9. APPENDICES
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A.

L

hd

10.
11.
12.

13.

Exploratory interviews: interview schedule

What is your current position in the organisation and your fength of service?

What is your current job role (including structure, tasks & responsibilities)?

What is your previous work history (job roles & institutions)?

Describe the motivation for your move into your current position/motivation for a
career in Personnel.

What are the key strategic decisions facing the university?

How do you think Personnel is perceived within your organisation? Why? Does
this apply to the department as a whole or particular individuals?

What are the potential sources of power and influence of the Personnel department
in your organisation?

How much does the Personnel department use I'T in your organisation?

What is your experience of the level of IT skill and knowledge of Personnel
people?

Do you have any professional IT-related qualifications/experience?

What issues do you think IT raises in your organisation?

Does IT impact on the Personnel department’s role and relationships in your
organisation?

Is IT affecting the department’s power sources?
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B. Variables in previous studies exploring the strategic
contingencies model

The concepts in the following table are generic terms that were adapted to the relevant

industry sector and environment in each of the studies explored.

Concept Generic indicators

INDEPENDENT VARIABLES (predictors)

Determinants of Contingency variables:
power Extent of uncertainty
* demand for service or product
¢ supply of necessary resources
Coping with uncertainty
®* number of strategies in place per key area of uncertainty
e type of strategies adopted per key area of uncertainty:
o prevention
o information
o absorption (double weight due to immediacy)
®  Joss resulting from inability to cope
e the perceived need of each department to cope in general
Centrality of workflow
e perceived pervasiveness
inputs from where - internal/external sources
outputs to where - internal/external units
frequency of inputs and outputs
total pervasiveness (the extent to which the department is connected
with and is dependent on information and workflows of other
departments)
e immediacy (also referred to as task criticalness or control of strategic
contingencies)
e speed of impact on final service or products
* perceived interdependence of departmental tasks in successfully
accomplishing key organisational goals
Perceived substitutability
*  individuals within the department
individuals between departments
individuals external to the organisation
role variety
difficulty in hiring personnel
level of education required
length of experience and training required
current labour market conditions
legal restrictions
degree of outsourcing
functions able to be carried out by others
e  difficulty in replacing whole department
Routinisation
* rationalisation
s  proceduralisation
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Environment Organisation size

Financial status (source of funding)

Subunit variables:
¢ number of professional staff in subunit
¢ number of other staff in subunit

Professional- Level of formal education and training
isation Formal & legal requisites for practising
Information Extent of use

Technology * requests for reports

¢ user log time
s number of transactions
Subunit specific applications
Networking applications
Other applications
Perceived change in workflow centrality as a result of automation

DEPENDENT VARIABLES (criterion)

Power Relative to specific key issues in the organisation:
Participation:

® scope as formally defined in organisation documents
* stage of involvement:
o initiating
o providing information
o choosing the course of action
o implementing action
® et scope deviation (scope beyond that which is formally defined)
* netinvolvement deviation (involvement beyond that which is formally
defined)
Position (structural):
e scope (number of issues covered)
¢  hierarchical status of department head
e  committee membership
e  share of budget received
®  size of subunit staff
Perceived:
e weight (perceived amount of power relative to other subunits)
* scope (perceived range of power relative to other subunits)
e awareness of other subunits of power level
Contribution to organisational goals
Ability to obtain desired resources

Influence Perceptions of level of influence on key organisational decisions

Source: adapted from Astley & Zajac, 1990; Cavaye & Christiansen, 1996; Cohen & Lachman, 1988;
Crawford, 1997, 1998; Crawford & Rice, 1997; Giroux, et al., 1986; Hackman, 1985; Hinings, et al.,
1974, Homburg, et al, 1999; Huff, 1991; Jobber & Watts, 1987; Lachman, 1989; Lucas, 1984;
Saunders, 1981, 1990; Saunders & Scamell, 1982, 1986.
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C. Pilot letter and questionnaire for Personnel departments
Covering Letter

Personnel Departments in Universities:
a Study into Power & Influence

How much say does your department have? Can you influence key issues within your
university? Do you find that information technology is changing the way you work?
These are some of the questions I have set out to address as a result of my own
experience in Personnel in universities, as part of my PhD studies at Cranfield School
of Management.

