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Personal Statement L.O1

Provide information on performance management activity within Hywel Dda
University Health Board (HDUHB)

Performance management policies and processes and those involved

Performance management is a contributing factor throughout the whole of the
employee life-cycle, and is critical to organisational success (CIPD, 2019). Effective
performance management of individuals contributes to achieving high organisational
performance through the effective leading and development of people (Armstrong
and Baron, 2004).

Within Hywel Dda University Health Board (HDUHB) performance management
starts at the recruitment process, as per the recruitment process flow chart
(Evidence 4). At stage one of the process the job description/personal specification
(Evidence 5) and the (KSF) Knowledge and Skills Framework (Evidence 6) must
have been signed off. These documents give all applicants a clear outline of the
performance standard expected within the role. The job description/ person
specification and KSF are produced by the line manager, using support from the Job
matching service. Recruitment services approve the role and this is then finally

authorised by senior managers.

During the shortlisting process, the shortlisting panel then check that all applications
meet the essential criteria, thus ensuring that they have the qualifications and
experience needed in order to carry out the role. The job description and main
performance standards of the role are then discussed as part of the interview
process. This process informs applicants of the role and allows further self selection,
which in turn reduces staff turnover (Rees and French 2016). All short listing is
carried out by the line manager, although there must be a minimum of two
shortlisters linked to all vacancies to ensure fairness and consistency. Recruitment

then carry out random audits to assess consistency.

The organisational induction policy (evidence 7) identifies a clear framework for the
induction of new staff (HDUHB, 2013). Following this induction policy ensures that
all staff understands their accountability and responsibility for their own competence
within the scope of their role. This policy includes the corporate induction, which is




carried out by the Learning and Development Department and the local induction,
which is carried out by the employees’ line manager, which will form the basis for
effective performance (HDUHB 2013). At the rear of the organisational induction
policy is an example of the workplace induction program, with section B outlining
duties, responsibility, accountability and performance standards expected. By doing
this, employees know what is required and also after training, they will know how to
do the job, which Gillen (2002) identifies that these are the two main reasons for
poor performance. This establishes a psychological contract with the new employee
(Taylor, 2014). Section G of the workplace induction program is completed by the
line manager, outlining additional training requirements, identifying any learning,
setting initial objectives and agreeing development opportunities/needs. Having this
local induction supports on boarding and provides the new employee socialisation
into the organisation. In addition, having a comprehensive induction program

supports the employee to become productive within a shorter timescale (Taylor,

2014). This demonstrates the principles of the People Performance Model, as focus

has been given to ensuring that new employees have the ability and skill to perform,
have the motivation through goal setting and clear performance management
standards, creating an incentive to meet the objectives set as they were able to

actively participate in the process (Purcell et al, 2003).

As part of the induction process, new employees are issued a copy of the values and
behaviours framework (Evidence 8) outlining the organisational values and expected
behaviour. By having well-established values, which are communicated and
understood by employees, are key drivers to an individual's behaviour, this linking to
high-performance working practices within organisations (Jamrog et al, 2008). This
document also outlines examples of unacceptable behaviour and how success wili
be measured. By having a robust induction program, this provides reassurance to
new employees that they have made the right decision, therefore improving staff
turnover and absenteeism, which eases the burden of further recruitment (Taylor,
2014).

Once employees completed their induction program, they then operate within the
normal performance management guidelines, unless they are bank staff or
registered clinicians, as they have their own performance standards written by the
GMC, NMC or other professional bodies.

e
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Performance management should be a key focus throughout the employee life-
cycle, with the overall management of performance standards being governed by the
All Wales Capability Policy and Procedure (Evidence 9). Included in this policy is a
capability hearing flowchart, used to support line managers to ensure that the correct
process is adhered to. Under the capability policy, it identifies that in the first
instance, all performance issues should be addressed informally by the line manager
as part of day-to-day management activities. Employees should then receive regular
one-to-one meetings, allowing employees the opportunity to gain feedback relating
to their performance, any areas for concern, identifying training needs and targets for
improvement. Line managers are expected to comply with the policies and
procedures, HR will support line managers with the overall implementation of formal
action, updating policies when needed. HR Specialists are also available to support
line managers including Learning and Development organising fraining and

recruitment to support with recruitment processes.

Where employee performance relates to attendance, the ‘Managing Attendance at
Work All Wales Policy’ is followed (evidence 10). This policy supports HR
practitioners and line managers to deal with all attendance issues. YWhere employees
have frequent short-term sickness absences, the flowchart (evidence 11) outlines the
processes that line managers should follow. HR offer advice, then getting involved
once the formal process has been triggered.

Where there are specific issues in terms of conduct, there is an All Wales
Disciplinary Policy (Evidence 12) and then specific policies depending on the issues
raised. An example of this is the alcohol and drug/substance misuse policy
(Evidence 13).

When considering performance management and implementation of policies, it is
important to remember that employees may need support it in relation to well-being
as there may be mitigating circumstances resulting in their performance issue. To
support line managers with the well-being of their staff, the prevention assessment
intervention tool (evidence 14) should be considered. Line managers can also gain

support from HR, the well-being team or Occupational Health services,




The above policies can be accessed as and when needed, however line managers
are responsible for carrying out performance appraisals on their team annually as
stated in the ‘Performance Appraisal and Personal Development Plan Policy’
(evidence 15). Hackman and Oldham (1980) identify feedback as one of the five
core dimensions of job satisfaction. The Performance Appraisal Development
Review (PADR) document (evidence 16) is based around the values of the
organisation. The PADR checklist for managers (evidence 17) provides direction
and support. Where a training need has been identified, the learning and
development policy (evidence 18) identifies processes to be followed in relation to

identifying training needs and applying for study leave.

If the PADR process is used effectively, alongside a robust system of regular one to
ones and ongoing feedback, there is evidence of the ACE model being fully
‘implemented, therefore producing high-performance teams (Tyson and Rees 2013).
The appraisal process will allow employees to recognise their abilities discuss the
opportunities within their own role and provide value in what they do, with objectives
clearly linking to organisational strategy. By carrying out one-to-one support, it gives
line managers the opportunity to understand the motivation of the employee and
offer praise, providing a sense of achievement in the work they do (Tyson and Rees,
2013).

Due fo the Agenda for Change pay scales within the organisation, it is very hard to
offer financial incentives, although there are recognition awards, namely ‘Employee
of the month’ and ‘Team of the Month’. These awards are sought after in the

organisation.

Key sources of information, including legislative information, which underpin

performance manhagement activities

There are many sources of information to support managers and HR in relation to

performance management, coming from both internal and external sources. These

§ s Employers
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are as follows:

The People Performance Management Toolkit (evidence 21) provides line
management information to support performance management. This is also
used as a training package as part of the performance management training
day (NHS Employers, 2019).

The Managers Passport Course provides information and training sessions
towards change management, managing a team, workforce planning and
coaching (HDUHB, 2017).

NHS Wales set targets including compliance towards mandatory training and
appraisals, comparing the data from the Health Boards in Wales. In many
cases, this creates benchmarks that are used to measure performance of
services, teams, managers and individuals (NHS Wales, 2018).

Learning and Development Prospectus (Evidence 22) supports managers if a
training need has been identified, having access to courses for both
managers and staff to correct performance management issues, retrain where
needed or continuous professional development (HDUHB, 2019). The
Learning and Development Department can also support with a Training
Needs Analysis, supporting both individual and team performance.

Annual Statement & Quality report, IMTP providing objectives to support
target setting (HDUHB, 2019).

External sources include;

Acas can provide generic information to support managers and HR
practitioners with general queries. Other documents include the Code of
conduct, managing performance, guidance in formal processes and managing
attendance. In addition, Acas also provide information relating to legislation
including the Equality Act (ACAS, 2019).

Welsh Government provides information performance measurement data in
relation to patient waiting times, referrals, error rates and times between
referral and treatment. They also provide benchmarks in relation to staffing
levels and competencies of staff (Welsh Government, 2019).

CIPD can provide information on dealing with performance management
issues as well as evidence-based research in how this can be improved. The

CIPD can also provide information for senior managers and HR Practitioners




to inform policies, procedures and new initiatives in relation to performance
management (CIPD, 2019).

e Office of National Statistics can provide information on absence, population
demographics as well as other local information to benchmark (Office of
National Statistics, 2018)

» Registered body websites including the NMC and the GMC provide codes of
conduct to support employers when dealing with performance management
issues. In addition, they provide information to aid training and development
opportunities for their registered workforce (Nursing & Midwifery Council,
2019).

e Published articles or books relating to performance management provide
generic information in relation to performance management. This also
includes articles and reports that provide evidence —based information to

support performance management.

