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Professional Services Capability 

Framework: Taking Evidence Based 

Decisions 

 This document sets out in one place all of the information relating to the Taking Evidence Based Decisions capability, including: 

 Capability indicators 

 Ineffective behaviours 

 Development suggestions, tips, tools and activities 

 Formal learning options 

 

This is to support you in developing in this particular capability. This document should always be read with the Professional Services Capability 

Framework  

 

https://blogs.shu.ac.uk/shupdreviewtoolkit/files/2019/02/Final-Full-Capability-Framework.pdf
https://blogs.shu.ac.uk/shupdreviewtoolkit/files/2019/02/Final-Full-Capability-Framework.pdf


 

2 
 

 
 
 
 

Taking Evidence Based Decisions 
Thinks, analyses and considers the broader context to develop practical solutions 
 

    
Foundation Adept Advanced Strategic 

 

Understands information and uses it 
appropriately, following agreed 
standards  
 
Reads and uses data from a variety of 
sources and extracts the necessary 
information from it 
 
Ensures system data entry is 
accurate 
 
Works according to data protection 
principles and regulatory frameworks 
 
Acts consistently in dealing with 
challenges: analyses the issue and 
uses knowledge to identify solutions 
 
Makes decisions in a timely manner 
when options and consequences are 
clear 
 
Uses facts, knowledge and 
experience to support 
recommendations 
 

Integrates, analyses and interprets 
information from a range of 
systems/sources, and provides 
evidence-based advice and solutions 
 
Uses information to benchmark our 
performance against targets and 
standards and make improvements 
 
Analyses situations from all angles  
using both quantitative and qualitative  
data to identify solutions 
 
Seeks feedback and evaluates the 
success of decisions to ensure lessons 
are learned 
 
Seeks new ways of presenting 
information and reporting outcomes 
 
Considers consequences and risk in 
order to assess the timing of a decision 
 
 

Evaluates performance to improve 
services  
 
Analyses and interprets information in 
order to evaluate options and make 
appropriate decisions 
 
Uses and shares information 
appropriately to inform long term 
strategic planning 
 
Horizon scanning, using external 
sources of information and 
benchmarking nationally and 
internationally 
 
Identifies sources of information to 
support business decisions and 
development 
 
Includes others in the decision making 
process  

Deals with ambiguity and makes 
decisions in a timely manner  
 
Takes charge and sets direction when 
necessary to facilitate action or a 
decision 
 
Makes decisions taking into account 
and assessing institutional risk 
 
Takes complex/difficult decisions 
affecting a range of stakeholders or 
users 
 
Communicates the rationale for 
complex or difficult decisions so that 
others understand/accept 
 
Reprioritises work and redeploys 
resource to meet changing needs  
 
Analyses competing and conflicting 
information, making sound 
judgements on priority and direction  
 
Collates and brings together relevant 
management information from a 
variety of sources to inform strategic 
decisions  

 

 

Focus on Outcomes   

 

 

Grades 2, 3, 4 & 5 Grade 6 Grades 7, 8 & 9 

 

SSG  
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Taking Evidence Based Decisions: Ineffective behaviours  
Examples of behaviours which are ineffective and may indicate a need for further discussion or development 

For all  Ignores or dismisses evidence or data which does not support their instinctive decision: uses anecdotes rather than data as a 

basis for their decisions or advice  

 Fails to involve or ignores colleagues and team members with appropriate expertise in their decision making process 

 Ignores or downplays risks when making or advising someone on a decision  

 Does not proactively explain or justify their decisions or the University's to their colleagues, customers, team or stakeholders 

 Escalates all decisions to their manager even when they have been clearly empowered to make that decision themselves 

 Justifies decisions by referring to existing processes or policies, rather than explaining reasons for decisions 

For leaders and 
managers  

 Requires all or the majority of decisions to be escalated to them, rather than empowering and supporting team members to 

make appropriate decisions themselves on the basis of available evidence 

 Criticises or is unsupportive of difficult decisions they have delegated to team members, rather than providing constructive 

feedback and support 

 Delays or is reluctant to take decisions or make recommendations: procrastinates, calls for further unnecessary detail or 

consultation. Struggles to make decisions when there is ambiguity or incomplete data  

 Relies on a single source of data or evidence for complex decision making rather than considering a variety of data 

 Avoids changing their team's approach or actions even when significant new information comes to light  

 

Focus on Outcomes   
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Taking Evidence Based Decisions - Development Suggestions 
Thinks, analyses and considers the broader context to develop practical solutions 

  

    
Foundation Adept Advanced Strategic 

 

To help you reach a decision, ask 
yourself if you have obtained all the 
information you require.  Have you 
got to the bottom of the problem?  
Then try and think of a number of 
potential solutions and the pros and 
cons to decide which solution will 
work best 

Actions with others 

Ask others for their ideas about what 
sources of information you could look 
at before making a decision 

Check what decisions (or on what sort 
of issues) your line manager is happy 
for you to make in their absence. This 
will mean you always know when you 
should and shouldn't make a decision   

Offer to gather information on items 
for meetings or for your manager on 
an issue they are considering share 
your findings.  Seek feedback about 
the quality and  quantity of your 
findings 

Individual activities and reflection 

Before you make a significant, difficult 
or complex decision, consider the 6 
steps of good evidence based decision 
making: which do you instinctively use? 
Which do you sometimes miss? How 
robust is your evidence based decision 
making? 