I am contacting you as the Deputy Head of Personnel or HR Manager. You are the
sole target group for the study, hence the results will be directly relevant to your
situation. It is therefore important that you complete the questionnaire yourself.
Everyone who returns a questionnaire by the deadline will receive a summary report
of the findings of the survey, allowing you to see how your experiences compare with
other departments across the country.

You may have already seen some information about the study at the UPA Conference
last September in Exeter. It is now time to carry out the study, and 1 would be very
grateful if you would complete this questionnaire and return it to me at the address at
the end of the booklet in the enclosed prepaid envelope by .............. Most questions
will ask you to tick a box from a list of possible options, so it will only take about 15
minutes to complete. All information provided will be treated in confidence and used
only for the purposes of this stady. Your answers will be anonymous in the final
report which is produced, so please feel free to answer as fully and honestly as you
can.

If you have any additional information that is relevant but not directly requested here,
you are welcome to return this along with your completed questionnaire. If you have
any queries about the study or the questionnaire, please contact me on 01234 751122,
or by email at e.farndale@cranfield.ac.uk.

THANK YOU VERY MUCH FOR YOUR HELP

Elaine Farndale
Research Officer
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Questionnaire

SECTION I: The Personnel/HR Department

1. Who does the Head of Personnel/HR report to in the university management
hierarchy?

A. Vice Chancellor / Principal Officer Q1
B. Other, Please specify title

Please attach a copy of your organisation chart if you have one available.
2. How many people are employed in total by your university? Please state the Full
Time Equivalent figure.
FTE employees
3. How many people are employed in the Personnel/HR department (including

those in the Training and Development section if this is a separate unit)? Please
state the Full Time Equivalent figures.

FTE professional grade staff (e.g. officers, managers)

FTE other grade staff (e.g. secretaries, administrators, assistants)

4, What proportion of the total annual staffing budget for your university is
allocated to staffing the Personnel/HR department?

% ol Don’t know
5. At what stage in the university decision making process does the Personnel/HR
department become involved in the following issues? Please tick all that apply.
Initiates Decides Carries out Provides Not
discussion action action info involved
A. University-wide budget setting U4 [ K] o U Uo
B. Top-level strategic planning (. s U2 [ Ji o
C. University quality assurance ¥ Uz [ ) Lh Uo
D. Introduction of new degrees I 2 U3 U2 N o
E. Student recruitment initiatives 4 Q3 ) N} o
F. Pricing of teaching & research (4 s ) () Qo
G. Major purchasing decisions Q4 U3 2 i Qo
H. Major staff planning decisions U4 s 2 I i o
I. Introduction of major new
computer systems U4 s ) s J o
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SECTION II: Central Administration

Here reference is made to the various departments that are commonly part of the Central
Administration. If there is some discrepancy between department titles, please refer to
the closest matching department:

Estates (including Bursar’s Office, Site Services, Purchasing, Facilities, Health & Safety,
Security, Residential Services, Catering, Conferences, Events)

Finance (including Payroll, Research & Contracts, Enterprise)

Personnel (including Training & Development, Human Resources)

Registry (including Student Accommodation, Services, Admissions, Alumni, Examinations,
Liaison, International Office)

1. How easy would it be for others to carry out the primary tasks of the following
departments if they were to close, either internally by others within the
university, or externally by outsourcing or hiring consultants?

Not at all A little Very Don’t
difficult difficult Difficult difficult Impossible know
A. Estates [ J Q2 Us [ P s o
B. Finance [ Ji [ ) Uz U4 Os o
C. Personnel Wi ) Us Q4 Us o
D. Registry U Q2 s [ s o
2, Thinking about your university’s mission statement, what type of contribution

do you think the following departments make towards its achievement?

