) making decisions.


We appreciate that hand-in-hand with increased management accountability there will be a transitioning period to ensure managers are fully supported and confident of their decisions. 


Consultation process

There is a new rolling process of consultation:




























Key: 
 HRPC

Human Resources Policy Committee
HRMAG

Human Resources Management Advisory Group
JCG

Joint Consultative Group  (Management and campus trade unions)


HRPC approves policy development priorities











HR Policy drafts policy in liaison with relevant stakeholders, where necessary











Draft policy to HRPC, then HRMAG, then JCG and other key stakeholders for consideration before general consultation











All staff consultation







Thematic review of all comments/ proposed changes











Fin al policy documents to HRPC for approval











Publication and communication of changes


















Recruitment Changes



2 significant changes to our recruitment processes, which are planned to go live in the week commencing 25 November subject to formal go-ahead.  



We will be running a targeted communications exercise on the changes from now until 25th Nov and beyond.  This will be aimed at anyone involved in managing recruitment.  



Information will also be posted on the HR website, Theweek@UCL and Exchange, 



Most importantly, drop-in sessions, which Helen Brown and her HR Process team are organising are also being organised for November.



The changes are:

1.  A new internal website where information vacant posts will be accessible only to staff at risk of redundancy (potential redeployees) for a period of 10 days before anything goes out to external advert;

2.  A new system of anonymised application forms for administrative, technical and manual staff.



The new Internal Redeployment Site:

Please note this change will have an impact on processing time prior to going out to external advertisement.



UCL has been trying for some years now to do more to help the high numbers of staff facing the risk of redundancy.  We lose several hundred skilled staff each year through redundancy and most of these are potential redeployees. 



There is a register of potential redeployees but the numbers successfully redeployed as a result of that have been quite low.  



The aim of this new site is to be more proactive in terms of trying to retain the talent we have and utilising their transferable skills.  



What it means for recruiting managers:

From 25 November, adverts should go to the process team in the usual way.

However, there will now be a new UCL jobs page where vacancies will be posted only to registered internal redeployees for a period of 10 days before they can go out to external advert.  

Applications submitted up to the closing date will need to be taken through a shortlisting process.

Redeployees will be signposted to this page in the standard letters to them (when invited to the consultation meeting)

So rather than just checking the redeployment database, recruiting managers will also need to look at applications.  The application form for redeployees allows them to target their applications to specific person specification requirements.



The Process Team in HR will only proceed to external advert if there is a Final status on ROME (rejected after shortlisting or interview)



Anonymisation of application forms for administrative, technical and manual posts:



This is something with the full backing of UCL’s Council who are very keen for UCL to address its disappointing record in trying to increase the number of black and minority ethnic staff at UCL.  Anonymising application forms at the initial stages is established practice in some other sectors such as across the NHS.



What it means for recruiting managers:

From 25 November ROME will automatically anonymise applications as far as the shortlisting stage

Candidate numbers only will be used to identify applicants

Once shortlisted, names will then appear on the system

It is hoped that this change will have some impact at least in addressing the current situation where there is a far higher drop off of BME than White applicants at the shortlisting stage.  



Please look out for the communications and ensure you go along to one of the dedicated drop-in sessions






Introduction to uMENTOR



Penny Bridges

Organisational Development Consultant

Human Resources Division



www.ucl.ac.uk/hr/osd 
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uMENTOR



Website: www.ucl.ac.uk/hr/osd



Email: umentor@ucl.ac.uk
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UCL HUMAN RESOURCES
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UCL Online »» Human Resources »» OD »» OSD Home Page

Home Welcome to Organisational Development - HR
Contact us
What do we do? The Organisational Development team are here to assist you and your department in planning and arranging

v " development programmes that support improved individual, team and organisational effectiveness.

Development All UCL staff are expected to complete 3 learing events per year. The OD programme is continually updated by the FilaT
Programme =

addition of new workshops and dates. The Course Calendar is regularly updated to reflect this.

S —

Applying for a
Course

Equality

Research Skils

Teaching & Learning

Contining Professional & Personal
Development

= Information Technology.

Change Management Toolkit
Coaching and Mentoring

HESTED for Technicians.

Induction NEW.

Desktop Learning (UCL staff only)

UCL Core Behaviours Framework NEW.

My Training Record

Policies and

Desktop

Procedures - Health & Safety Learning Online Aesources
e - Recruitment and Selection Flan and evaluste my CPD

Vitae for Researchers
Researcher

Development

Study Assistance
Scheme

hA A

Hot Topics.
Aspiring Managers Programme - for al staff who aspire to be managers at UCL starts Monday 28th October ...more
Aurora - a new women-only leadership development initiative ...more.

