Moving into Supervision (MOVES) 
  

Supervision Scenarios
Scenario 1
You are at your desk one afternoon when one of your library assistants comes to see you.  The library assistant is currently on duty and a particularly noisy group have been sat “working” in the library for the past half an hour.  The library assistant has asked them several times to keep the noise down but to no avail, so he/she has come to ask you to intervene. What action do you take?
a.  Tell the library assistant that they should now ask the group to leave as they have had several warnings.
b.  Go into the library yourself and ask the group to leave.
c.  Clarify with the library assistant how many times they have asked the group to be quiet and exactly what has been said.  If you believe they have had adequate warning, suggest that they should now be asked to leave, checking whether the library assistant wishes to do this herself/himself or whether they wish you to do it.
Scenario 2
One of your staff has emailed you to ask about implementing a “dress-down Friday” policy.  They have asked around the team and feel that it would be accepted by all staff.  They also believe it would help to motivate staff.  What action do you take?
a.  Email a reply to the member of staff to say that you will look into it and consider their request.  Email the whole team and ask for their thoughts.  Do some research on whether other departments have dress-down days and whether there is an organisation wide policy.  If you are happy that an optional dress-down Friday is appropriate, either announce the implementation in a team meeting or circulate an email, stating the date when this comes into effect.
b.  Email the team stating that you do not feel a “dress-down Friday” is appropriate as you feel that this would be unsuitable for anyone who works in the library as you believe it would compromise the library staff’s authority.
c.  Implement the policy but state that it is essential and that all staff must dress casually every Friday.
Scenario 3
One of your users has emailed the library with a complaint about the opening hours of the library.  The email has been forwarded to you to deal with.  The library is closed for an hour every Wednesday morning for a staff meeting so the library opens at 10am that day.  The user is complaining that they have a lecture in the department at 10am on a Wednesday and they wish to use the library between 9am and 10am in order to check their email and print out any handouts/reading they need for the lecture.  What action do you take?
a.  Email the user back and say that this can not be changed as the library has always been closed for this hour on a Wednesday.
b.  Email the user thanking them for their feedback and inform them that you will be undertaking a user survey, which will cover levels of satisfaction with the opening hours of the library.  Inform the user that a report on the survey will be available and that if the survey reveals high levels of dissatisfaction with the opening hours, changes will be considered.
c.  Change the staff meeting to a Thursday morning instead so that the library can open between 9am and 10am on a Wednesday for this user.
Scenario 4
You are in the process of recruiting for a post within your department.  You have looked at all the applications and have completed the short-listing process.  One of your assistant librarians asks to meet with you about a personal matter.  It is revealed in this meeting that the assistant librarian has a friend who applied for the job.  Unfortunately this person has not been short-listed as their application did not meet the job criteria.  The assistant librarian asks you to reconsider your decision.  What action do you take?
a.  Tell the assistant librarian that it is inappropriate for them to ask you to reconsider.  Reiterate that the candidate in question did not meet the job criteria and that you are not able to discuss the issue further due to data protection policy.
b.  Apologise to the assistant librarian and state that you will revisit the candidate’s application on their recommendation.
c.  Refuse to discuss the issue with the assistant librarian.
Scenario 5
You have decided to plan a staff “away day” for staff development and to give your staff a change of scenery.  You are thinking about the venue and format for the day and wonder whether you should consult your staff.  What action do you take?
a.  You decide not to consult the staff as you think this will over complicate things if there are lots of different views to accommodate.  You decide on a venue and structure for the day yourself and inform the team after it has all been booked.
b.  You mention the away day and ask for views at a staff meeting, either at the meeting or by email afterwards.  You then plan the away day based on the majority consensus.
c.  You delegate the responsibility to another member of staff and ask them to organise the day.
Scenario 6
Your department has a working from home policy in which all staff are entitled to one day a week working from home providing that they book this in advance and they do not have any workplace commitments on the day in question.  One of your staff takes a day working from home most weeks but you have been recently suspecting that they are not doing a full day’s worth of work.  What action do you take?
a.  Do not allow working from home for any staff with immediate effect.
b.  Update the working from home policy to state that staff must announce what they intend to work on when they request the working from home day.  Also introduce the filling in of timesheets for working from home days to be submitted to you and kept as a record.
c.  Ask to meet with this member of staff and confront the issue.
Scenario 7
A library awareness week has taken place at your organisation which has been a great success.  You wish to congratulate your staff on all their hard work leading up to and during the week.  What action do you take?
a.  You buy some biscuits or cake and take them into work for everyone.
b.  You close the library for an hour one day and take the team out for lunch.
c.  You thank them all personally at the next staff meeting.
Scenario 8
There have been a number of thefts from offices in your organisation recently.  It is suspected that people are walking in off the street due to the open access nature of the department and preying on unlocked offices whose owners are not around.  You are concerned about this happening within your department and wish to remind staff to be extra vigilant.  What action do you take?
a.  You decide to take no action, it goes without saying that staff should lock their offices when they leave them and you don’t want the team to think you are nagging.
b.  Send an email round the team, explaining what has happened and remind them to always remember to lock their office door even if they are only popping out for a minute.
c.  Wait to bring this issue up at the next staff meeting.
Scenario 9
One of your staff has been having problems with their PC.  They are unable to print out from the printer in their office, meaning that whenever they need to print something out they have to come into the library which is disrupting their working day.  They have now emailed the IT department 3 times but have not had a response.  They ask you if you could contact the IT department on their behalf.  What action do you take? 
a.  Send a further email to the IT department stressing the urgency and disruptive nature of the problem.
b.  Telephone the IT department to find out when this problem will be resolved, stressing the urgency and disruptive nature of the problem.
c.  Complain to the head of the IT department.
Scenario 10
One of your staff members has handed in their notice as they have been offered a post in a different department within your organisation.  You suspect that there may be issues within your department that have contributed to their pursuing another post and subsequent resignation.  You wish to address these issues and find solutions if possible.  What action do you take?
a.  Your department has a policy that all leaving members of staff take part in an exit interview which you hope will reveal the issues in question.
b.  Ask to meet with the staff member and ask them outright if there are issues in the department that have made them leave.
c.  Do nothing.  This person has already handed their resignation so there is nothing you can do.
 

