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YOUR FIRST 100 DAYS – THE MANAGERS ROADMAP TO SUCCESS

Welcome to your first 100 days as a manager here at the University of Lincoln. Whether you have just joined the University as
a manager or alternatively you have taken on line management duties, this guide will support you through this crucial period.
Although we are focusing on your first 100 days, this guide will help to embed good practices into your management skills 
which will continue long after the 100 days. There is also guidance and advice to maintain excellent management practice 
too. This guide is to work alongside the general induction checklist for new staff if you are new to the University.

The guide is split into monthly activities for you to work through, however if you feel that there is a section or content that is 
more relevant at a certain point in time, you can move to any section easily. 



YOUR FIRST MONTH: USEFUL POLICIES TO LEARN

As a manager, you may be required 
to deal with difficult situations, 

sometimes with little notice so it’s 
crucial for you to be aware of and 

understand the University’s 
policies, particularly around 

managing staff and teams. There is 
a full A-Z list of policies and 

procedures but key ones to draw 
your attention to:

P2 P3 P4P1

Managing Sickness 

Absence

Improving 

Performance 
Disciplinary Grievances

Click Here to Access 
the Full List of Policies

P5

Social 

Media

https://hr-internal.blogs.lincoln.ac.uk/policies-and-procedures/
https://hr-internal.blogs.lincoln.ac.uk/policies-and-procedures/
https://hr-internal.blogs.lincoln.ac.uk/policies-and-procedures/
https://hr-internal.blogs.lincoln.ac.uk/policies-and-procedures/
https://hr.blogs.lincoln.ac.uk/policies-forms-and-guidance/
https://hr-internal.blogs.lincoln.ac.uk/policies-and-procedures/


YOUR FIRST MONTH: MANDATORY TRAINING & 121S

Click Here to Book Your Manager 
Mandatory Training on MyView

It’s important to know how your team feeds into the strategy whatever the size of the team you’re managing. 

This will help the performance of your team and also really help with 121s and appraisals. Ensure you 

understand your area’s strategy and are familiar with the current University one too.

Schedule 121s with every team member individually to get to know them and reassure them of any concerns 

they may have when you first start. Use this time to start to build a working relationship and understand their 

roles in depth. 121s are encouraged across the University for staff and managers are asked to ensure the 

frequency is relevant and achievable – see ‘Leading Effective 121s’ resource.

T1
PDR Reviewer if you 

Manage PS Staff
T2

Inclusive 

Leadership

https://hr.lincoln.ac.uk/hrselfservice/
https://uol.learning.uk.com/course/view.php?id=172


YOUR SECOND MONTH: YOUR NEXT STEPS

Meeting key stakeholders will support you in your role and it’s important to identify these as early as you 

can to introduce yourself and build positive relationships; this might include your HR Business Advisor or 

Finance Business Partner. As a manager, you may also have budget holder responsibilities so please speak 

to your Finance Business Partner to receive the relevant training and access to systems.

S1

S2
To ensure that your team is focused on what they need to do, we recommend that you enquire with your 

line manager about any existing strategic plans/operational plans/ departmental priorities that you need 

to be aware of and to also align your objectives to.

Stakeholders

Plans

S3

Team Mandatory Training

It’s important that you ensure your teams are fully compliant with their mandatory training to protect 

themselves, their team and the University and you can use this report to check if any of your direct 

reports have any outstanding  online training. The full list of mandatory training is available here.

https://uol.learning.uk.com/totara/reportbuilder/report.php?id=46&sid=24
https://hr.blogs.lincoln.ac.uk/development/mandatory-training/


YOUR SECOND MONTH: YOUR NEXT STEPS

If you are likely to be involved in any aspect of recruiting staff – you’ll also need to complete the three 

modules online for Recruitment & Selection training. There is an optional follow on workshop which a 

practical session to practice shortlisting and interview skills – we highly recommend this if you haven’t 

been involved in recruitment before.

S4

S5

Ensure you monitor the wellbeing of staff within your team, becoming a Mental Health First Aider is 

recommended for managers to spot any early signs of mental health and encourage staff to engage with 

the wellbeing initiatives on offer from Staff Wellbeing.