Minimal Some Substantial Some Substantial Don’t

indirect indirect indirect direct direct know
A. Estates i [ 7] Uz Q4 s Uo
B. Finance i ) Qs [ 1 Us Qo
C. Personnel i Ji U2 s 1 Qs Uo
D. Registry i o) Uz U4 Qs o
3. In your opinion, how much of the work in each of these departments follows

defined procedures and rules with little scope for variation?

Quite a Almost Don’t
Most lot Some A little  none know
A. Estates . [ 3) Os U4 Os Uo
B. Finance [ ) Qs U4 Qs Uo
C. Personnel I i Q2 Qs 4 Qs Uo
D. Registry W [ ) Qs Q4 Qs o
4. How much influence do you think each of the following departments has in

general over the everyday activities of your university?

Almost Limited Reasonable Great Very great  Don’t

none amount amount amount amount know
A. Estates i Q2 s i Qs Qo
B. Finance i Q2 s Q4 Qs Qo
C. Personnel i Q2 W] Q4 Qs Qo
D. Registry [ i [ 2] Qs U4 Us o
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SECTION III: The Use of Information Technology

3a.

3b.

Which of the following functions does your computerised HR database /
Information System currently have available?

Yes No
A. Run standardised reports i Qo
B. Run ad-hoc reports i Uo
C. Direct access for managers to run reports i o
D. Direct access for managers to see employee information i Qo
E. Direct access for managers to update employee information i Uo
F. Employee self-service i Ji o

How frequently do you provide other departments with reports from your HR
Information System?

A. Service not available o
B. Never th
C. Occasionally [ ]
D. Regularly s
E. Daily Q4

If you answered ‘B. Never’, is this because other departments run their own
reports on employee data?

1Q Yes ol No

Does the Personnel/HR department have its own web page on the University
website?

1 Yes ol No

If yes, does the Personnel/HR department web page have facilities for applying
for vacancies or courses on-line, or other interactive facilities?

18 Yes ol No

How would you describe on average the extent of computer literacy and skill in
your Personnel/HR department?

A. Mainly novices h
B. Mainly users with limited skill Q2
C. Mainly competent users s
D. Mainly experts U4
E. All experts Qs
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SECTION 1V: Respondent Details

The following general questions monitor the representativeness of the responses received.

1. What is your job title?

2. How long have you been working for your current university in your current
position?

years

3. How long have you been working for your current university in total, including
in any other positions?

years

4. How long have you been working in a Personnel/HR capacity in total, including
in any other organisations?
years

5. Are you a member of the Chartered Institute of Personnel and Development?
1 Yes old No
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D. Survey letter and questionnaire for Personnel departments

Covering Letter

Personnel Departments in HE: a Study into Power and Influence

How much say does your department have? Can you influence key decisions within
your institution? These are issues that I found interesting when previously working in
Personnel in a university, and am now asking as part of my PhD studies at Cranfield
School of Management,

I am contacting you as the Head of Personnel or HR Manager. You are the sole target
group for the study, hence the results will be directly relevant to your situation. It is
therefore important that you complete the questionnaire yourself. The UPA Executive
has kindly agreed to send this questionnaire to you, and will be receiving a copy of
the study findings. Everyone who returns a questionnaire by the deadline will also
receive a summary report of the survey, allowing you to see how your experiences
compare with other departments across the country.

I would be very grateful if you would complete this questionnaire and return it to me
in the enclosed prepaid envelope by ................ Most questions ask you to tick a box
from a list of possible options, so it will only take about ten minutes to complete. All
information provided will be treated in confidence and used anonymously only for the
purposes of this study and related publications.

If you have any queries about the study, please contact me by email at:
e.farndale@ cranfield.ac.uk.

THANK YOU VERY MUCH FOR YOUR HELP

Elaine Farndale
Research Officer
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Questionnaire

SECTION I: The Personnel/HR Department

1. Who do you as the Head of Personnel/HR report to in your institution’s
management hierarchy?

A. Vice Chancellor / Principal Officer i
B. Other Uo
Please specify title

Please attach a copy of your organisation chart if you have one available.