Examples of providing timely and accurate information to colleagues

regarding performance management activities

Within my role as senior workforce advisor, I'm responsible for supporting managers

in relation to performance management issues.

Absence management

The email trail (evidence 19) shows an example in relation to when | have supported
‘a line manager with the day-to-day management of staff absences, guiding her from
the completion of return to work interviews (evidence 20), to then supporting with
absence management issues. In December 2018, | had an email from a line
manager who asked me how she records sickness on ESR. | talked her through the
process, then asking if she had completed a return to work interview. As she hadn't,
| emailed her the form and talked her through completion.

Several months later, the manager contacted me as the member of staff had hit the
absence trigger as this had been identified from the return to work form. As the line
manager was asking for support, | sent her the ‘'NHS Wales Managing Attendance at
Work’ (evidence 10), asking her for further information in relation to the periods of
absence, reasons and the number of occurrences. | asked her to look for patterns in

the absence as well as whether any medical advice was sought. When | received

i
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this information, it was clear that the employee was taking the first Monday of every
month and has done for the last few months, showing a pattern of absence. Advice
was given in relation to conducting a sickness review, which is detailed in the email
trail (evidence 19). Whilst giving advice, | referred to the policy on several

occasions, evidence of which is stated in the email.
Due to the nature of the outcome, | supported the line manager to carry out a formal
meeting, providing the right to be accompanied and also provided notice in line with

the ACAS Guidelines (ACAS, 2019).

Capability and Occupational Health

Another example of when | have supported a line manager in relation to
performance management when | was approached by a manager who explained that
she had a member of staff who was making lots of mistakes in her work, which was
affecting the performance of the department. Firstly, | asked the manager if she had
spoken to the member of staff in relation to the errors that were being made and at
that point, it had not been addressed. | then explained that stie needed to carry out
one-to-one supervision with the employee, outlining her concerns. | also explained to
the manager that where there are issues with performance, it is important to make
the individual aware as soon as possible in an appropriate manner. | also explained
to the manager that it was important that the individual was offered training and
support in relation to the errors, as she was unable to provide evidence that training

had been given.

Following our meeting, | confirmed all information given in an email (evidence 23),
providing a copy of the All Wales Capability Policy (evidence 9). | encouraged the
manager to read the policy and highlighted relevant information. Several weeks later
I had an email back from the manager stating that she had sat with the manager and
highlighted the errors being made. The staff member was unaware of the errors and
as a result, was offered training and support as per agreed action. The manager
also informed me that this individual was still making mistakes and it was also taking
longer to do tasks than others within the team. After questioning, it became apparent
that the individual had a disability and was a wheelchair user. Once again, | asked
the manager if she had discussed this with the employee and explained she needed
to take care as her speed may have deteriorated as a result of her disability. |




suggested she have an informal discussion, suggesting she may want to consider an
Occupational Health Form, agreeing to send her the documents. | also asked her to
read specific parts of the Referral to Occupational Health guidance (evidence 24), as
well as Section 7.1 of the capability policy (evidence 9) as we may be able to make

reasonable adjustments to support her within her role.

| supported this manager through the process and Occupational Health provided the
individual with a new Mouse, a chair with greater arm/hand support and a computer

mouse. It was the mouse that was causing the staff member to make errors.

| was able to give advice as | was aware of the regulations under disability

discrimination, using Acas as a source of information (ACAS, 2019).
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Personal Statement LO2

Supporting line managers to deliver performance management activities within

the organisation

The types of support line managers in the organisation need from Human Resources

in relation to performance management activities

Line managers are the link between employees and HR practices (Truss, 2001).
There are many ways that support can be offered to line management in relation to
performance management activities. Support can be given by providing information
relating to policies, procedures or legislation, that may affect how they deal with

managing performance (CIPD, 2019).

Support may also be in the form of training, an example being managing confiict,
having difficult conversations and generally supporting their development as a line
manager in relation to how they performance manage a team or individuals. This
could be provided on a one-to-one basis by offering coaching or mentoring. Formal
training can also be carried out in a group management training session. As CIPD,
(2018) identify “Skilled managers are critical to employee engagement and ‘

organisational success”.

Quite often, when managers have to implement performance management activities,
they will telephone or email for HR support, this providing reassurance and/or
advice. By providing coaching, this will improve the learning outcomes for the line
managers, leading to high-performance working practices (Jamrog at al, 2008).
When managers have not completed formal processes in the past, being involved in
HR activities will not only give them confidence, but also support their understanding,

especially for kinaesthetic learners.

Within HDUHB, most performance management data is recorded through the
Employee Staff Record system, extracting reports from Business Intelligence. Line
managers need to be able to input the data to ensure that reports are accurate, but
also to be able to use as a performance management tool. Support can be accessed
through ESR training, use of an online learning tool, carrying out one to one training
with managers or using the support guides available on the HDUHB intranet site
(ESR, 2019).




Supporting line managers’ capability to deliver performance management activities

Evidence 25-29 shows several examples of when | have supported line managers in
their capability to deliver performance management activities. This includes
delivering training on coaching and mentoring, workforce planning, change
management, teamwork, building relationships, managing conflict and having difficult
conversations. Evidence 30-31 demonstrates how feedback was collected in order

to evaluate the effectiveness of the training.

By teaching them workforce planning it identifies the need to look at the skills
needed to achieve organisations objectives (Taylor and Woodhams, 2016). This
then allows line managers to identify development opportunities within the current
workforce, and reduced skills gaps (CIPD, 2019).

In addition to the above training, managers also need support in the production of job
descriptions, personal specification and also the management of the overall

employee life-cycle.

Supporting with the performance appraisal process Traininq

In November 2018, | was asked to analyse the PADR Business Intelligence report to
identify pockets where there is low compliance and identify ways to improve this
data. When analysing the data, | identified that there were many newly appointed
managers, who had low compliance and | telephoned them to see if | could help. By
the end of the morning, it was evident that there was a need to complete
Performance Appraisal Development Review Training as performance appraisals
focus an employee’s aftention to organisational objectives (Taylor & Woodhams,
20186).

Having spoken to the Head of Learning and Development, it was noted that PADR
training was postponed due to no staff to deliver this training. | offered to support
the delivery using pre-designed materials. Between the line managers that
attended, the complaints rate was 57% and within four weeks of the training being
carried out, this had increased to 85%, which is above the NHS Wales benchmark
target of 79% and above the HDUHB current compliance data (HDUHB, 2018). By

comparing the data. | evaluated the effectiveness of the training using benchmark




data. As a result of my effort to improve the data, the Assistant Director of

Workforce sent me a letter to thank me for my effort (evidence 32).

Working with line managers in the provision of employee performance and

development reviews

In March 2019, | received an email from the administrative coordinator for Mental
Health Services explaining that she was about to start a round of PADR fraining for
her team and identified that she had not been able to offer any other team training
opportunities for the last two years. The manager explained that she had been

carrying out the reviews, but did not feel these were effective.

| then met with the manager and chatted through some of the employees. She felt
as they had been with the organisation so long, there was little she could offer. With
the implementation of the new 'Transforming Mental Health Services’ within the
organisation, | explained that there was lots of opportunities and that she should
speak to the department about wider opportunities. From this conversation, she was
informed that the service was looking for change management agents, who would be
prepared to support the positive transition of the service. As a result of this we sat
down and looked at the role of the change management agent and the skills
required. From this, we were able to identify several training opportunities including
change management training and champion training. In addition, | also sent a list of
the other work-based learning opportunities available, allowing her access to training
and development for employees is also fundamental to staff development and

employee engagement (Cappelli & Tavis, 20186).

As a result of the support given to the manager, she emailed me (evidence 33) to
confirm that she felt a lot more confident carrying out their development reviews.
Despite not all staff wanting to become change agents, she stated that for those who
are motivated by new challenges, this had had a positive impact. Although | had not
discussed this with her, she also stated that as she had greater confidence and as a
result, suggested to 2 members of the team played an active part in the development

of a new employee.




On reflection, whilst my expertise and specialism within HR is in learning and
development, | need to ensure that | give managers the information that's allowing
them to make decisions regarding the training of the team in the short term, but also
in the long term. Offering the level of support with regards to qualifications to the

team is unrealistic as | could not offer this fo all departments.




