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STAFF DEVELOPMENT ANNUAL REPORT 2002/2003 
 
 
INTRODUCTION 
 
This report covers the academic year August 2002 to July 2003.  With the additional resources achieved 
from the People Strategy, this year has been a real success in terms of quality and quantity in many areas of 
staff development.  We have made a major impact with the head of department training, there have been 
positive advances with the introduction of the revised staff review and development process to all staff, more 
support service divisions have achieved Investors in People status, we have launched an accredited 
eLearning IT programme (European Computer Driving Licence) which has so far covered 140 staff and 
continued to build on our short course programme with a number of new events.  This year we have 
provided 378 training events with a total number of 4710 attendees.  This represents a significant growth in 
activity particularly in the area of management development. 
 
 
EXPENDITURE 2002/3 
 
In addition to last years increase in staffing complement and revenue budget, I am pleased to report that this 
year has seen a further increase in order that we can meet the escalating demands of staff development 
within the University.  This year we have been allocated £200,000 revenue, which is still considerably small, 
to meet the demands of over 5300 staff and more than 1250 full-time research postgraduates.  This is a 
significant increase on the £160,000 for last year and the £133,000 for 2000/2001.  The following table 
summarises our expenditure this year. 
 
BUDGET £200,000 
Plus additional income provided by our administration of the Modern Apprenticeship Scheme £7,000 
GRAND TOTAL £207,000 
 
Staff Development Activity Spend 02/03 
 
1) Teaching & Learning Programme for new lecturers £40,000 
2) Teaching & Learning Programme for contract research staff £20,000 

(the above resulted from a direct transfer to the Graduate School  
of Education to provide this level of training) 

3) Management training: 
a. General Course Diary events (inc F&E recruitment training) £11,500 
b. Introductory Certificate in Management (inc CRS) £8,500 
c. HOD training & Fora £5,700 
d. New heads programme £2,700 
e. Management coaching £5,700 

 ----------- 
(sub total for management training) £34,100 
 
4) Staff review and development scheme (inc forms and training) £5,800 
5) Research portfolio (events for CRS and research postgraduates, in addition to  

the Teaching & Learning Programme and ICM) £16,300 
6) Personal Development portfolio 

a. Course Diary events £30,500 
b. NVQs £1,600 

7) Investors in People £4,600 
8) Safety training £500 
9) Equal Opportunities 

c. Training £6,100 
d. Interpreter support £5,500 

10) Equipment and resources (inc printing of folders and Course Diary etc) £18,200 
11) Database £8,500 
12) European Computer Driving Licence, 140+ staff enrolled (£25 per person) £3,500 
 ------------- 
TOTAL SPEND £195,200 
 ------------- 
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SPECIAL ACHIEVEMENTS 2002/3 
 
1) Management Training 
 
Our focus, in preparing leaders and supervisors for their management roles, has begun to shift over the past 
year, from predominantly open, self-select courses on generic management skills to more tailored, specific 
work, with individual and groups of managers.  We have continued to evaluate both the quality of provision of 
the courses on offer and have worked hard to identify trainers whose style and level of input are appropriate 
to the composition of course participants.  Consequently, the price tag on many open courses has increased.  
As we evaluate the effectiveness of our management courses, what becomes apparent is that whilst we are 
able to offer less, in terms of quantity, within our budget, what managers who undertake University courses 
experience is better quality training that has a greater impact on the way in which they lead staff and manage 
resources.  What we have also noticed over the past year is that the hunger for management training that 
was evident in 2000/1 and 2001/2 has dwindled.  This year alone 20 courses were cancelled due to lack of 
interest from staff.  This is perhaps not surprising with such a low staff turnover rate and significant numbers 
of staff engaging in management training over the past couple of years. The challenge we now face is to 
engage those who would not naturally leap at the opportunity to commit time away from the primary focus of 
their jobs to develop new skills in management. We have begun to do this in a number of ways.  Our primary 
route has been to spend time with individual managers in their offices and departments, to talk to them about 
the development and training needs in their areas and to encourage and support them in whatever way they 
feel would be most beneficial.  This has involved a range of activities from facilitating away days for groups 
of managers or whole departments, to developing an online 360o appraisal tool for heads of departments and 
facilitating 360o  feedback.  The coming year will see more targeted activity with managers, including more 
work on self-understanding and development, using tools like MBTI and the Thomas System, which we have 
begun to use to support managers in understanding their personalities and work styles (respectively).  What 
we are looking to do is to build on the generic skills base that many managers already have, and offer 
specific interventions that meet the issues and needs they face. 
 