2, How many people are currently employed in total by your institution? Please
state the Full Time Equivalent figure,

FTE employees

3. How many people are currently employed in the Personnel/HR department
(including those in the Training and Development section if this is a separate
unit)? Please state the Full Time Equivalent figures.

FTE professional grade staff (e.g. officers, managers)

FTE other grade staff (e.g. administrators, assistants)

4, What proportion of the total annual staffing budget for your institution is
allocated to staffing the Personnel/HR department?

% od Don’t know
5. At what stages in the corporate decision-making process is the Personnel/HR
department involved in the following issues? PLEASE TICK ALL THAT
APPLY.
Initiates Decides Carries out Provides Not
discussion action action info involved
A. Institution-wide budget setting Q4 s [ 3 [ §1 Uo
B. Top-level strategic planning Q4 s U2 ] o
C. Academic quality assurance Q4 s i} i Qo
D. Introduction of new degrees U4 U3 i} G Qo
E. Student recruitment initiatives Q4 Qs (5] L o
F. Pricing of teaching & research W4 U3 ) h o
G. Major institution-wide
purchasing decisions U4 Qs ) th Uo
H. Major institution-wide staff
planning decisions U4 O3 ) i Wo
I. Introduction of major institution-
wide computer systems Q4 Qs ) i o

298



SECTION II: Central Administration

Here reference is made to the various departments that are commonly part of the Central
Administration. If there is some discrepancy between department titles, please refer to
the closest matching department:
¢ [Estates (including Bursar’s Office, Site Services, Purchasing, Facilities, Health & Safety,
Security, Residential Services, Catering, Conferences, Events)
Finance (including Payroll, Research & Contracts, Enterprise)
Personnel (including Training & Development, Human Resources)
Registry (including Student Accommodation, Student Services, Student Admissions,
Alumni, Examinations, Student Liaison, International Office)

1. How easy would it be for others, either internally or externally (by outsourcing
or hiring consultants), to carry out the primary tasks of the following
departments?

Not at all A little Very Almost Don’t

difficult difficult Difficult difficult Impossible know
A. Estates O [ ) s U4 Us Qo
B. Finance th ) s P Qs Co
C. Personnel Lh [ ) [ Q4 Qs Ho
D. Registry h Q2 Qs Q4 Qs Uo

2. Thinking about your institution’s mission statement, what type of contribution
do the following departments make towards its achievement?

No Minimal Some Reasonable Substantial Don’t
direct direct direct direct direct know
A. Estates Qs 2 U3 4 Us Lo
B. Finance i 2 s U4 Us o
C. Personnel G Q2 s U4 Us o
D. Registry .l Q2 s Q4 Us o
3. How much uncertainty or a lack of information in their daily work do the

following departments have to face?

Almost Limited Reasonable Great Very great Don’t

none amount amount amount amount  know
A. Estates i I o} Qs U4 s Qo
B. Finance I Ji 2 Qs Q4 s Uo
C. Personnel O 2 s W4 Us o
D. Registry O Q2 O3 [ P Us o
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4. To what extent do the following departments help other administration and
academic departments in your institution to cope with uncertainty or a lack of
information in their daily work, for example, by providing essential information
or forewarning on problems?

Notat  Limited Reasonable Great Very great Don’t

all extent  extent extent  extent know
A. Estates h 2] Q3 D4 s o
B. Finance th {2} Os U4 Qs o
C. Personnel h ) Qs U4 Us Wo
D. Registry h 2 s U4 Qs Uo
5. How much influence do you think each of the following departments has in

general terms in your institution?

Almost Limited Reasonable Great Very great Don’t

none amount  amount amount  amount know
A. Estates O Q2 3 Ua Us Co
B. Finance Ui U2 O3 Q4 Os o
C. Personnel O 2 s U4 s Ho
D. Registry |y ) U3 U4 s Uo

SECTION III: The Use of Information Technology

1. Which of the following functions does your computerised HR database /
Information System currently have available? PLEASE TICK ALL THAT
APPLY.