Personal Statement LO3

Assessment of the impact of performance management activities on
organisational performance and recommendations for enhancement

Evaluation of the organisations approach to performance management, including

employee performance and development reviews

Rees and French (2018} identify performance management as lasting the whole
employee life-cycle, starting before recruitment and covers ongoing management of
people within the business, with the implementation of formal processes as and
when needed. This reflects the performance management processes within
HDUHB. '

As can be seen in evidence 4-18, there are many procedures and policies in relation
to performance management. Data is available in relation to performance
management compliance, as can be seen by the charts (evidence 34). Due to the
size of the organisation and the performance scrutiny by NHS Wales, the majority of
the performance management data relates to benchmarking.

Compliance towards statutory mandatory training has improved significantly within
the last 12 months, with only three staff groups having compliance less than the NHS
Wales average.

There is a great deal of emphasis to support managers at the beginning of the
employee life-cycle. This includes management support in relation to production of
job descriptions, person specifications, qualifications and skills needed within a role
and training offered. This is provided on an ‘All Wales’ basis, through recruitment
and also the Job Matching Service. Managers are supported to ensure that a
Knowledge and Skills Framework exists within the role and also the skills and
competencies that will be expected.

The induction process is reviewed on an annual basis using a task and finish group
in line with the IRS standards (IRS, 2003). This focus group consists of staff from
Organisational Developement and the Learning and Development function. These
meetings lack input from those who have undergone the training.




Although corporate induction follows the structured process, there is a great deal of
variance in relation to local service inductions. Despite having an induction period
and a probationary period, HDUHB does not have robust processes in place to
actively manage performance within the probationary period, unless stated under

professional guidelines, with no review at regular periods {e.g. 3 months, 6 months).

In relation to ongoing and annual appraisal process, practices differ within the
organisation. The Health Board are 79% compliant in terms of annual performance
appraisals (Rees, 2019), however there is no standardised approach to regular one-
to-one meetings, unless there is governance around supervision which has been set
out by the regulatory bodies of professional groups. In some cases, the annual
performance appraisal is the only apportunity where people can discuss
performance, unless they are considered a poor performer. When considering the
AMO model to performance management, this wili not be evident as individuals lack
direction and motivation and also resulted in feeling unappreciated (Taylor &
Woodhams, 2016).

There is limited qualitative data that considers the quality of these reviews giving
qualitative information. From the All Wales Staff Survey 2018, it shows that despite
70% of the organisation having had an appraisal only 65% stated that they felt
valued after this had been carried out (NHS Wales, 2018).

The skill of a line manager is crucial for the success of performance management
(CIPD, 2019). Only 70% of employees felt that they were satisfied with the level of
management support in the Staff Survey (NHS Wales, 2018}, with only 77% feeling
like that line manager makes it clear what is expected. In terms of training and
development, it is clear that this is an area where managers need to be developed
as only 62% of staff feel that they are encouraged to develop, with 41% feeling that
they're aren’t development opportunities. in addition only 60% of staff feel that they
are supported to keép up-to-date with developments (NHS Wales, 2018). With line
managers needing to provide constant feedback to employees to develop

relationships based on honesty, trust and mutual respect, HDUHB need to address




this (Cappelli & Tavis, 2018), this is fundamental to the success of performance

management.

HDUHB deliver a robust ‘Managers Passport’ programme, which is available for
those who are Band 6 and above. There are line managers who are Band 4 who
manage staff, who have been promoted through the organisation and have no
management experience. In terms of role responsibility, examples of a Band 6 role
equates to a Senior Workforce Advisor, Senior Nurse or Catering Manager. There is
currently waiting list for management passport training of up to two years, resulting in
many managers being expected to manage large teams, without the training and
support to do so (HDUHB, 2019).

Assessment the extent to which performance management processes support high-

performance working and contribute to sustained organisation of performance

Taylor & Woodhams (2016) identify that in order to be High performance Working
(HPW), organisations need the following systems in place:

» Robust recruitment and selection processes — This is evident through rigorous
support offered through Trac, the recruitment team and job evaluation. This
allows applicants to self-select.

» The Health Board offer competitive pay and job security as well as packages
to look after the wellbeing of employees.

¢ There are robust procedures in place to deal with grievances, whistle blowing
and other formal processes. | |

« HDUHB have an embedded set of values, which are typically understood by
most employees, forming part of the induction and performance appraisal
process.

» Clear vision and strategies are communicated through the IMTP, Annual Plan,
and Quality Statement. Having a clear vision is essential to HPW (Taylor &
Woodhams, 2016).

» Line managers are a critical part of HPW (Purcell, et al., 2003). The policies
and procedures promote HPW as all relevant policies are in place. If line
managers do not embed the organisational HR policies, this can have greater
implications than not having the HR policies in the first place (Taylor &
Woodhams, 2016).




¢ The relationship with the employee and their line manager is fundamental to
an individuals performance (ACAS, 2018). Research conducted by Gallup
identified the link between employee engagement and HPW, with data
identifying that the highly engaged teams, were highly performing (Galiup,
2002). Where there is high employee engagement, this shows lower staff
turnover rates (Harter et al 2002). Managers need to set consistent
expectations, linked to organisational objectives (Gallup, 2002).

Recommendations for developing performance management processes to enhance

the impact on organisational performance

The induction focus group that assesses the effectiveness of the induction
programme consists of practitioners. This group needs to consist of individuals who
have completed the induction within the year, having joined the organisation at
different levels, from different stages within the on boarding process (IRS, 2003). A

task and finish group is also needed to agree a standardised local induction process.

Formal Performance Management needs to be analysed as currently training is
needed within the organisation to improve performance management techniques
including the setting realistic smart targets, ensuring that goals are not only
achievable but the number of goals are realistic. There is also a need for a balance
between qualitative and quantitatiﬁe targets as well as meeting both individual and

the team objectives (Rees and French, 2013).

Within other policies, there is a high level of managers’ discretion that can be used,
relating to disciplinary processes, absence and conduct. Within the appraisal
process, the document is very rigid, not allowing managers to create meaningful

discussions.

Line managers are crucial in performance management and embedding
organisational policies and processes (Taylor & Woodhams, 2016). With HDUHB
being a large organisation employing over 11,000 people, managers could be
offered a buddy system, providing support, therefore enhancing their effectiveness
within their role (Wolff, 2009).

The organisation should consider a ‘Managing the Team Training Module’ to support
new managers. This would ensure that new managers recognise the value in
providing regular feedback and positive reinforcement as well as the need to deal

with performance issues on an ongoing basis, correcting poor performance before




formal intervention is needed. This should also provide signposting to different
scenarios and contain case studies to allow them to consider performance

management issues they may face.

On reflection, the biggest improvement that can be made to develop performance
management is the training and development offered to managers. There is also a
need for the learning and development function to provide ways of promoting
development opportunities to individuals at all levels. Performance appraisal training

should be offered to all line managers on an ongoing basis.

As well as collecting compliance data in relation to appraisals, random sampling
should be carried out to assess the quality, therefore providing some best practice
guidance to line managers, outlining the main areas that can impact the

effectiveness of the review.

Finally the performance appraisal and development review should be split so that
when having their appraisal they focus on achievement of objectives and there
development review focuses on opportunities for development both a personal and
professional growth. Employees will be happy to discuss development needs when
no assessment is carried out (Armstrong, 2015).







RECRUITMENT PROCESS FLOWCHART

If you do not have a Trac account, please contact the
Resourcing Team via
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HYWEL DDA UNIVERSITY HEALTH BOARD
Appendix 1 — Capability Hearings Flowchart
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Appendix 1 E 5

FREQUENT SHORT TERM SICKNESS ABSENCE FLOWCHART

The review period is 12 months from the last day of the period of sickness
that prompted the meeting.

A rolling period means that when an episode of sickness occurs the manager must
look back from the first day of the absence for a period of 12 months to establish if
the employee has met a review prompt.

NHS Wales Managing Attendance at Work Policy 2 9_ :
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Bwrdd lechyd Prifysgol
Hywel Dda
University Health Board

PERFORMANCE APPRAISAL DEVELOPMENT REVIEW

CORE PADR

My Name: My Job Title:
Department: County:
Review Type: Foundation Gateway [] Passed through
Gateway Yes [] No [
Review [ 1 (if applicable):
Final Gateway L]
{ eview Period Review Period End
"\ Start Date: Date:
Manager Name:: Manager Job Title
Date: My Pay Number:

a) What has gone well for me this year?

b) What could have gone better this year?

c) What are my career aspirations for the next 12 months?