(i) Institute of Leadership and Management (ILM) qualifications  
 

With over 150 staff having achieved the ILM Introductory Certificate in Management, we have for the 
first time introduced the Certificate in Management Practice, a new, higher-level qualification for 
managers.  The programme has been developed in conjunction with the City of Bristol College and 
incorporates both online and face-to-face training, together with ongoing support from tutors.  This Level 
4 qualification involves a significant time investment from managers, taking around a year to complete 
and requires commitment from departments, both financially and in terms of the support they give 
managers undertaking the programme to use and develop their skills within the work environment. 

 
(ii) Heads of Departments and Divisions (HODs) 
 

There continues to be a great deal of activity focusing on the needs of HODs, who, arguably, have the 
greatest influence within the University in terms of the impact of their management practice on the work 
of the organisation.  We have paid attention to three main areas:  

 
(a) Information – In order to raise awareness of the services on offer to themselves and staff in their 

areas, as well as enhance the understanding managers have of the initiatives that are going on 
across the organisation, we have dedicated time to exchanging information to support HODs in 
gaining the knowledge they need to manage their areas effectively.  Whilst no programme will meet 
this need without a robust and streamlined internal communications system, HOD Fora (lunchtime 
meetings for heads of departments and divisions and/or their deputies or representatives from 
across the University) aim to engage heads in discussion on the major University initiatives and 
how they affect the whole organisation.  The result of this has been that academic and support staff 
regularly come together to hear each others’ perspectives and gain a greater understanding of the 
way in which our diverse organisation functions.  HOD Fora are supported by materials (either the 
presentation or a summary of pertinent points covered within each forum) brought together in the 
HOD Handbook.  The HOD website is well underway and this too is a place where information and 
ideas can be exchanged, enabling heads to have easy access to the information they need.   
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We spent some time asking each head of department and division to comment on the usefulness 
of the programme of HOD events.  72% were unequivocal in giving positive feedback on HOD Fora 
(see chart below) 23% gave ambiguous or neutral feedback, with a few failing to provide any value 
judgement on whether or not the events were useful and 5% suggested that HOD Fora were either 
irrelevant or poor.  This indicates that there is much to celebrate as well as considerable room for 
improvement.  The improvements planned for the year ahead include a full year’s programme in 
advance with a wider range of sessions, in response to requests from heads and needs that have 
been identified in other ways; a colour coding scheme which indicates the focus of each address 
and makes clear the intended audience; and tighter administration of the programme, with a 
booking system more akin to the very 
successful process for Course Diary 
bookings. 

 
(b) Skills – In addition to the courses 

available to all leaders, managers and 
supervisors through the Course Diary, 
many of which have been shortened from 
a full to a half-day to make it easier for 
academics to attend, even shorter, 
intensive training sessions have been 
organised throughout the year for heads 
of departments and divisions.  These two-
hour intensive sessions have focused on 
essential skills identified by current and 
former heads of departments, including 
how to deal with ‘difficult’ people issues; delegating effectively; managing change; skills in 
departmental planning; reviewing staff; and recruiting and selecting staff. Next year’s programme 
will increase the topics covered within the dedicated programme of management skills for heads. 
The HOD website also includes a section entitled top management tips. 

