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OOCCCCAARR––EEAA  LLEEAADDEERRSSHHIIPP  AANNDD  MMAANNAAGGEEMMEENNTT  ––  KKEEYY  PPOOIINNTTSS  TTOO  RREEMMEEMMBBEERR  

Probation – as a line manager you have an important role to play during the probation period, be ready 
to provide hands on support and make sure the new staff member settles into OCCAR and the post.  If you 
have concerns, talk to them, listen to them, seek out advice and guidance if appropriate and 
review/monitor the situation. Do not let staff suffer in silence; any issues/concerns should be dealt with 
immediately. 

IP46 covers the key aspects of integrating new staff. The most important aspects for the line manager, 
aside from the staff member’s general wellbeing, is the completion of Form IP 46-22 in which you 
compile a list of the OMPs and IPs that  the staff member needs to become familiar with in their first 6 
months. Form IP 49-1 is the interim probation staff report which must be completed after the first three 
months of the contract. It is important that if there are shortcomings in performance, that these are raised 
at this time and discussed with the individual, and they should be provided with the necessary assistance in 
order to improve. 

At the end of the probation period, when completing Form IP 49-2 it is very important that you critically 
assess whether or not the staff member has reached the required level of performance. This is not just a 
‘tick in the box’ exercise. You need to be fair to the individual, their colleagues, yourself and OCCAR as a 
whole and make the right decision based upon the evidence in front of you.  

Remember that at least 6 weeks prior to the end of any extended probation period, the line manager must 
complete another Form IP 49-2 and then make a recommendation to HRD and the Director on whether 
the staff member’s appointment is to be confirmed or they are to be dismissed. 

HINT - Develop emotional intelligence – this involves the ability to read other people's emotions correctly. 

Performance – the annual Staff Report, Form IP 49-2, is important but it shouldn’t be the only time you 
discuss the performance of staff members.  You may want to introduce a midyear informal review to 
discuss performance and progress.   
Most importantly though, give feedback, support and guidance at the time.  For example if someone has 
done a good job, tell them!  If a certain piece of work was just acceptable or could be improved upon, tell 
them and give constructive feedback.  Additionally don’t forget to say “Thank You”!  It may be considered 
a minor point but a well deserved thank you from a line manager or even a senior staff member, often 
means a lot to the recipient.  
Don’t forget – please send the completed form to HR within the timeline specified in IP 49. 

 

Reward and Recognition – as stated, it is important to give feedback on a staff member’s performance 
and this includes rewarding and recognising exemplary performance.  IP 49-1 details all the options 
available to line managers from Letters of Commendation, attending events or receiving a Special Bonus 

for example. 

 

HINT - Fair and consistent – treat all staff in a fair and consistent manner. 

 

Objectives – it is important to agree these at the start of the reporting period.  Everyone needs to know 
what is expected of them and then you can assess their performance against it. Make sure that objectives 
are SMART, i.e. specific, measurable, achievable, realistic/relevant and time bounded.   
Remember that if you do not have set agreed objectives, you cannot judge if someone is 

underperforming!  

 

Delegate – staff members in OCCAR are selected in open competition and as a result, are considered to 
be the ‘best person for the job’ with all or the majority of the necessary skills and experience. Therefore it 
is important to utilise staff members to their full potential, trust their abilities and delegate responsibilities 
as much as you can. Remember however that some delegations will need to be adjusted to the individual, 

therefore talk to the staff member, and consider their strengths and any areas requiring development. 

 



Change in performance and/or behaviour – if you spot a change in a staff member’s performance or 

behaviour (or if someone else brings it to your attention), talk to the staff member as soon as you can.  It 

may be nothing, but you obviously won’t know until you ask.  For example, there may be an issue at home 

that the staff member needs to address, so we may be able to arrange some special leave, make a 

temporary adjustment to their hours of work or provide advice, points of contact etc.  Conversely they may 

be worried about an aspect of their job, have an underlying health condition or experiencing difficulties 

with a colleague. If you are not sure what to do or just want to discuss options, please contact HRD. 

Remember if you leave the situation as it is in the hope that it will improve, it is just as likely to get worse 

and therefore more difficult to resolve. 

HINT - Listen and empathise – there is almost always more to a story than meets the eye. ‘Active 

listening’ means - remembering, questioning, reflecting, clarifying, summarising as well as non verbal signs 

such as posture, not being distracted, eye contact etc. 

Recognising and Managing Stress – being able to recognise the signs of stress is an important skill for 
any line manager, although please note that we do not expect you to be an expert in this area.  Just 
acknowledging that excessive pressure can lead to stress, remembering that individuals often react 
differently to stress, recognising some of the signs and then knowing where to go for help should be 
enough for most line managers. For more information, please see HRD Newsletter 1/2016 or contact 
HR. 

 

Communicate and listen – as stated in the objectives of every PM and HoD, there is a need to hold 
team meetings at least monthly in order to both communicate and listen to your team. Remember the Key 
Messages! 

Also don’t forget to – inform staff when their contract extension has been approved by the Director, or 

when their Special Bonus or advance of pay step has been approved as well as other significant events. 

HINT - Respect your team’s time – have regular meetings but only if they have a clear purpose. We 

are all busy people; remember you don’t appreciate it when you believe that your time has been wasted. 

Training and Development– you must formally assess an individual’s training needs as part of the 
annual staff report process, however as a line manager, developmental needs can and should be reviewed 
throughout the year.  However please remember, the OCCAR-EA training budget is very limited so all 
training must be directly related to business needs. If you are in any doubt as to whether a training 

requirement is reasonable, or want to discuss a staff member’s specific needs, again please contact HRD.  

 

Attendance – IP413 states that line managers are responsible for ensuring that staff members fulfil their 

weekly hours (40 hours, 5 minutes) as well be aware of their whereabouts.  Also Line managers are able to 

compensate B grades for any additional hours worked. Exceptionally A grades may also be compensated 

with additional leave but only when they repeatedly work substantially longer or inconvenient hours.   

 
When all else fails - If appropriate, staff members should be reminded of the OCCAR-EA Complaints and 
Appeals procedures laid down in OMP 8 Articles 63, 64 and Annex E.  Complaints should initially be 
dealt with informally, however staff members can raise a formal written complaint to the Head of HRD or, if 

appropriate, the OCCAR-EA Director.   

 
 

Please note that additional advice and guidance is always available from your HR Team 