Hywe] Dda

Bwrdd lechyd Prifysgol

University Health Board

Core Dimensions

Foundation
Gateway
Level

Current
Level*

Final
Gateway
Level

Comments/
Evidence

(C1)Communication

(C2)Personal & People
Development

(C3)}Health Safety & Security

(C4)Service Improvement

(C5)Quality

(C6)Equality & Diversity

Specific Dimensions (identify the 3-6 specifi

¢ dimensions

in KSF Job Outline)




Bwrdd lechyd Prifysgol
Hywel Dda
University Health Board

What are my SERVICE ob;ectlvés for the next year (Mak 8 kéy objectives)

What are my TEAM objectives for the next year? (Max 8 key objectives)

What are my PERSONAL objectives for the next year? (Max 8 objectives). How do they
relate to the Organisational Values? (click here Hywe/ Dda University Health Board | Values -
Introduction for further guidance)

Putting people at the heart of everything we do

Striving to develop and deliver excellent services

| Working together to be the best we can be

Identify under the headings below the learning & development needs required to

| objectives

fulfil/maintain your perso
Mandat




GG | Bwrdd techyd Prifysgol
Y MR HyWei Dda

N H‘g University Health Board
MALE

Are you on the NMC register?

If ‘yves’ please refer to Appendix 1

Yes

[] No []

If ‘ves’ please refer to Appendix 2

Are you completing this PADR as part of the mentorship process?

Yes

[ No []

Please summarise how you feel the last 12 months has gone.

Provide a summary of your overall assessment of the individual’s performance during the
review period, including any areas requiring improvement.

I am committing to this by signing :

Date:

My manager agrees by signing :

Date:

Date of Next Review:




Vi 4 g IG Bwrdd lechyd Prifysgol
f CYmeru Hywel Dda

% ?
‘.\\ _}_fr lﬁﬂlﬂls University Health Board

PERFORMANCE APPRAISAL DEVELOPMENT REVIEW
(PADR)

CHECKLIST FOR MANAGERS

1) Preparation

a} Have you approached your staff member to arrange a time and place that

is convenient for both of you? H
b) Have you given your team member an appraisal pack including;
» Blank PADR form to complete ]
» Guidance notes and checklist to help with their preparation. ]
s A copy of last year's review. L]
€) Have you reviewed last year's PADR and any agreed objectives
L]
It may be useful to be aware of the following documents: job descriptions,
study leave policy, pay progression guidance
d) Use the PADR Guidance for Manager’s to prepare for an outline of your 1
conversation
e) If you are a nurse manager have you had sight of the staff members
nursing portfolio (1 week prior to the review)
2) The Conversation
a) Your main job is to listen and ask a few questions, so prepare yourself to
) actively listen! You may find it useful to use the OSCAR coaching method ]
b) Ensure that any objectives set follow the SMART principle
L1
¢) Be honest and open with each other. Acknowledge and praise the staff
member for any achievements/successes. ]
d) Discuss any areas for improvement/development 1
e) Be confident that both you and your team member understand what will
happen next ]
f) Agree a review date - this is likely to be within 6 months. This will help
ensure progress towards the objectives and provide any 2 way feedback M|
g) Agree the date of the next PADR - this should be 11-12 months from the
date of the PADR [

3) Recording
a) The date of the PADR on ESR

b) Ensure that both of you have a copy of the completed PADR form




Mt R



Aanog wewdopnag pue Buiwea
=3 NLSTEEN Zg 4o g abeg gLl :oj eseqeE}e(

Aalod welidopasg pus Huikies
c UoIsIA ze o | afeg £hi ICN 852gEIe]

wawdopnag ‘Buiies ‘Bujurel; ‘uoneonpl ‘saea Apnig | spuomAay

$32UN0SSY UBWny oH
PIOISY YEIS DIU0I03T HS3
sISAleUy spsaN Buiuied YNL
JUSUSIAL] UG UInjey 104
adg
HIOMBLIEL 4 SIS PUB SBpapwouy §HN 45X SHN
MicmsaWBLd S|INS PUE abpamouy] 4SY
2 Wwawdojaaaq duinupuosy [ARe)
| Juewdopasg Buinuguos LD
Hlomaltesd Builiel | S|IMg 2403 4187
MIASY Juswdaeal(] pue [Buosiad HAvd
uegiuysg wia)
SuLa) JO AlBsso|9
210z ysiely [9AS] pieme 18Uy 0} JUsLIpUSULY G
e 12 NOILD3S — Josle swes al) 0} uone|sids| usnbasgns Aue
10 g0z suoienbay uonoslold Bjeq |BIoussy 19y UoI0SI0id Bleg 4
L10C/s0/81 pasiagy g
eL0eFiv pasiaey Z
T10T/T/s1 Adjj0d maN 1
‘pancicdy ou
aleq ‘SJUSUIpURWY Jo AlBWLLING | UISIan

QAdv0o8g HLTVIH ALISHIAINN VAT TAMAH

uswdoraasg

jeuoES|UEBIO 3 92JODUOAA JO L0}0lIC Bupso esri

dnods) Q0 ¥ SUIOPUOAA

Aol10d 10 UoRoRI0Id Bled — G622

A21104 Wawabeuey spicoay — Z6L

amnpasosd Aeugdiasic] SSIBM IV — LOZT

Aanod Ageded ssep iy — €02

diysiosuodg pue Alendsoy ‘spi9

‘s)sa48iU| J0 suoneleaq Supelodioou) - ADIjod INOIABYSE 1O SPIEPUBLS ~ 89F
A2110dt WAV — §70

Aalod piemy JeubiH pue aaufeg

Aaljod uoissaibold Aed MY - EFF

sjuswsbuelie aAes] APNIS UMD JiaLj) aABY
ouUM JJB1S |Bluap pue |eaipswl Buipnoxa seeAodws jje o} sendde Aaljod siy|

ane9| Apnys ©) uone|ad u; senjunpdodda
uswdojaaap pue burules] jo yuswsbeuew pue s$2001d 2y} SaURNO

uswiodus

Aatjod

pieog yieaH Ausiaalun
epq jamiH
joBsALd PAUDS] ppImMg

i



Aaljog usuidopaag pue Bunies

g UoISIBA Zg jo i alied TEL (0N PFEGRIEQ

P ————" FAIONVAIND JUVMY UIHDIH € XIANIddY  °LS
g SISNIXE NOILYAONINOD IV ANV ‘FONALSISENS “TAAVHL HOd STINVMOTTY
44 SHADVYNVIN HOd JONVAIND FAVIAT AANLS ¢ XIANIddY  0€
6L NHod 9NIaNNd ANV 3AYV3IT AQNLS 40
TYAQUdY d0d NOILYDITddY 40 NOILITHINOD d0-d SINIMAAIND - 81 XIANAddY  '62

FA Y " (AdOD HLIA Q38N NOISHIA ¥3dVd
~ AINO FTdNVYXA) ONIONND ANY SAVET AANLS ¥Od NOLLYDddY - VI XIONIddY ‘82
B A B e . IVAOHdY 22
(G AR SRR AR INndIosia 9z
AR LSRR ONIYOLINOIN 'S
G T T I
g LINIFNIDOVNVYIN SAHN0I3H  "€T
1 0002 LOV NOLLYINYOANI 40 WOA3Add 22
] 103443 VS IHL L NOILVISIDIT LNINDISINS ANY

H0 9402 SNOLLYINDAY NOLLOTLOYd VIVQA TYYINID/ LOV NOLLOALOWd VYA 12
A¥VvOd HLIV3H ALISH3IAINN VA4 TIAMAH

foned juswdolens( pue Bunues

g UOISIHA zg Jo ¢ shed £hl 1ON sseqeleq
P ¥ T 791 =G 1~
147 o ONISIVYE SSANIHYAY ANV ONINIVEL 61

£l
piemy Iaybiy e axeuapun o} suopeasiddy  g£'gL
Z4 Buipuny pue aaea| Apn)s [eLI)xa 1o} suonedddy 'z'gl
F4N sawweibold jeulaju Je asuepuane Jo eaciddy  CL'gL
cl INIONN ANV SAVET AQMLS 40 TYACHdLY H04 §5300dd  "81
ZL

STONTHIANOD ANV SISAUNOD LV JONVANILLY HOd dIHSHOSNOCS TVIDHIWNOD "4
g T — FAVIT AQLLS SYASHIANO "9
[T ONINIVHL ANV NOILLYONAT NOINA JavYL  S)
[ e ONIQNN4 40 TYMVEAHLIM bl
| ———" SASNIIXH 40 INTFWISHANEINIZE €L
b 44C AL 7L
17" INFWLSIANI NO NYNLIY ANV NOLLYNIVAT ‘ALIIVAD 1
6 ' ANTWTTLILNG JAVIT AQNLS 0L