Yes No
A. Run standardised management information reports L Uo
B. Run ad-hoc management information reports b} Ho
C. Direct access for managers to run their own reports Us Uo
D. Direct access for managers to see employee information U4 Mo
E. Direct access for managers to update employee information s o
F. Employee self-service Ue Wo

2, How frequently do you provide other departments with reports from your HR

Information System?

A. Service not available o
B. Never * [
C. Occasionally N
D. Regularly Qs
E. Daily 04

* If you answered ‘B. Never’, is this because other departments run their own
reports on employee data?

sQ Yes o No
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3a. Does the Personnel/HR department have its own web page on your institution’s
website?

1 Yes old No

3b. If yes, does the Personnel/HR department web page have facilities for applying
for vacancies or training courses on-line, or other interactive facilities?

10 Yes ol No
4, How would you describe on average the extent of computer literacy and skill in

your Personnel/HR department?

A. Mainly novices i

B. Mainly users with limited skill Q2

C. Mainly competent users s

D. Mainly experts U4

E. All experts Qs

SECTION IV: Personal Details

The following general questions will be used to monitor the representativeness of the
responses received.

1. What is your job title?
2. How long have you been working for your current institution in your current
position?
years
3. How long have you been working for your current institution in total, including

in any other positions?

years

4. How long have you been working in a Personnel/HR capacity in total, including
in any other organisations?

years
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Are you a member of the Chartered Institute of Personnel and Development?
1 Yes o0 No

Which of the following options best describes your institution?

A. Pre-1992 university Qo
B. Post-1992 university h
C. College of Higher Education U2
D. Other Qs Please specify:
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E. Survey letter and questionnaire for other departments

Covering Letter

Administrative Departments in HE: a Study into Power and
Influence

How much say does your department have? Can you influence key decisions within
your institution? These are issues that I found interesting when previously working in
university administration, and am now asking as part of my PhD studies at Cranfield
School of Management.

I am contacting you as the Head of your department. You are the sole target group for
the study, hence the results will be directly relevant to your situation. It is therefore
important that you complete the questionnaire yourself. Everyone who returns a
questionnaire by the deadline will receive a summary report of the survey findings,
allowing you to see how your experiences compare with other departments across the
country.

I would be very grateful if you would complete this questionnaire and return it to me
in the enclosed prepaid envelope by .............. Most questions ask you to tick a box
from a list of possible options, so it will only take about ten minutes to complete. All
information provided will be treated in confidence and used anonymously only for the
purposes of this study and related publications.

If you have any queries about the study, please contact me by email at:
e.farndale @cranfield.ac.uk.

THANK YOU VERY MUCH FOR YOUR SUPPORT.

Elaine Farndale
Research Officer
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Questionnaire

SECTION I: Central Administration

Here reference is made to the various departments that are commonly part of the Central
Administration. If there is some discrepancy between department titles, please refer to
the closest matching department:
s [Estates (including Bursar’s Office, Site Services, Purchasing, Facilities, Health & Safety,
Security, Residential Services, Catering, Conferences, Events)
Finance (including Payroll, Research & Contracts, Enterprise)
Personnel (including Training & Development, Human Resources)
Registry (including Student Accommodation, Student Services, Student Admissions,
Alumni, Examinations, Student Liaison, International Office)

Please note: The numbers next to the tick-boxes are for administrative purposes only and
should be ignored.