23%

49%

23%

5%
excellent

good/useful

neutral/no value
judgement 

irrelevant/poor

Views from HODs on the value of HOD Fora

 
(c) Support - The most fundamental shifts in our development as individuals and managers often occur 

when we are faced with tough situations that stretch us to reach for solutions beyond our known 
capacities.  When faced with tricky issues, we invite all heads of departments and divisions to take 
advantage of our management coaching service.  The professional coaching service we offer is 
confidential and external to the University.  The 25 sessions over the past year have enabled 
heads to solve problems, enhance their management practice and explore new approaches to 
leading their department or division. Other than management development personnel and the 
coach, no one knows that a head is using the coaching service so managers are free to express 
whatever frustrations or inadequacies they are feeling without anyone within the organisation 
knowing.  A further two models of coaching are available in the 2003/4 session including coaching 
in management skills, which will support heads in dealing with specific management conundrums 
they encounter, and objective-based coaching, which offers a more proactive approach, helping 
heads to link their individual goals with departmental and organisation-wide objectives and develop 
a plan for achieving significant and measurable results.  These supportive offerings will be 
complemented by a series of unstructured events for heads of departments and divisions to 
encourage discussions on a wide range of topics, sharing best-practice and networking without a 
formal agenda. 

 
(iii) Supervisors of contract research staff (CRS) 
 
The Contract Research On-line Survey (CROS) of research staff opinion issued annually at Bristol since 
1999, highlighted a number of employment issues which could be significantly influenced (positively and 
negatively) by supervisors.  There are areas of very good practice in the University and it is important to 
identify these and begin a process of spreading this good practice.  To assist in achieving this, Staff 
Committee agreed (June 2000) that all supervisors of CRS must attend a development session entitled 
‘Supporting and developing CRS’.   
 
Half-day sessions have been delivered in 19 departments, with a total of 270 academic staff attending (109 
of these during 2002/3).  If it is assumed that approximately 700 academic and senior research staff have 
some sort of CRS supervisory responsibility, this means that 39% of such staff have now received training. 
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Evaluation of the course demonstrated that participants found the course to be of a high quality and useful, 
with 83% responding that other colleagues should attend.   
 
2) Staff Review and Development 
 
The revised Staff Review and Development Scheme was launched for all staff in September 2002.  This 
included specific forms for particular groups of staff together with expanded timescales, for completion by 
Easter 2003.  During May and June 2003, the Staff Development team spent considerable time visiting all 
heads of department and divisions to assess how staff review has been achieved in their area.  This enabled 
us to identify the requirement of reviewer training within departments, as activity regarding staff review and 
the inclusivity of all staff is very patchy within departments/divisions in the University.  This approach was 
necessary and valued as it gave the opportunity for heads of department to discuss a number of staff 
development issues and we were able to identify specific needs within all departments/divisions.  A full report 
of the findings is being prepared and will formulate our bespoke actions within individual departments over 
the next few months.   
 
During the 2002/3 academic year the majority of departments/divisions confirmed that they had completed 
the process.  A summary of staff review activity follows: 
 

0
5

10
15
20
25
30
35
40
45

DNR No Yes

Depts including all staff in reviews

 
DNR = Did not respond 

 
The majority of academic and academic related staff are included in reviews.  Increasingly more support staff 
are involved in the process but in some areas, such as technical staff or long serving staff, people are not yet 
fully engaged in the process.  Further work and encouragement is planned in this area. 
 
3) Investors in People 
 
We have made considerable inroads into the number of support service divisions involved in the award.  
Four divisions have been recognised for the first time during the academic year 2002/3 and three divisions 
had a review assessment and were re-recognised.  The staff review interviews with heads of 
departments/divisions showed that departments/divisions recognised or working towards Investors in People 
had a better understanding of the links between staff review and departmental planning; their staff were 
more likely to be involved in staff reviews and they also had an effective induction process.  All of these form 
part of the criteria for assessment of Investors in People. 
 
4) Expansion of the Modern Apprenticeship Scheme 
 
Last year proved mixed in terms of the success of the Modern Apprentices.  We continued to expand the 
scheme to provide apprenticeships in Administration, IT, Catering and Crafts taking on twelve new 
Foundation Modern Apprentices in 2002 and retaining six apprentices to Advanced level. 
 