Future Leaders Programme - Bespoke academic leadership training for staff in the School of Life and Medical Sciences, launching in October 2013.... more

1715 Torrington Placs - 10th Floor, London WCLE 7HE - T8 =44 (0)20 7575 2000 - Copyright © 1335-2013 UCL
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UCL HUMAN RESOURCES
‘ORGANISATIONAL DEVELOPMENT

Search OD UCL Online >> Human Resources > OD » Coaching and Mentoring

Coaching and Mentoring

CIVERITS These Coaching and Mentoring web pages are designed to inform you about UCL’s approach to Coaching and

What do we do? Mentoring

Professional Coaching and mentoring share some common features and the terms are often used interchangeably. This may be because
Development both take place on a 1:1 basis, with a view to helping people to develop knowledge and skills. They both involve defining
Programme goals and outcomes, careful questioning and considerate listening to explore issues and aims. Goals may be similar, focusing

on professional growth, career development, reaching specific short or long-term objectives.

Coaching and

Mentoring Both coaching and mentoring arrangements may involve drawing up a

formal agreement regarding the number and frequency of sessions,

Coaching timeframes and record keeping, although 'contracting' is more

Mentoring commonly the domain of foral coaching wich an ncenal o exieina
coac

Applying for a
Course Benefits of Coaching and Mentoring

Coaching and mentoring have been perceived as a benefit to the
LA LE Sl individual but they also have significant value to the organisation. At
their core coaching and mentoring are about awareness and

:‘r'(']fg“’r:g responsibility. Staff who accept awareness and responsibility are better
focused to deliver. Staff who are focused on objectives, linked to the
e appraisal system and aligned to the organisational strategy can learn
better, manage relationships better, be mproved team members and
Researcher deliver enhanced performance

Development

Coaching and mentoring can also release the potential for innovation
Study Assistance and agility needed in today’s rapidly changing environment. Increased
Scheme adaptation and responsiveness can be established through coaching
and mentoring. In essence, coaching and mentoring develop talent and
capability by strengthening the resources of both staff and the
organisation.

What are the differences between coaching and mentoring?
Coaching at UCL
Mentoring: uMento

Online Coachina Resources I_lll
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UCL HUMAN RESOURCES
ORGANISATIONAL DEVELOPMENT

Search OD UCL Online >> Human Resources »» OD »» Mentoring at UCL

Mentoring at UCL

Contact us

What do we do?

Professional Return to Coaching and Mentoring Homepage
Development -

Programme OD has developed an online mentoring platform - uMentor - so that UCL will have a core space to share information,
provide online training, and materials on mentoring. Within uMentor staff can:

MEONIng| - Develop an understanding of what mentoring is and how It might benefit them

Coaching
= Allow access and gain experience of online learning and become certified as a ‘mentor’ and/or ‘mentee’ (research

Mentoring shows that both mentors and mentees benefit from training)

Applying for a
e = Find and select a mentor through a matching space with the Mentor Matching tool, which profiles and matches
mentors and mentees

My Training Record

= » Provide access to ongoing learning materials to support their mentoring journey
Policies and

Procedures Logging in to uMentor

s Using your UCL userid and password

Researcher https://umentor.goodpractice.net/shibboleth/home

Development
s When you have logged in you will be able to select from the following three icons:

o O;i:l

< S ¥

Done [T [ itemet [a~ =% -
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Study Assistance
Scheme
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Welcome to MENTOR UNIVERSITY

A number of would-be mentors and mentees have visited this
University, and they've all left with a firm grasp of what really effective
mentoring is.

When you enter Mentor University, you can visit any location on the
campus. We would recommend that you stop by each location to give
you the most rounded introduction to mentoring.

We have provided a suggested path, but you may enter any location
as you wish.

Some locations in Mentor University feature content directed
specifically towards either a mentor or a mentee. Regardless of
the position that you are registering for, it is recommended that
you visit and work through all locations to help you develop
your understanding of mentoring relationships from both
perspectives.
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You have now completed your time at Mentor University. We hope
that you feel suitably knowledgeable about mentoring, and are
excited about your future as a mentor and/or mentee.

In order to graduate from Mentor University, the next step is
to take a short assessment. You’ll find this on the uMentor
platform.