Q33N ONINIVHL 40 SISATYNY 6
siguell (207 'S8
pieog uyieoH ANSIBAIUN epq emAH '8
E@an_m.;mn_ [euonesIuBRhIQ pUE 32J0DJ0OMA JO JOJ2BIIY  'C'8
Alngisuodsay s Jebeuepy 'Z'g
Aupgisuodsay s,enplalpu L8

" SALLIMIFISNOJSAN ONY S3T10d "8
ST TAIONIED ASM L

.......................................................... (4SX) MHOMANYHES STTINS ANV IDAITMONY SHN ™9
- wum_nxhog m_.._w F_o.:. Aemy swil LG
oaes Apnig °9°g
e ﬁnov z uswidojsasg Buinupuoy  “gg
........ = (10) | Juswidojeaeq Bumunuon  “v'§
HeaH Asisalun g5
SR |enuassy '7'c

e Alojepuelyy Aomels (L'g

........... DNINIVHL #40 SNOILINIA3a
..... wrereetIALLOArG0 ANV NN
I4008
LINIWALYLS ADCd
NOILONAOYLNI

NN® RS

e M

L T

SINILNOD

Qyvod HLTV3IH ALISYIAINN VAA T3MAH



fafjog Juswdojanesg pue Buiesy
g UOISI z¢ Jo g ebey gLl 10N 3sEgEIR(

"uol$$9i60.d seales sfeinoaua pue saususdxe uspeolq o sepunyoddo fuuayo ‘shem jo
Ajslie e U] dojeasp pue s1991e0 iU Inoybnaiy) wes| o) payoddns Buiag Jels Jo siequisll je

Upm “ssfiunueddo Juswdoreaep pue Bujuies] anljoeys 0] SS900E SARY ‘SWED) PUB SIENPIAIPY[ .
slaalten Jay noyfnoly; y4=s Jauio Buidoensp

pue Buuowsw ‘Buiyorcs Ag ainyno Juswdoisndp pue BULIES| U O] SINALEU0D AjBADE ues .
uslidoansp umo Jiay; 1oy Alijiqisucdsad [euosiad axe) SERBIAIRY| ‘Ajanpaye
saAfosfo |BnuuUe Jiat) aasiyoe pue 'Ajusiadwon sejos isy) wioped o} oqe Ajn; aue Asy)

Jey; os dojenap ¢} pauoddns sq [w pue 20R08sd PUB AALDE NIBY) 0] SIGRILNANIE 2ie ues .
diysisuped ur uejd
ju=tudoipaa( leucsisd e salfe pue ssasold manay Juswidojansq pue [esielddy ATUBLLIOUSH

PBIBIOCSSR B PUB JI0MSWERL] S|IMS pue sbpemouy ay; Uoddns A|ny siebeusw pue Bl
"a0e)d Ul 8q [ §HNCH 943 pue Juewpedsq wswdoeas 3 Bulwee sy ebeuell ay)
"TBnPINPL 8L usamiaq 1oeU0D Buiules) e ‘sswwelfiold SWos 10} BLIRNG 4§ SU] JO SpPUBWSP
sS4l Jeawl pue isod Jsy] Uiim do@asp 0] YBIS S|qeus W sisBeuByy MIOM JE SAIDSYS

9q UBd A=yl Jey) os ‘paholdws sue Aayl yoiym Ul isod au) ui padojaasp aq [ S[ENDIAIDU| .
‘uawdo@asp pue Buiules)

$B1S 10} SISEq SU) SUlewal AIBAISP S0Ies Jusied JOBUIPUl PUB JO31P JO SSOUBADaIR S| e
Sjuswdo@asp pue ABsiens a01M9s gHNAH aul Ui

pauBlie pue psspuoLd ‘a|qRUIEISNS ‘JUSPNIA SI 8210DLI0M INC L) JUSUSSALI BU) JBU} INSUS 0] =

saidiouud Bumo)joy sy Aq pauurdispun s) Aagod sy,

STIIDNIEd A3M L

S¥0607

HMT/SUERINOPUY A G SUOHBS N d/SUCEIqN 478 S eI PUBSUO e |G g/us A U D MMy a5U
Je punoy 29 Ued YooypueH $$800.d juawdopasc

pue [esieiddy souBULONSd PUB (4S5 SHN) Yomaweld sjijg pue a6papmoud] SHN sU i

"SPIEPUE)S |BUONRdNI20 JUBASIAL 0} yUI| B 9PIAOIY .

"@lAlas Ayl u) uaissaiboud Aed pue Juswdosoasp 199120 10} SISEG A1) PIACIY .

"HElS (|| 1) Justwdoieasp pUBR mBInal 2SBG 0 UDIUM UO IOMIWIEY aAalgo PUe 1Bl e SpIacid .
-‘Buiuueld juswdopaap reuosisd

pue [esjesdde o} yoeoidde paunjonis B ySnou sienpinpul Jo Juswdolaasp au spinb dioy .

‘180d nay} w1 Ajdde 03 paau s|enpnIpUL jRUY) Ss puR aBpapouy o) Ausp) .

101 pauBISHP $1 pue SHN SY)

ssoJoe seldde 48y sy -abueyq Joj epuaby j0 puegs uaissaiBoid Aed pue Joaled 34} Jo NedY sy}

12 21| YoM "4S3 eyl yo sepdiound a1 Aq peuwdiapun s SHNAH uuim Juswdojsasg pue Buies

{453) MHOMIWYHA STIHS ANV FDTITMONM SHN ‘9

*Y10q 40 uaeuquIod B Jo piedun ‘prad
aq ued siy) Buiuel pusyie o] soeldsam aus woll Aeme s sako(dwa ay] uaym awy jo pouad Auy
soppdylom oyl wioy Aemy 2wy 4G

‘S1J g/ se paulep st Aep Bupiiom v *As1j0d siu} U pauieiuos suua) sug

0} 109[qNs Su Apoq epISino ue o} uopeuasasd e anlb o) PaYALI )8 oum Jelg Ayance Juswdojaasp
pue Buiures; [eunop 1o |ewloy Bupiepspun so esadind auy 10y uonesiuebio ayy Aq pejuelB uoieag)
SOM [EULIOU SU} Lol Aeme aw) S psulep s1 aaes] ApN)S JUSWN0P si 40 sasodind au 1o
aaRa1 Apmig g5

“papsanbal 2q jybiw anes| Apnys yoiym iay wswdoansp jeucsiad 8L [y
(za) zwewdojenag Butnunuon  'g'g

¥vOod HLTV3H ALISHIAINN vaA TIMAH

Aalod suawde@as( pue Buies
g UQISaA Z¢ Jo § afieg 2Ll 10N 25BgEIEQ

‘sleudoldde se (saolnles

slerodiog 1oy [eAsT sapndexd) weea] Juswsbeuepy Aunog 1e pasife pue sisAleuy spasy Buiurel|
[ejuspedag ey} pUe "HAvd SIENPIMPUL YL UO PAUJUSPI 2G I8N JUSWdoaAsp SIUL “[2npiapul
a3 40 Jswdoeasp ul Bunsaau; Ul gHNCH SY) 0} SJYBUS]T BLUOS BIB SIS YIIUM JO) PUB “3[0)

qof eugreadse Jo qof JuaLN2 s,[ENRIAIPUL SY} 0} SOUBASIRI BLUCS SARY 0} PRJBpISU0D Apris 81 1dD)
(1ao) 1 uswidojaasg Bummupuey  v'g

‘sisAleuy spaapn Buiuiel |, leuawpeds SU; ULwW pS1ey o0 pue sssooid

HQvd ubnoayy peyiuapt pue WoWdoeASp |Bu0[SSaj0.d SNONURLOI PuUE Sanaalqo Aoalsp a21A9s
PUE dJom Ul JUBIUO0Z 85100 ) dews o) pauueld aq ued saaasqo Juswdeleasp pue Buiume. ),
“ABsjess sopues pssibe sy Bulsalap 0] [BUSSSI SI JBYL PoSU [euChesILEBIO UL $B poyiuspl Apnig
fyuoud pieod yjleay AsISAlUN  £g

“Buiurel; Aojepuew/AIoinels 4150 94l 01 UOIIPPE Ul JEIS paloads 1oy uepcdw)
Alewenxs 10 Alessanau AjRIN|osqe SB PSITUSPI U99q SABY UYIjUMm SuonUaAISiul Buiuies] aie 9say L
leguassy  'Z'g