On the negative side, two Craft Apprentices on a full-time foundation engineering course at the City of Bristol 
College failed to complete their studies and we were forced to terminate their contracts after a formal 
disciplinary process.  Unfortunately we were not advised that the Apprentices were failing by the City of 
Bristol College tutors and the advisor for Brunel Training Group in sufficient time for us to get the Apprentices 
back on track.  We have learnt lessons from this and have had discussions with Brunel Training Group about 
stricter monitoring of Apprentices. 
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On the positive side, all three Advanced Modern Apprentices in Administration are now permanent 
employees of the University and one of these has been given the Advanced Modern Apprentice in 
Administration Award for 2003.  Siobhan Harris is now employed in Civil Engineering (where she completed 
her Apprenticeship) and will receive her trophy from the Vice-Chancellor at The Brunel Training Group’s 
award ceremony in October.  Two other people (one an Advanced Modern Apprentice and the other a former 
Modern Apprentice and now employed in RED) received awards from the Learning and Skills Council.  
These awards are a credit to the young people and also to the commitment of their department supervisors 
in developing them. 
 
5) Computer and Information Technology 
 
(i) General training 
 

During the academic year 2002/3, increases in Information Services staffing, funded partly by HEFCE, 
enabled an increase in the amount of IT and Information Skills training.  This included an increase in 
existing, high-demand courses, as well as the addition of new courses to our growing portfolio.  Specific 
activities are listed below.   

 
 Provided an increased number of popular sessions in Word and Excel, and introduced new 

courses in Word forms and labels.  
 Introduced training for Mulberry.  This included documentation for reference and self-paced 

learning, formal sessions booked through Staff Development, and individual sessions for 
departments/divisions on request. 

 Provided web-accessibility guidelines to meet the requirements of SENDA legislation.  This was 
done through existing courses and documentation, and via special seminars and consultancy. 

 To meet the particular needs of researchers: offered new courses in the Endnote reference 
manager. 

 In support of learning and teaching: developed and piloted training and documentation for the 
Optical Mark Reader. 

 For web providers: expanded and improved the number of courses available, including the 
introduction of a course on Photoshop image manipulation.  

 To meet the needs of staff who support computing in their departments: made available 
opportunities for discounted technical training in some key areas of supporting Windows. 

 To provide support for research postgraduates: introduced IT training to fulfill new research council 
requirements.  This was offered to all new students in the Medical, Social Sciences and Arts 
Faculties.  Courses include Word for theses, communication skills (PowerPoint), Endnote, and 
information skills (ie finding electronic and printed information in the library and on the web.) 

 
Further user training needs and additional courses to meet them were also investigated.  While staff 
skills would enable the development and provision of additional training, opportunities remain 
constrained by lack of available space during university terms.   

 
(ii) LTSS 
 

LTSS have continued to successfully support academics and lecturers in finding out more about some 
of the new learning technologies available.  This has involved setting up a Summer School for those 
who find it difficult to attend workshops during term time, running the 3rd LTSS National Virtual Learning 
Environment (VLE) Conference and supporting lecturers with the implementation of the latest version of 
the University supported VLE, Blackboard V6.  LTSS have also been instrumental in the development of 
the University's eLearning Strategy and its integration into the University Learning and Teaching 
Strategy. 

 
(iii) European Computer Driving Licence (ECDL) 
 

The ECDL was launched in the autumn of 2002 in partnership with Brunel Training Group (BTG).  The 
initial tranche resulted in over 200 expressions of interest. The learning was free to individuals, and it 
was agreed that the assessment fee, at that time £25, would be covered from the Staff Development 
budget. 

 
At bimonthly intervals 40 people were invited to commence. This was the number thought to be 
manageable by BTG.  Interest came from all areas and from all disciplines within the University. The 
largest group being secretarial and administrative staff. The second largest group was composed of 
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professors and research staff.  Expressions of interest continue to arrive at a rate of two to three per 
week. 