1. At what stages in the corpoerate decision-making process is your department
involved in the following issues? PLEASE TICK ALL THAT APPLY.
Initiates Decides Carries out Provides Not
discussion action action info involved
A. Institution-wide budget setting U4 g U2 W Co
B. Top-level strategic planning U4 Qs U2 th Qo
C. Academic quality assurance U4 Qs 2 G o
D. Introduction of new degrees U4 Qs U2 i o
E. Student recruitment initiatives [ Us O G Qo
F. Pricing of teaching & research U4 Qs Qo [ ] Mo
G. Major institution-wide
purchasing decisions 1 U3 ) L o
H. Major institution-wide staff
planning decisions Q4 U3 2 ™ J o
L. Introduction of major institution-
wide computer systems U4 O3 ) [ Uo
2. How easy would it be for others, either internally or externally (by outsourcing
or hiring consultants), to carry out the primary tasks of the following
departments?
Not at all A little Very Almost Don’t
difficult difficult Difficult difficult Impossible know
A. Estates ) [ ) Us Q4 Qs o
B. Finance Qi U2 Qs U4 Qs Qo
C. Personnel .l Q2 U3 P Us o
D. Registry | I ) Us U4 Os o
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Thinking about your institution’s mission statement, what type of contribution
do the following departments make towards its achievement?

No Minimal Some Reasonable  Substantial Don’t

direct direct direct direct direct know
A. Estates ™ ) [ ) s U4 Us Qo
B. Finance Qi Q2 Qs Q4 Qs Oo
C. Personnel O [ ) s Ly Os Qo
D. Registry Ui U2 Us Q4 Qs o

How much uncertainty or a lack of information in their daily work do the
following departments have to face?

Almost Limited Reasonable Great Very great Don’t

none amount amount amount amount know
A. Estates W 2 s U4 Us Uo
B. Finance i 2 s s Us Uo
C. Personnel ) Q2 U3 N Qs Uo
D. Registry O O U3 [ s Uo

To what extent do the following departments help other administration and
academic departments in your institution to cope with uncertainty or a lack of
information in their daily work, for example, by providing essential information
or forewarning on problems?

Notat  Limited Reasonable Great Very great Don’t

all extent  extent extent  extent know
A. Estates O (] Us P Os Wo
B. Finance .y U2 U3 [ 1 Us Uo
C. Personnel Lh Q2 U3 -l Os Uo
D. Registry th ) U3 U4 Us Uo

How much influence do you think each of the following departments has in
general terms in your institution?

Almost Limited Reasonable Great Very great Don’t

none amount amount amount amount  know
A. Estates O ) Qs U4 Us Uo
B. Finance .}l 2 Qs U4 Us Wo
C. Personnel iy U2 Qs U4 Us Uo
D. Registry ) ) Qs Q4 Qs Uo
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SECTION II: Respondent Details

The following general questions will be used to monitor the representativeness of the
responses received.

1. What is your job title?

2. How long have you been working for your current institution in your current
position?
__ years
3. How long have you been working for your current institution in total, including
in any other positions?
____ years
4. How long have you been working in your specialist professional capacity in total,
including in any other organisations?
_____ years
5. Which of the following options best describes your institution?
A. Pre-1992 university Uo
B. Post-1992 university i
C. College of Higher Education Q2
D. Other s Please specify:
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F.

la.

1b.

2a.

2b.

Main study interview schedule

How do you think the Personnel department is perceived within your institution
and why?
How does the perception of the Personnel department compare to other

administrative departments, such as Finance, Registry and Estates?

How would you rate the professionalism of your Personnel department? What
measures of professionalism would you use?
How does the professionalism rating of the Personnel department compare to

other administrative departments, such as Finance, Registry and Estates?

How substitutable is the Personnel department in terms of others carrying out the

role that it fulfils?

Which two of the following (where applicable) do you believe have had or are
having the most impact on your perception of your Personnel department:

a. the amount (or lack) of trade union influence in your organisation?

b. the outsourcing of Personnel activities?

c. the HEFCE initiative ‘Rewarding and Developing Staff in Higher

Education’?
d. the devolution of personnel management activities to line management?
e. the use of computerised Personnel information systems?

f. the decentralisation of the Personnel department to Schools/units?

Please can you describe the top-level structure for decision-making in your

institution, and at what point the Personnel department is involved?

Is there anything else on the subject of the power of the Personnel department that

you would like to add? Anything specific about your institution or the HE sector?
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G. Coded interview transcript

See attached photocopy.
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