Recruitment

Team Updates

S6

Wellbeing

Set up team meetings regularly to share and cascade information from your area/school as well as 

reminding staff of key organisational messages too.  Effective communication is an important skill so if 

information is shared with you in your capacity as a manager, please ensure you cascade this to staff in 

your teams (where relevant and applicable). The HR department release a regular newsletter to all line 

managers containing information which is relevant and important so ensure you read this and cascade to 

your teams.

https://uol.learning.uk.com/course/view.php?id=179
https://hr.blogs.lincoln.ac.uk/wellbeing/


YOUR SECOND MONTH: YOUR NEXT STEPS

It’s important to know the measures and reporting that will be the responsibility of your team so ensure 

you are aware of Management Information and Reporting such as KPIs, Risk Registers and other relevant 

information

S7

S8

Reporting

Team Structure

If you are unsure about team structures and need more information on this area, speak to your HR 

Business Partner or Advisor.



YOUR SECOND MONTH: ADDITIONAL TRAINING

Click Here to Book Your Training on 
MyView

There is also a one-day course aimed as an ‘Introduction to Management’ 

covering the basics of management skills and practices which is particularly 

useful if you are an early career new manager. All these workshops can be 

booked onto through My View.

T1 Coaching Skills T2

T4 T5

T3

T6

Emotional 

Intelligence

Enabling High 

Performance

T7

Developing your 

Staff and Self

Resilience

Effective 

Communication
Workplace Conflict 

https://hr.lincoln.ac.uk/hrselfservice/
https://hr.lincoln.ac.uk/hrselfservice/


YOUR THIRD MONTH: YOUR NEXT STEPS

The Organisational Development team coordinate engagement groups for managers to share best 

practice, learn about new university initiatives and network with other managers. These will be advertised 

in HR Line and Staff News and booked via My View when they are available.

S1

S2
When setting objectives with your team, it’s important to ensure that the objectives are SMART, whether 

this is within probation or appraisals. Mid-year reviews are encouraged as best practice and are a great to 

keep on top of objectives and keep your team focused.

Engagement Groups

Team Objectives

S3

Recognition

We embed a culture of celebrating colleagues’ achievements through multiple reward and recognition 

schemes. We believe it is important to highlight those colleagues who demonstrate the University’s key 

behaviours, such as student engagement, customer service, respect and equality, and also value those 

who achieve high quality results in the workplace contributing to the overall high reputation the University 

has. As you begin your management role here at UoL, ensure you fairly reward and recognise your staff 

through the schemes available where performance should be recognised and your staff motivated.



YOUR THIRD MONTH: YOUR NEXT STEPS

Our staff surveys are a key people engagement tool.  It provides the institution with the ability to measure 

and monitor the general health and attitude of our workforce against core people themes e.g. recognition 

and engagement, organisation and personal growth, and health and wellbeing. The surveys are mostly 

anonymous and this is important to ensure that colleagues feel that they can answer the survey without 

any comeback and managers are encouraged to support staff in completing the survey honestly. The 

results, together with feedback from other engagement tools, are used to move forward positive change 

both university-wide and in local areas. 

S4

S5

If you have a new member of staff join your team, it’s really important to ensure they have a thorough 

induction programme to welcome them to the University and settle into their role. It’s also crucial to 

conduct regular probation meetings during this period, set SMART objectives and give developmental 

feedback and recognition. You may experience staff moving to new roles within your team so personal 

development plans are a great way to support staff in this transition, particularly where there is a 

promotion. Full information about induction and probation is available here.

Staff Surveys

#OneCommunity

S6

New Starters

The University has our One Community Values which all staff, students and partners are asked understand 

and work towards. It’s important that managers look to embed these within their everyday working 

practices and this guidance will support you in doing this.

https://www.lincoln.ac.uk/home/abouttheuniversity/onecommunity/
https://hr-internal.blogs.lincoln.ac.uk/one-community-values-managers-guidance/


100 DAYS AND BEYOND…

Click Here to Access ‘Your 
Development’ HR Website

Don’t forget to consider your own professional development as you start your career as a manager with us at 

the University; speak to the Organisational Development team about courses or qualifications available to you 

whether this a degree in management and leadership or completing the accredited ILM Award.

Q1 How have you found 

the last 100 days?

What’s been your 

biggest achievement?

Reflecting on your first 100 days 

as a manager here at Lincoln, 

how did it go? Here’s some self-

reflective questions that might 

help you:

Q2

Q5

Q3

Q4

What’s been your biggest 

challenge?

What did you learn?

What is the one thing you will take forward beyond your first 100 days?

https://hr.blogs.lincoln.ac.uk/development/