 
So far over 140 people have been enrolled, at a cost of £3,500. Of this number, 41 have successfully 
gained the qualification and many more have successfully completed various modules.  As a result of 
the ECDL, the University has an increasing number of people with a qualification that demonstrates 
their competence in IT. 

 
(iv) One to ones 
 

Several IT courses are on offer to University staff, but these need a level of competence in using 
computers in order to maximise the learning.  Some staff do not know their way around a computer, 
have never used one, or may not be confident in using one in a group of people. 

 
In order to give staff confidence in using computers, one to one sessions are offered. These have been 
flexible to fit in around peoples’ work patterns, eg some have been offered early in the morning to offer 
the service to night workers following their shifts, or for day workers before work. 

 
So far almost 50 people have taken advantage of this offer, adding up to over 70 hours of training time. 

 
As well as these sessions, over 60 manual staff have been trained in the use of e-mail and the Internet. 
Over 30 manual and craft staff at Langford have received training on similar subjects. 

 
Group sessions have also been run for more experienced users with a view to them attending such 
courses as “Getting started with Word”. So far two of these have been run, amounting to 12 people. 
They are also on offer to precinct security staff. 

 
6) Adult Learners’ Week 
 
May 12-16 this year was ‘Adult Learners’ Week’ across the nation. To celebrate this, the Staff Development 
team arranged for the use of the Learning Direct mobile resource.  This vehicle was the focus for learning 
opportunities for staff available through the University and available through Learn Direct.  The resource 
centre has satellites connected to PCs onboard and is able to be used as a mobile learning centre.  We are 
pleased to report that in excess of 200 people visited us at Will's Hall, Langford and The Hawthorns.  Many 
enquiries were about our highly successful ECDL, there was also a great deal of interest in learning 
languages and also such diverse areas as MBAs and photography.  This also gave us an opportunity to 
promote both Staff Development events and those of the Public Programmes Office, as some of the 
programmes that are provided for the general public are free of charge to University staff.  Courses of this 
nature include various languages, meditation and roman towns and cities, to name a few.  We were also 
pleased that the VC took the opportunity to have a photo shoot publicising this event. 
 
7) National Vocational Qualifications (NVQs) 
 
The past year has seen a slow but steady increase in the number of people achieving NVQs.  Hopefully this 
will increase next year due to the University being able to offer support staff NVQs in a greater number of 
vocational topics at no cost to the department/division or the individual. 
 
This year 14 animal technicians at Langford and the Medical School are undertaking NVQs at Level 2.  We 
trained a further six Vet Nurses and they are currently progressing through their Assessor award in order to 
assess Vet Nursing students. 
 
Ten housekeepers have so far successfully completed NVQ Level 2 in cleaning. One person has achieved 
Level 2 in warehousing, one Level 3 in administration, and one Level 3 in management.  There are four 
others presently working towards a qualification.  Assessor awards have been gained by three managers, 
with three working towards them. 
 
8) Diversity Training 
 
Staff Development has worked closely with the University’s Equal Opportunities Officer to identify training 
and information sessions for staff. 
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In March we piloted a half-day of diversity training which consisted of scenarios acted out by professional 
actors in which the audience directed the dialogue.  Despite some very complementary feedback about this 
format of training, following evaluation it was decided that the high cost was not balanced by the learning that 
took place and it has been decided not to repeat the training in this format. 
 
Through the Course Diary we have provided diversity training in deafness and dyslexia at the University and 
a course ‘How Can I Help You?’ about working with disabled students and colleagues.  In addition to this we 
have provided training for induction co-ordinators and encouraged good practice among our external and 
internal tutors. 
 
9) Training Records 
 
Throughout the year a working party has been working with Information Services to provide screens on 
PIMS to historically record development events in which staff have participated.   
 
