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Supervisory Level DC (Guidance Notes)
Introduction
You are now considering applying for promotion to Supervisory Manager but before you do so you should consider the following questions;
· Why do I want promotion?

· What have I got to offer?

· What is HFRS looking for in it’s managers?

· What will promotion actually be like?

All too often people seek promotion without thinking about these issues but it is important that you are sure that advancement is for you and that you are committed to being a Fire and Rescue Manager. Stepping up to become a manager is wholly different from your current role. The next role of Supervisory Manager is very different with a wide remit of responsibilities.

Hampshire Fire and Rescue Service have made it clear that being a Supervisory Manager is a first level management role.  That means:

· You are responsible for others

· You will be planning tasks, training, approving leave and work patterns
· You will be involved in managing sickness absence, personal problems, performance, mental well-being and career planning for your team

· You will be challenging bullying and inappropriate behaviour and be part of promoting the culture of HFRS
· You will be part of the team and you will need to learn the balance between being able to manage and also being a friend
· On substantive promotion you may be required to attend a number of courses, some of which may be residential. You may also be required to complete a development programme and other self study packages.

You should view the relevant role map or job description at

WDS and RDS Crew Manager - Role Map
Control - Role Map
Green Book - see Workforce Support for current job descriptions
Progression Process
Progression to Supervisory Manager will require you to complete a number of tasks and exercises which will be measured against the Supervisory Personal Qualities and Attributes (PQAs).
PQAs define values, behaviours and attitudes which are judged to be the ideal qualities and attributes for all fire service personnel. In preparation candidates should study the Behavioural Anchored Rating Scales (BARs) and measure themselves against them in order to identify which are their strongest and weakest areas. Once the weaker PQAs have been identified then candidates can alter their behaviour in order to improve their performance in this area.
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Candidates may wish to think about role models who, in their opinion, demonstrate some or all of the PQAs to a high level. Once a role model has been identified then the candidate can ask, ’what is it that they do that I don’t? What can I do to be more like them?’ 

You should view the Supervisory  BARS at Supervisory Bars
Progression to Supervisory Manager will follow the process:
Application Phase

All candidates

Phase 1

Wholetime/Retained Duty System and Control Room Candidates
· Operational Knowledge Assessment (Control Room assessment currently under development)
· Situational Judgement Test

· In Basket Exercise

Green Book Candidates
· In Basket Exercise and possible some form of psychometric test ( we are currently finalising work on this aspect).
To reach the next phase candidates must successfully achieve the required standard (pass mark) in all tests. Elements may not be carried over from previous years arrangements.
Phase 2
All Successful Candidates

· Development Centre

· Development Action Plan

Appointment Phase
Wholetime Duty System and Control Room Candidates
· Appointment via ATP
· Development Programme on substantive appointment 
Green Book and RDS candidates will need to undertake the selection arrangements for vacancies as and when positions become available.

Application Phase
The application form FM9/2/1 will require you to spend some time thinking about your past achievements, current role and career aspirations. You will also be asked to write a testimony covering what you consider to be your three strongest personal qualities and attributes. You will need to record all your responses and evidence in some detail.
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There is a significant role to be played by your line manager in this phase of the process. The line manager will under normal circumstances be considered to be your watch manager for grey book staff and your supervisor for green book staff. There will be a section for your line manager to report on your strengths and weaknesses and suitability for promotion. They will need to record their justification for your recommendation. Your line manager will need to record this information in as much detail as possible. In the unlikely event that you and your line manager disagree then you should defer to your line manager’s line manager who will arbitrate. At this stage the process is between you and the people that know you. 
Remember, when the moderation panel views your application they can only assess you on what you and your line manager have written. The application form will be assessed by a panel made up from HR, Service Delivery and Training and will be verified by the panel chair. The panel will be looking for detail and checking that the forms are completed in full.
Limited feedback will be available only on request at this stage.

Phase 1 (Exercise Phase)
Those applicants who move to the next phase will undertake up to three discrete written tests as outlined previously. If you do not pass all of the tests you will not be able to carry successful tests over to the next Supervisory Manager promotion process. All tests must be passed at the same time and are valid for that application only.
The Situational Judgement Test  measures a candidate’s ability to judge and recognise how effective predetermined behaviours (PQAs) are in addressing a given situation. This requires an individual to weigh up the pros and cons of each situation and to consider it’s implications. The SJT does not require the candidate to demonstrate these behaviours but to recognise them. The SJT presents the candidate with a wide variety of different situations that they have to make decisions on. It is a test of the candidate’s understanding of the PQA framework, not necessarily their personal skills or previous experience
The SJT consists of 39 questions drawn from four PQAs:
· Commitment to Diversity and Integrity.

· Commitment to Development.

· Effective Communication.

· Working With Others.

Each question consists of an imaginary scenario with four alternative solutions. The candidate chooses the most appropriate solution with reference to the PQA framework. An example can be seen below;

“You have recently taken on a new trainee in to your team. The trainee is very enthusiastic but finds it hard to remember key facts and pieces of information. You think about how you might manage the process of the new trainee”
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Which one of the following is likely to be the most effective (from the PQA framework)?







