
iMatter Process 

First, we work with the iMatter lead in your directorate to agree how staff will be 

divided up into teams.  A team might consist of the team you are already in, led by 

your manager, or you may be part of a wider team.  A team usually has a minimum 

of 5 members (not including the manager) to ensure confidentiality when filling out 

the questionnaire.  A team can be less than 5, but in that case all members must be 

consulted and must agree to be part of a smaller team.  If the team doesn't agree, or 

if the team is too small to ensure confidentiality, it will become part of a wider team.  

Once agreed, we upload the teams to the iMatter system.  Please note: if your 

directorate has done iMatter before, we will only upload the names of the team 

managers.  It is then up to the team manager to add any new members, or remove 

any members who have moved or left. 

Next, each team is confirmed on the system by the team manager.  This is to make 

sure that no-one is left out.  If you are a manager and you remove a team member 

who has moved elsewhere in your directorate, please check to make sure they are 

included in the other team and don't get missed.   

Each team member then has 3 weeks to complete an online questionnaire.  There 

are 29 questions over 3 sections asking about your experience at work, in your team, 

with your line manager, and in your organisation.  Even if you are in a wider team, 

you still answer the line manager questions about your line manager.  

2 weeks after the questionnaire has closed, a report is generated, which goes to the 

team manager and all team members at the same time.  

Once you’ve looked at the report and discussed it, together you create an action plan 

and your manager uploads it to the system.  The system then generates what is 

called a ‘storyboard’, which is an overview of your action plan.  Please review your 

action plan at regular intervals to see how much progress you are making.  