The initial phase is complete and there is now a basic module in place to record attendance on training 
courses.  Training has taken place to ensure University training providers such as Teaching Support Unit, 
Research Enterprise and Development, Learning Technology Support Service and Safety Office can input 
data for the training they provide to departments.  A link between PIMS and Registrar (the course 
administration software used by Staff Development) means that the training records from Registrar are 
uploaded to the training screens in PIMS, thus allowing departments/divisions to see the names of their staff 
that have attended University training courses 
 
10) Induction 
 
We constantly evaluate the central induction course for new staff and modify the programme to reflect up-to-
date legislation as well as trying to accommodate the needs of the audience.  During the year we have 
added more presentations to inform new staff of legislation, eg Data Protection Act.   
 
Further training took place for new induction co-ordinators that includes an exercise in which they devise an 
induction appropriate for someone with a disability. 
 
11) Completion Statistics for the Teaching and Learning in HE Programme 1999/2000 - 2002/3 
 

Year 
employment 
commenced 

Status of 
new staff 

Total 
number 

of 
appts 
for the 
year 

Number 
exempt 

from 
the 

prog 

Number 
starting 

the 
prog 

Completed 
4 modules 
+ portfolio

Completed 4 
modules, 

portfolio & 
*assignments 
outstanding 

Ongoing 
registration 
(modules, 

*assignments 
& portfolio 

outstanding) 

Withdrawn

Permanent 35 14 21 6 8 4 3 
1999/2000 

Contract 28 0 28 9 6 5 8 
Permanent 65 15 50 14 20 12 4 

2000/2001 
Contract 36 0 36 5 18 11 2 
Permanent 32 6 26 2 13 11 0 

2001/2002 
Contract 21 0 21 0 12 9 0 
Permanent 40 9 31 0 3 28 0 

*2002/2003 
Contract 25 0 25 0 4 21 0 

Total  282 44 238 36 84 101 17 
Statistics are correct as at June 2003 
 
Note: The probationary period for permanent academic appointments is three years.  It is therefore expected 
that most staff in this category will not complete the programme until they are nearing the end of their 
probationary period. 
 
*As from September 2002, completion of an assignment in each of the four core modules will form a 
mandatory part of the programme 
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12) Summary of Staff Development Activities 
 

2000/2001 2001/2002 2002/2003 
Type of activity No of 

events 
No of 

attendees 
No of 

events 
No of 

attendees 
No of 

events 
No of 

attendees 
COURSE DIARY 
Computing & IT 111 881 97 912 144 1376 
Learning Technologies 20 166 19 160 23 144 
Leadership, 
Management & 
Supervision 

102 1708 88 1253 60 770 

Personal Development 43 490 66 743 66 855 
Research 29 309 29 298 40 457 
Safety 19 204 22 225 25 201 
MANAGEMENT ACTIVITIES 
HOD Fora 9 251* 16 482* 20 553* 
Management Coaching and Support N/A 354# 
TOTAL 333 4009 337 4073 378 4710 
*Number indicates bookings, but not necessarily the number of individuals who attended. 
# This includes: 97 Staff review & development sessions; 181 New HODs small group sessions and away days; 29 Coaching; 47; Other 
one-to-ones. 

OTHER ACTIVITIES 

ECDL N/A N/A N/A N/A N/A 141 

IiP Number having achieved or working towards IiP award at the end of the 2003 
academic year 1770 

 
 
13) Summary of evaluation of Staff Development events 
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95
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100
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(i) Were the course objectives met?
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(ii) Was the content appropriate to your needs?
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(iii)  Were the course booking arrangements satisfactory?
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 12 
 

87.5

86.5

93

94.1

91
91.9 92.2

82

84

86

88

90

92

94

96

% positive

Mgt Safe Pers Comp Res Ltss Total

Type of training

(iv) Would you encourage others to attend this course?

(Total forms submitted for all courses 2264) 
 
 
We are confident that the events we run are, in the main, extremely well received by staff.  This year we 
have developed a learning evaluation process for new courses, which asks delegates, three months after the 
event, how much they have learned.  We have yet to develop and fully analyse this information, but initial 
feedback is very positive. 
 
 
 
Kim England 
Assistant Personnel Director 
Personnel Services 
September 2003 
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