  







A.  Take the trainee to one side and stress the importance to them of remembering key facts and information.

B.  Assume that any training for this trainee will take a little longer. However because of the trainee’s enthusiasm they will eventually get there.



C.  Provide additional training for the trainee and formally check and record their progress in relation to this extra training.

D.  Identify where the trainee is doing reasonably well and use this as a basis for providing positive feedback.
The answer is C as can be identified by looking in the behaviourally anchored rating scales under Commitment to Development.
For each question the best answer receives a score of 4 and the worst a score of 1. The pass mark is an overall score of 2 and above in each of the four PQA areas. An overall score of 1 in any PQA area will be a fail.
The Operational Knowledge Assessment consists of approximately 100 questions drawn from across the Fire Service Training Manuals and the Guide To Operational Risk Assessment manual. It tests the candidate’s operational knowledge to the level required of a supervisory manager. A pass in this test is required as a minimum in order to gain temporary promotion.

The syllabus has been prepared as a series of well defined objectives with the intention that candidates can acquaint themselves thoroughly with the required subject matter. It is meant to provide a clear structure for your study plan. All of the reading materials required for this test are contained in the reading list published on the service’s website. This syllabus should be used in conjunction with the required  reading list which will direct candidates to the relevant subject matter.
WDS/RDS 
· Syllabus
· Fire Service Manuals
· Reading List- The reading list details the specific chapters and paragraphs that cover the syllabus 

The pass mark will be detailed by Service delivery. 

GN/9/2/1
Page 5

(DW 7/10)
Control Room

The Operational Knowledge Assessment is currently under development. Further details will be made available as soon as possible.

The In Basket is an exercise that measures the following PQAs:
· Planning and Implementing

· Commitment to Diversity and Integrity

· Effective Communication

· Problem Solving

This exercise is paper based and represents the candidate in a fictitious organisation as shift manager coming into work and receiving a number of administrative tasks. Each task needs to be actioned by the end of the shift. The candidate has a choice of methods for actioning each task, by e-mail, ‘phone, memo, letter, meeting etc. The choice is recorded by ticking the appropriate box at the head of the answer sheet. The candidate needs to prioritise each issue and record their actions accordingly. Issues may include a letter of complaint about a member of staff, sickness absence monitoring, resourcing problems etc. Candidate’s should recognise any linked issues. When completing this exercise the candidates must remember that this is a test of PQAs. 
This exercise will last for approximately 1 hour and 40 minutes.

WDS and Control Room candidates who pass all three exercises will be deemed eligible for promotion to Supervisory Manager. They will be eligible for promotion but will not be guaranteed a post. RDS and Green Book candidates should refer to the FAQs.
Written feedback will be delivered to all candidates at this stage but due to the nature of the exercises this will largely take the form of numerical scores. 
Appeals during the exercise phase must be lodged within twenty four hours of having taken each test before results are published and will only be considered on grounds of unfair or unequal treatment of individuals. There will be no right of appeal in relation to the results once published.
Phase 2 (Development Phase)
Those candidates now deemed eligible for promotion may attend a Development Centre. This is not a pass/fail process but is designed to identify the strengths and development needs of prospective Supervisory Managers which can be addressed whilst they are in the pool of suitable personnel.

The development centre will last for two days and will consist of four exercises. The exercises will be completed by individuals, pairs and groups. Exercises will look at case studies, leadership styles and will involve some presentation work. The last exercise will ask each group to research an issue relating to HFRS corporate objectives over an afternoon and morning and present their conclusions on the second day.
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Each candidate will be observed by two mentor/coaches in each exercise. The observers will record the candidates’ actions and measure them against the PQAs. Feedback will be delivered to each candidate at the conclusion of each exercise in order to inform them of their performance and the opportunity will be given for individuals to record their own reflections. Experience has shown that this regular feedback  and self reflection has encouraged almost immediate modification of style and performance.

At the conclusion of the development centre a nominated coach will format the overall feedback and at an agreed date will deliver this to the candidate. The candidate will then own this feedback and with the help of their line manager will be responsible for formulating their personal Development Centre Action Plan (DCAP). This plan should consist of opportunities, actions, courses that will help address any weaknesses and build on strengths identified at the development centre. It should be remembered that development belongs to and is the responsibility of the individual and is not just about going on courses. The Development Centre Action Plan is a live document which the candidate must work on whilst they are awaiting for substantive promotion and in the early stages of any new role. 
Appointment

WDS

Candidates having attended the Development Centre, will be eligible to apply for substantive positions as they arise in the Service via the ATP group. Temporary appointments will also be facilitated by ATP.
On appointment the candidate will commence their role based development programme.

RDS and Green Book
Candidates would have to apply for positions as they arise and go through the selection process applicable at the time. There will not be an opportunity to use your successful application to transfer to the Wholetime Duty System.