Actions with others 

Always explain your decision or 
recommendation to those affected 
pointing out the outcome you needed to 
achieve and why, the alternatives you 
considered, and why you have 
discounted them. Ensure you leave 
time for questions and challenges  

Ask someone managing a project or 
service to talk you through one of their 
most complex and difficult past 
decisions: how they made it, what risks 
they anticipated and what evidence 
they used and what they found difficult. 

Individual activities and reflection 

Before making a decision, ask 
yourself ‘Could this be done a 
different way'’ or 'What would be the 
most radical solution to this". This 
may allow for greater creativity and a 
better solution, with fewer risks and 
downsides 

Actions with others 

Ask colleagues to talk through what 
they do when they have to collect 
enough data and information to make 
a complex decision.  What sources do 
they use?  At what point are they 
satisfied they have enough 
information? How have they 
generated new data to fill in gaps in 
understanding? 

Run a session with your team looking 
at the data and information you 
generate. What does it tell you is 
working or could be improved? What 
are the gaps in your data which you 
need in order to assess and improve 
your service? This helps you all to be 
familiar with data and see how it 
drives decisions and effectiveness 

Individual activities and reflection 

Expand your contacts both internally 
and  externally to establish a network 
of people who can act as sources of 
information to support your decision 
making e.g. other parts of the 
University, customers, suppliers, and 
local bodies as well as other 
Institutions.  

Evidence and facts are great levellers 
of hierarchy: reflect on whether you 
are disregarding evidence and facts 
(rather than opinion) because they 
come from lower grade staff 

Actions with others 

Benchmarking against other 
institutions' services is good practice, 
but it isn't always evidence to support 
your decisions in this University: 
consider culture, the University's 
strategic objectives, politics and 
resources along with good practice 
from elsewhere.   

 

Grades 2, 3, 4 & 5 Grade 6 Grades 7, 8 & 9 

 

SSG  

 

 

Focus on Outcomes   

 

 

https://blogs.shu.ac.uk/shupdreviewtoolkit/files/2019/01/Evidence-Based-Practice-The-Basic-Principles.pdf
https://blogs.shu.ac.uk/shupdreviewtoolkit/files/2019/01/Evidence-Based-Practice-The-Basic-Principles.pdf
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Taking Evidence Based Decisions - Formal learning options 
Thinks, analyses and considers the broader context to develop practical solutions 

 

Face to face learning Online courses Downloadable toolkits and guides 

Decision Making Workshop: This course 

 Describes a model of decision making 

 Demonstrates the use of a range of tools to 

support effective decision making 

 Describes the key considerations in 

assessing the risk and consequences of their 

decisions 

 List key questions to inform the evaluation 

and implementation of a decision 

Governance – power, decision making and 

accountability: This session explores who in 

universities has the power, who exercises it, and 

how we are held accountable. We will look at why 

governance is important and what can go wrong, 

and how governance works in Sheffield Hallam. We 

will also think about what it means for us as 

professional services staff 

Decision Making Strategies:  This course outlines 
the four styles of decision making—autocratic, 
participatory, democratic, and consensual—and 
reveals which styles are best suited for specific 
situations. 

Improving your judgment: This course discusses 
ways to confront our hardwired cognitive biases in 
order to make good decisions and exercise more 
balanced, sound judgment 

Acting Decisively and Overcoming Procrastination: 
Learn how and when to act decisively, how to 
differentiate healthy caution and unnecessary 
procrastination, and how to break a procrastination 
habit 

Using Excel for data analysis: understand ways to 
bring your data to life, making it more visible and 
having greater impact 

Using excel to analyse business processes: 
understand how to use data to identify bottlenecks 
and understand inefficiencies 

CIPD guide to evidence based decision making 

Problem Solving: This guide sets out 6 steps that 
can be followed in a logical order as a proven 
approach to solving problems 

A systematic approach to decision making - online 
article: understand one approach to combining 
problem-solving and decision-making strategies 
when making complex decisions in challenging 
situations 

 

 

 

Focus on Outcomes   

 

 

https://blogs.shu.ac.uk/hallamleaders/people-management-essentials-workshops/decision-making-2/?doing_wp_cron=1524577291.8813550472259521484375
https://portal.shu.ac.uk/departments/HRD/development/Pages/CPD-Lectures.aspx
https://portal.shu.ac.uk/departments/HRD/development/Pages/CPD-Lectures.aspx
https://www.lynda.com/Business-Skills-tutorials/Decision-Making-Fundamentals/186697-2.html
https://www.lynda.com/Business-Skills-tutorials/Improving-Your-Judgment/162446-2.html
https://www.lynda.com/Graphic-Design-tutorials/Design-Thinking-Data-Intelligence/618718-2.html?srchtrk=index%3a12%0alinktypeid%3a2%0aq%3aData+analysis%0apage%3a1%0as%3arelevance%0asa%3atrue%0aproducttypeid%3a2
https://www.lynda.com/Leadership-Management-tutorials/Overcoming-Procrastination/734629-2.html
https://www.lynda.com/Excel-tutorials/Excel-Data-Visualization-Part-1-Mastering-20-Charts-Graphs/791339-2.html
https://www.lynda.com/Excel-tutorials/Excel-2016-Business-Process-Analysis/590822-2.html
file://hallam.shu.ac.uk/fs/HRDstaff/HR%20Data/PEOPLE%20DEV/Talent%20Management%20and%20Development/Capabilities%20indicators/Development%20suggestions/Learning%20links/Evidence%20based%20decision%20making/Evidence%20based%20decision%20making.pdf
http://www.pansophix.com/uul/downloads/sheffield-hallam/a-useful-guide-to-problem-solving.pdf
https://www.mindtools.com/pages/article/newTED_00.htm
https://www.mindtools.com/pages/article/newTED_00.htm