@ Internet

> & uMertor -Register - .. | € UCLuMentorlsarningPac... | [ Inbox - Mcrasoft Outook. | (] Micrasoft Excel | 1 Mirasoft Powerpaint L. | (L1 Miinformationisoftwar... | [T 1







image20.gif

indows Internet Explorer =18 x|

[43][x] 8 Lve seorch [2]]

uMentor

egister

[&] https:/jumentor goodpractice.netreaister mentors

Fle Edt View Favortes Took Help

< ravontes |5 P uvEnToR P pivccory - chrtwels M Resourcetik T eaqsTes 2 Opiio Ms7o5 M ctEsotes M conching Adrin M pyvio P50 Home Page. 2 105 i ol -

8 et - Regier - Page seety- Todke @ 7

UMENTOR

Home  SignOut  Help
Mentor Registration - Kimberly Hovish
Your current Mentor Registration level is : Assessment

]

! - -

L —— 3
Code of Conduct More Details

Cancel Registration

Disclaimer | Accessibiity | ContactUs

Dovrloadingpicurs tpsfjumentr. qoodoracice e cortentmagesheaitratoatming: package-compete g T 2~ [Ris% -,

ystart| [ @ [~ » (& uentor - Register - Win... | [+ Inbox - icrosoft Outlook | (] Mirosoft Excel | [ Microsoft Pawerpoint - .. | ) T:iOrganisational and st... | PNz [EIE ]







image21.gif

(_ uMentor

G-

Fle Edt View Favortes Took Help

egister

indows Internet Explorer =18 x|

hitps: jumentor goodpractice.net/register mentor | 49| x| [ ive search Ll

- Favortes | 2 MW uvenToR M oreciory + chartnels MM Resourcetink TFAQSTES 2 Opino M57e5 M1 Uct st T Concing Acrin. ™ tytiew 050 Homo Page 2125 50 Sl -

& uertor -Register B v B - @ - Pages sefety~ Teos+ @

1. What are the key differences between coaching and mentoring?
Please select two answers

I™ A coach has to be qualified; a mentor doesn'.

™ A manager can coach their direct reports, but should not mentor them

I Coachingis for senior executives; mentoring is for less experienced employees.

I™ Coaching is usually focussed on improving specific areas of the coachee's performance or helping
them develop certain skils, while mentoring usually takes broad, holistic view of the mentee's long-

term development

™I Mentoring is about helping poor performers improve; coaching is about nurturing high achievers
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Code of Conduct

This code of conduct is the same whether you are registering as a
Mentee or Mentor.

The code of conduct is to be followed by those acting as mentors and
mentees under the UCL uMentor Scheme. It is based on an adaptation of
the Code of Practice published by the European Mentoring and Coaching
Council

Mentoring is defined as follows under the scheme:

Mentoring occurs through a series of conversations in which one person
draws on their experience, expertise and knowledge to advise and guide a

less experienced person in order to enhance their performance or support
their development

The following points are key features of the scheme.

+ Mentoring includes confidential discussions in which both parties have a
duty of care towards each other. The Mentor will only disclose information
when explicitly agreed with the Mentee or when they believe there is a
serious danger to the mentee or others if the information is withheld

« Participation — of both parties — is voluntary. Either party may break off
the relationship if they feel it is not working. Both parties share
responsibilty for the smooth winding down and proper ending of their
relationship.

« The Mentor's role is to understand how the mentee sees the world, and
to offer an appropriate mix of listening and questioning, on the one hand
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My Profile

Availability @ Yes, | am available to mentor
€ Don't include me in search results

First Name

First Name
Last Name Last Name
Email emal
Jab Role
Professional Services
External Bio External Bio

=]
=

Characters left: 160

Brief Summary ' pace tell us why you should be chosen as a mentor in 160 characters o less

Headshot
Browse.
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My Experience and Expertise

" Being an employee rather than a student
I Balancing personal and professional life
" Managing your relationship with colleagues
I” Career breaks and returning to work

™ Writing papers and getting published

™ International perspective

" Potential in current role/development options
™ Whether to be an academic or not

" Action planning and objectives

I Teaching/Lecturing

" Time Management

™ Industry/External to HE

™ Management and Leadership experience
I” Worklife Balance

I™ Work life Balance and Children

I” Work life Balance and Caring Responsibilities
" Academic career path

I Grants, funding and Fellowships

" career Development

I Promotion

I Role transition

™ Introduction to industry

" Developing Professional Networks
I Help to Develop Self Confidence
" Being A Principle Investigator
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Beginning a Mentoring Relationship

« Leamning Package - Open an accessible PDF version -

« Structuring the First Mentoring Meeting
+ What to Ask During a First Meeting
« Setting Mentoring Objectives

+ Mentoring Contract Checklist

Self Assessments for Mentors

« Asking Effective Questions
+ Giving Feedback
« How Emotionally Aware Are You?
+ Influencing
« Listening Skills
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