* s9jou/sdnou b yers owsads 10y paynuapl Burules; AlojepuRl 2Ynads GS|E S1 JaY: UCHIPRE U
MI0MBWE4 BUIUIBIL S|IIXS 9107 8U Ul SHN 84} $SS0JOB YEIS [[B 10L POUSD 218 UdIuM SSLLuLEIfo.d
Aojepusiy 2100 aue sl | "slepuBL: 10 (Me]) SINjels AQ painbal suapuansiul Bulies aue ssay
Aojepuepy; frloymels ‘L'g

ONINIVYL 40 SNOLLINIZZa G

AUUNWLLIOD aJBdyyeal au) Jo) S0IAISS

Ayenb yBiy e zenlep pue 8jod Jay) uLm [BHUSIOd (N4 JBU) Yo'l 0} Juswdojanap [euoissalold
pue |euosiad 0} $s2%08 yeys g poddns Ajusprud pue Agernbe o} JUaWWOd SHAGH

oy} voddns uolum $$$58004d pue swe)sAs SU) suyep ) st Aolled BU} JO aAL0BIGO PUE WIE SIYL
AALLIEM90 aONY NIV ¥

"Ad)jod sjeledas B anByY |9A9) PUd JO SI2ISEIN ‘SIBnpeRIS) 1504 |8 [8As]
ayenpesf o) dn swwelbo:d Jstudopasp 12 o} Auo aiqeondde st Aayed sy sjuswabuele aaga)
Apris umo JsU) 8y Oym JJBIs [BlLUSpR PUB [eaipawl Buipnioxe seekoidws g oy seydde Aoijod siyl

34008 €

‘aed aned sjqissod 1s9q auy Janllep o) sanuoud

feuopesiuefiio o) psyul aie spasu asay} Suunsus ‘spesu Huiwes) jo uopesyuoud pue Buiuued

8y} 01 uaxe; s1 yoeocsdde Juapnid pue SIQRUIRISNS ‘O)JBWIE]SAS PUR JSNQal v 'senjeA [euoiesiuefio
SUL Unm aUl Ul leusied Ny J19us yoeal 0] JJels S|qeus O3 9ige|iene ssnunuoddo auy aacidu

) 538 AJUBISUOD PUB ‘EIS |8 J0f Juawdojaasp [Buoissajcid pue [euosiad ©) papLLILIes st gHNaH
LANIWALVLS ADIM0d 2

-Apusiedwos ajos
a3 uuopad 0} axnbes Asuy Bupuelsiopun pue S|s ‘9BpsMouy aU} 18eW o) pado[ans 318 pue
9104 Jioy) Buipsebal asedind pue uogoallp JESIO B SABY J8)S JO SIaqLUBLY B SunsuB o] sisbeuew

s)1 pue uonesiuebio oy 1o AJjgIsuodsal Su) St 'SOUBLLSACS) [20IUND) JO S[aAs| a1eldoudde

pue2 20IAIRS SSE|D 1S B LIBJUIRL DUR SABIYDE 0] “$3/SS ) uonemndod sy} 0 81eD pug 201Aes
40 prepuels 1saubiy sy} Bunsasp 01 pawWos st (GHNAH) Fieog UesH ANsISAN BPQ [aMAH
NOILONJOXINI "L

davod HLTVEH ALISH3IAINN vAA T3MAH

et



S

A21a4 wswdoeaag pue Guilliesy
G UISIaf Z¢ Jo g 20ed gLl 10} 8SBQEIEQ

-uonesiueblo sy uiym sued aoiaes pue

JLAl 8T Y uswdojaasp pue Buiies] ‘uonesnps Jo) Abaless sup Buubie pue Buidoprsg -
-ABsiesis Buiuel] puB UOREINDPT SUI UM aul| Lt

Buiizl pug uoeINpa palinbal aU) JaAEP 0} $32IN0sal SJBNape sBY gMN a4l jeu) Buunsug .
‘gawelbod

ie 4oy uonewLOIUl AUAOE JusLudsianag pue Buiwes pue o] 59008 Jo Ajiienbe sy Buuojuop -

.10y B|qIsuodsal $1 gHMNCH 2y} ‘yans sy

‘SAIDAUS AlleoIunD pue ses ale sjusned 10 $S0JSS PIJR[a) PUB 2180 10 uoisiaold
2y 12y Bupnsua Jess sy 10 Juswdoj@Aalp SNoNURLod au} Joy Aljdisuodsal sjewnin sey gHNaH
pigog yHeaH Aisieaiun epd 9mAH '8

‘ABsiesig voneanpg sucnesiebio ayy 1suiebe spew Bujeg s| ssaiboid Jey) Buunsug .
‘siuswalnbal Alojepuew

pue Alojnyels Buipnioul usuidepasp pue Bunues?) poddns o) ssaunosal slenkspe Suipinoid -
‘uapesiugblo

2y} $50498 uonouny Juswdojenap pue Buluiea] ay) 10 A9ARp pue uoisinold Buunsug .

110} 2|qisucdsal g1 juswdojaaag [ruonesiteblQ pue aioplop 10 J010aIQ Sy L

uawdojaaaq [euonesiuebiQ pue 92100 10 030311 '£'%

AHNAE 243 InoyBnodyy uoisiaoid pue Apunuoddo jo Aenbea Jotuop -
‘spaau Juaned pue S0IAI9S
Payes 0) uswdeeasp WNNSIND Suiulol ‘sispinold UCEEoNpe Yim sdiysuoye@l ping . -
-s182q Allalenh 2 uo pieog sy pue siabeusw
0} suodas apnoud pue ‘Buiuies 1e 2ouepusle 0} Sulje|sl Spi0dRl JUOLSS[S [BIUSI UBJUE Y -
-ssa00ud YN L SUI AQ PRULIOIUL ST UJIUM ‘Snjosdsald juswidoppasp
pue Buies| e @snpold pue sseocud sisA[eur spasu Bujuizl [2ruue sy1 Jo S)NS31 34] 80Npold -
HEUISIXa pue Aleuseiul ‘UoeINpS
puz JuauldoeAap ‘Bulliel) Jo SEaUR || Ul 801oeid 1589 puB ucieAOuLl JO tonjowold au) 1esisod -
‘gassanold pue seplod JuswdoeAap pue uoneanpe ‘Buies dopasp pue manal Auenbay .
es Jo
wewdoreazp snonuuos 2y3 Jog sueld ucioe pue Aelels [euocnesiueblo au) manal Azenbay .
alqissod Janauaum A([200] pRSSAI0E aq UBD Yalym sawweBoid
Bujuies|-e pue @Seq SSEID ‘SoBjdyJom au) uiuim senunpoddo Juswdoeasp Spin0id -
uoiesuedlo
SU) UIUIm USREDNPS pue juswdomeasp ‘Buuiel ‘Buuies; Jo LoENgUUos pue yoeoidde
abajens ay) Buidojaasp ul geis pus slebeuBswl Jo JUSWSAIOAL] U] S1R)|I0B) PUE SJ0W0ld -
RNl
waled panosduwl 30 Jnsund syl w saALOR Jusude|sasp pue Bujuies| [BUISIXS pui [eulsjul
UO JUSUIISSAUL LD WINJRJ PLE ‘PRISA|ISP UOHBINPS BLj] JO SSSUSALDSYD 1) 10 S0USDIAS aPINOL =
fuianoe uswdoaasp pue BuiuIEa| [BUISIUI {|B SIBYIOB) PUB JRISILIWPY -
‘jepod fulules-s syi @snoy (w pue uswdojaasp pue Sulules) 03 Buge|ss sainpsooud pue
sanod 'sowesBold Buisseoor U0 UOIBLLLICIL] apniaul [ siyL uogesiuebio ayy noybneiy}
Aaoe uswdoeasp pue Buies) syowoud o} *abied qam sal| B ujejurBW pue dosasg -
v wwaupedsp sy wewdoeasp sebeinoous pue suoddng Jey) sunyno Buiures)
e Buirsiyoe Ul uonesiueslo sy Hoddns (wm Jusuniedep wawdo@aap pue uaesnpes ‘diysiopes| ayL
wauiedsg wawdojaasg 9 uoneanpy ‘diysispes £°8

aydvodg HLTVIH ALISY3IAINN vAQ T3MAH

R

Aalod wedeaasq pue Butwesn
g UOISIBA zg o / ofind eLi 0N Iszdeled

-gibjs pue abpapaaus] Zels 10 Juawdagasp Bupol|og USsIE SABY YIIym suawdosasp
20pu9s ‘aonoeid Ul S9BUBUD *SIAREMIUI U0 Lodal Jolg AG (JO¥) JUSULSBAUL UD LN 9u

10 UGHENIEAS [BNULER UE UM Juswpedaq uewdojsnsg g uojeanps "diysiepesn au apiaold .
‘uaxepspun

Bururesy ay jo Aljenb ay) ue yorgpaal spinesd o Apunpoddo suy uanb le gels jey) ainsug .
“(¢NL) sisAleuy spaep Buliel} [eucpesiuefio

3Y1 oJul Spasu Buiuien jeuonesiueBi0 pue 9oIAI9S O] spesu Bluawedsp Bulpssy .

