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What guidance can you give on how best workloads can be managed? 

We need, as managers, to understand the various and complex calls that are being made on 
colleagues’ time at the moment, through caring and other additional responsibilities and we 
need to work with colleagues to identify and support flexible ways and patterns of working. 
 
We also need to acknowledge that working differently – delivering education and pastoral 
support online, developing new online assessment methods, engaging in virtual meetings – 
has increased workload for many.  
 
Finally, we need to recognise that there are considerable pressures on wellbeing that come 
from dealing with uncertainty in work and in life in general. 
 
So, what can we do as managers? 
 
First, we need to recognise that what we are in is a marathon and not a sprint. That means, 
crucially, building in periods for rest and recovery. Insist that annual leave is planned and 
taken (there’s a reason, as those who study industrial history know, why annual leave 
exists), encourage colleagues, even when working flexibly themselves, to limit sending 
emails, teams messages and the like to reasonable hours and agree this with your 
department. 
 
We must point colleagues towards the resources that are available to support wellbeing. We 
can also enable and encourage informal catch-ups in departments, thinking creatively about 
what the potential of technology. And, of course, exploring its potential in this way is also 
excellent essential preparation for online teaching delivery as colleagues become familiar 
with new platforms and test capability. 
 
If we feel that more requests for information are being received from other parts of the 
University than we can deal with, then we need to raise this, so that sequencing can be 
addressed. At the same time, however, we need to recognise and plan for the fact that there 
are hard deadlines that will need to be met as we prepare for the new academic year, while 
finishing up the current one. 
 
Through all of this, I try to listen to the wise words of a coach that I know well, someone who 
has been competitive in sport at the highest levels – “Keep your eyes on the Prize”. And 
for the coming academic year, the prize is the delivery of excellent education in 
extraordinary circumstances. 
 
To deliver education under these circumstances will need support from those of us with 
management responsibilities. We need to engage in active workload and time management. 
Departments can help colleagues by setting out clear expectations and realistic time frames 
for the completion of work. 
 
Head of Departments and Senior Teams can seek to actively manage workload through 6 
main means: 

(1) Reduce - identify and pull tasks and activities that are not important 
(2) Reprioritise - identify tasks and activities that are not urgent and pause 
(3) Rebalance - does the normal balance between research, teaching and citizenship 

work in an extraordinary year? 
(4) Revise anticipated demand – keep an eye on the admissions data as it emerges. 

Numbers can go up as well as down;  



(5) Remember to share best practice – you don’t need to do it all in isolation. Faculties 
are facilitating discussion between departments. DCAD has great resources, different 
departments are adapting and developing technology. We need to learn from and 
support one another. There is less work involved, generally, in adapting existing 
solutions than in putting in place new, completely bespoke solutions;  

(6) Recognise and reward effort - both formally and informally, to reach the collective 
prize, both formally and informally. To remind you, the prize is: the delivery of 
‘Excellent Education in Extraordinary Circumstances’. 