-sisAjeue spaau Buel) Bluswpedap dojaAspR 0} ‘sddd wads uoneuLioul Bugejol .
-$88904d Buuo)uow pue HYd aul ybnosuy aoerd

uaye} sey iy} uaum Buiicdal pue ‘AllRNULE 15891 1 WOV B SNENOPUN UBIS 8 18y Bulinsug e
SUPNO 48 9y} 1suiehie SoUDPIAS lBNSUOWRY

UoIUM LBIS 10} SIBIS pue aBpapwolny 40 uopeoydde jo sadwexe sy jo ecuspne Buipiosay .
-sannowp Bupusuadxa st aedodws syt §t ‘poddns Aug rayo pue ssasbosd mans 0] malasy

JuswidoPnrag [BUCSIad [BNUUE BU; 93 UORIPPE U Sleassiul Jeinbed 18 seafo(dws ypm Buisie .
‘paulgluLel ale Bulures)

1 a0UEpUSHE JO SpJodal [Euauiiedap 1ey pue ‘Buluel) paxocq Sieiduiod gels g Bulnsul .

‘samalee wawdoEasp pue Bujules] sseooe o Ayunuoddo [enba sagy ges (|2 Hulnsug .
‘Bujures) Joj) suoieadde aneer Apns 7 sjsenbal Jsyle |je Buisaibe o} soud
‘sawwelfioid Bues; Aojeouew paypuapl 20 Bunpayss 1o j pue Uonsidiuod sepnioul siy |

‘s;possw pauued UM sjqeienep sue sued Juswdoanep [ruosied peaudiz jey) Bupnsu .
‘sawwelfoxd

Buiures; pasipoud ;o Buiueld auy uioul o Ajlenuue s|sAjeue spaau Buiely e Buppinoid .
“¥Avd [Enuue yBnoay) [enpiapu) syl pue

wawpedap ‘uoiesiuefio au) 1o spasu U} J9aW 0} spesu jJuswdojanep pue Bumses BuiAiusp; .

isapnjou; Apgisucdsal syl Anpqisuodsal jo ease

JISY} LIy ZE1S |2 40 JUuswido[9ASp PUB pasu Jo LoESLIuap] S} Jo) S|gisuodsal st Jebzuew syl

fupgisuodsay s abeuely 28

sawwelBoJd Apris JueLns upm sagnowip Buiousuadxe ale 4o soe(d Buuien pebueue
Aisnoinsid B dn axe; 0) 9|geUn ale A3U3 Jf Jopinold Buluie.] pue Jebieuew suy ey BuiigoN .
Bloym e se gHN
au pue uojgeseiio Japm sy} 'senbesod yum senunpoddo Buries) Suleys pue Bugenjesg .
"soAR Builieal J0 sseusAOaYe pue Ajjenk sy} uo yoeqgpas) Bulpinold -
"$9SIN0D pue sAep Apris paunusp! || Buneidwos pue Bulpuaiy .
*al0J qof 1y} 102 yJomawel JBuiures |
S|IMS 2407 3y} UEM paulsp se Buepdn Alolepuew pauainbss aul wene Asyy Buunsuz .
‘sapunpodde Buiues| sjeudoidde Buisssooy .
"gonoeld 1580 pUE S0USPIAS JUSLIND Uo paseq $I AIonI[@p asines
puE are2 uaned 1ey) 05 ajep 0} dn §] eajjoeld jeucsiad ey Buunsue ‘uopessifal jeudissagold
Buiobuo o) a49 ‘ereudoidde auaym Buipnoul ‘spaau JuswdoBasp umo oy} Buiiuep .
-sueld awdojeasp |euosiad LB ULICU] ) J9PIC Ul S9IUSjedilod puE SJUSLISASIIR
53y} Buissasse-)|ss ‘sassenold juswdojeasp [euosiad pue esizudde vl Bugedoiued AjRAgoy e
10} gIsucdsal ale Asy) ‘Yons sy sjuswannbal uswde@asp pue Buuies| (euosiad syl
Bugesw U} sisuled jenba ale yeig -seaoaldc jeuciesiuebio pue [eluswLedep ‘feuosiad sayshes
Uolum (dad) ueid ualidolana(] jUOSIRd B 10 Juawdolansp U] Ul INSad [Im SIY L, Alenuue asus
1SES| 1B USXBLISpUN 87 PINOYS UoIym “ssa0a.id mapney Juswdoeaaq pue [esieiddy souBwIoNed au)
BIA SIURWEINDa. Juswdoasp pue Buules] umo qiayl Bulfnusp 1o} Aljigisuodsal 9xe) Jsnu yeis ||V
Aunqisuodsay s enpialpul - *L'g
SIILIMBISNOASTY ANV S3T10Y '8

ayvod HLTVIH ALISY3AINN VAQA TEMAH




A2110d wawdejeaaq pue Buwea
g UCISIBA Zg 40 ) abieq P :0N 35EQEIR0

*SIN0Y Z/LZ 10 JIUS B 2q 0] PAISNISUOD S| IABS| Apnis Agp ([N} 3UG

pajsanba,
pspoddng papoddns psloddns payoddns a9 ybBiw aaes) Apnis
Allensn JoN Allensh JoN Allensn 10N Alensn 1N Y21um Jo) Jusdoipnsp
{euosisd Jeyo |1y - -(zaD)

7 wswdopasg Bunuguod
Suawyedaq |

S1R10di0D) SOy [BABT SAIINDSXIT)
[@na1 Aiunog 1e pasibe

Pue ueld Buuel) esLIyEdeg
“ 34} PUB ‘ddd SIENPIARU]

vomsod S} Uo payuap; ag Ishiu

: SVIAISS Juswdoeasp SIU| "SaAloR/q0
P omen %0 %0 %03 swdo@aep pue Buies
ur pejegobap | ubnouyy paiuent aq ueo
: GHNAH sS4} 03 jususg
BSOS YDIYM IO} pue ‘ajol

qof jeucnesidse Jc gof Juauno
$,[ENPIAIPU] 8] 0} S0UBAS[S)
3wies aney o}

PRIBRISUOY S F2U) Apnis +(LqD)
| Juswdoaaag Sunuiues

(suswyedsg

a)elodian Jo) |@ansT] aMinoaxg)
[eAg] juswabeuew aonies

: 1€ paaibe pue ‘ueld Bujuyel),

uonisod
oIS [EJuDLLRGR(] SL} UO PaLIUBRI
JO MAA 212 pUe ‘seanoalqe

%001 %001 %001 SI0M im JUSU0D 3SIN0D 3Y]
; Buruy 12¢ 29 uso ssaoslge

| : juswdo@asp pue Guiurel
| : ‘ABajens aopuss paslbe
! 8y} Buysnysp o lenuasse
St jey; ‘pasu

: |eusnesiuehio ue se p

| Apmig —Ajuoud gHNAH

u) pajenobaN

S[04/80UUBS B} JO SPISU
ay11esw o} Alod gHNAH
Aq Aojepuew se pajeublsap
s1 Yorym Buiurel) pue
suopedge AoJMEe)s Jeeul o)
S| 3y Ja) padnbsy Guues ]
- Juozepue f Adcyelg

%001 %00l %001

YN

goepdiiom
AYL O

Aeme s pied:

Aziiod Juawdolanaq pue Bujies

G UOISIBA, ZE o § ebed £il :oN aseqeleq

:paydde sq pinoys aouepinb Buwmelio) sy L
INIWITLILNT 3AY3T AANLS 0}

‘sawe1Boid jeuieIXe 10} UCIIEIO(E 924n083) pue ‘Buluel]

[BLLISIUI Jo uOiSInOId SU} WIOJUI 0 PAsSN SI USiym “wN 1 9jesodicd e Ul pSpnjaul PUE pale]jod

ag uayl o1 Aenuue Aely pua Aq wawdedag Buluiel pue uoiesnpd ay; 0] paiLgns a4 usy}
pinoys sueid pal@|dwag auyf uoissiugns o3 Joud |eacudde 1o Jefruew 20u8s JiI8y) 6] Wyl
Bupyiugns pue spaau Buiuiel; paygnuspt syl Buieyoa 1oy ajqisucdsal sie siebeuews aoas syl
1aBeuew ; Jameinai pue [enplalpu; 3yl Ag Apuiol pasibe s {dqd) ued wewdojsaap [guossad

e yojym Buunp 'sseooud wavd eyl ybnoly: ‘spesu Buiwies] Jisy) Auspl SIoquusw 4eig

-ssa00.d (¥NL)
sisAieuy spaaN Buuel] [enuue au} yBnoly; paynuepl ag |m spaeu Juswdolaasc] pue Buiwies

J33N DNINIVHL 40 SISATVNY 6

uelsinold sa1nlas uo jaediug Aue

sjefpiw oy Japlo U Alduwosd $enssl 20undsal Aue Jo Jsfeuew sul WISul ASy) Tyl aunsug
"E}EP UOIEN|BAS

pue Ayaioe Bunoapes ‘podar Buuies [enuue ue o uswdsRasp aug) Ul sledpied
“uauLedsp Juswdopasg pue Bules eyl pue siebeuew 00|

0} }oeq S|y} pas) pue aled Juaed uo Joeduwr Jo swis) ui Bujures) (12 JO UOHENIBAD SJnsug
-gpeliey | 491 1suiebie Ayaioe Jo

Buods. sanoaye 91qeus 0] (QST)pI0aI YEIS JIUCI2[@ 3l U0 Bulpicoal Joj jJuswiieded
wawdo@aaq pue Bujuiean auy) 0] puas pue siaisiBal uo Aanoe Buiues (e pioosey
‘sawelbold paianop A[B00] JO SSRUSAIINaNS hue Akenb ainsug

-aBpapouy Js|2i0ads Jo eale pue s|ps Bulyoes) Y1oq

0} Buperal Bupepdn [euosiad Jo swis; Ul 90uUs)edI0T [RILYDS) PUE (BUOISSS0.d uBIUBY
‘smoadsozd sjetodion sy

Ul UoISIaUI 101 ‘BLR)UD JUSWSSassE Aue pue sealasgo ‘swie auy) BulAniisp: ‘suonduosap
35100 )M spiacsd pue Juswpedap wswdo@aag pue Buiues ] syt WM asier
‘gjeudosdde s1 jusiueo DUuIES| 3} JO [9AB] BUS IBU} PUE JUSWSIULILIOD

03 Joud suoissas Bujuielg o) JUSILOD PUB SSUI0IIN0 SU) JO SIEME 2I8 JB1S 8Nsug
‘sopued 2iBalens suy 1ausl Ajleso] pedoeasp salyunuodde Builiel; Aue 1ey; aansuz

1SN Asy) ‘910 ISU; 0} UQHBISS U $19A3)| ||B
1e fanjod uswdagaag pue Bujules L Jo uoljejsuel) ay; 1o} AHgisucdsal Aoy B sasy ‘yans
S pUg SWESYSUMSNIS 90198 PUB [2UORISAC ‘91el0d100 BU) UIUIM MI0M SI1aUIET] AUB

e}
<

SIoURL] D07

QdvOo8d HLTVIH ALISH3AINN VAA TIMAH

o

w'g



Aolog wewdojsasg pus BunuesT
g STEAET zg o 2| sbed Sil (ON asegejed

‘pS1NUL 51 981N02 AU} Jo) 99} oL alaum suoedydde sepnour SIL “UONRSHOUNe

Jeuy Jog [2ndsoH ysngAuuan je Juewpedsg juswdo@asg pue Buues sul o) paplesmio;

aq uay) pnoys uoneddde sy1 -sleudosdde asaum peay [BUOISSSICId PUB BA|RIUSSICS) DIJBUILLOL
By / sy 40 ‘(srepdoidde se) Jopslipiabeusul [elousBiuabeuril So1AI9S 0IUSS 8L Ag paubislaiunod
pue ‘JeBeurw auj sjeipawwll 3yl Ag paubis 29 1snw suoneaddy (zao) z wewdopasg
Buinuguos o (L.qo) 1 wswdoisasg Buinupuo? “AIold gHMAH ‘Aolepuep/Aionie)s

‘sailoBaies Bupnoijol au] o 2U0 ojuf suopealdde aaral Apris (e asnuoud pinoys siebeuep

(g1 xipuaddy) anest Apnis Joj ueiedndde Jo uons|diloD 1oL SaUIRPING, AU Wi Buipicooe
ur (e} xipuaddy) uuioy Buipund pue aaeaT Aprig Jo) uoneaiddy, Lue 2)siduIco 1SN Jels Iy
Buipunj pue aaeg| Apnys |eulaxs Jof suonednddy zZ'g)

-aBieys sy Bunoul Inoypm

200U LOYS AI9A 12 4E)S JO JOGUISW B JINIISANS O] 9jg. JaAamol 2Je sIobeuey "punoj 9q Jouued
waweoedsl 9|qelns e J uswpedap ay) o} pabieys -s8050 99 |im swweiBoid sy} 4o SIN0Y ¥Z
UIYpM SUCHE]S0UBD S104ausy) ‘uolesiueBio syl o) abieys e mnoul sallieiBoid asnoy-1 Jo Jsquiny v

‘swiwesdold auy; 1B aouepuaye Bulnsu9 Jo} ejgisuodsal

Aenbe sue ye1s pue sisbeuew pue ‘awy syl Je Uaalf 99 |t aoeld B JO UCHBULINUCD "2IUSIa48l
Jo) snpoadsoid-2 JuswHedap uswdopasg pue Buiules syl Buisn ‘solaas Jles YT Buisn
swwesbold ayy uo aoeld 2 antasal pinoys Jobeuew oy Juswdo|eaap [euohippe Aue jo (eaoidde
©3 Joud Buues AlojepueLl USYELSpUR SBY [BNPIAIPU] BU) 18U) H03uD |jw oum JebBeuew nay;

Uim Juswisslbie aaey 1snw sawwesBold wawdopaap pue Buiuies) ssnoy-ul puane o Bujysim yeig
sawwelBoad |euiau| 1e asuepusne jo eactddy ‘19|

-dad paasfe Aol e jo juswdojansp
ay} pue ssa20.d Mgvd au) ybnoy) pepiuspl oq jshul Auagae Juswdojenap pue Bunies) v
ONIANNH ANV JdAVET ACNLS 40 TYAQHUddY H0Od S8300¥d 3L

RISWCORATD PUB UONBINPE
‘Buies) euonesiuebio Jop Aigisucdsal SBY oym (10 JO JORRSNO JURISISSY 241 AQ o paubis pue
paaoldde sq 1snw Aiagoe wawdoe@asp pue Buiies] 1euylo 0 paead Ayjendsoyrdiysiosucds Auy

‘Buuel] pue
UONBSNPT JARMPEBIC 1804 o) ALIgisuodsal SBY Oum J0JoalId] [BIIPSIY D1RI00SSY SU) AQ 4o paubis
pue psacidde 29 1$NW UOZEINPT [BSIPSN SJENPRID) 1S04 O} pajelal Auendsoydiysiosusds Auy

“Aem AUe Ui sUOISIOSR

Buiseyoind esiwoldwios jou |m 2ouejdeoce JeUY peysnes &1 Jafieusw Jojuss syl pue Jefieuew
JOIUSS JBU) WOY STUBADE U] UOjSSIUURd S)99S Jaquisul JEIS S alaum Auo Ing ‘s|geidsose s
$SSINSO PUE $ITUSISHUOD JUBASIAI 1B BouBpUale Jo) diysiosuods [ERnsewwod Jo Jeis Ag souekleooy
SIONFUZINCD ANV SESUNOD LY FONVANILLY YO dIHSHOSNOLS IVIOHANNOD " LL

"GHNGH 2y JO JoIsalg aANSaxX3 UB AQ panoldde ag pjnoys pue
SOUBAPE U] SYIUQW € 1S3 B 94 PINoYs W0, uogeodde ue Lo uoISSIugns “9Aea| Apris Seasiono JoJ

‘paelb

ag AW snes; ‘awwWelfoid [2UOlEINpS UR JO Jed [BIUSSSS UB S3NJISU0D $IN0) ARNIS 10 SSOUSIILI0D
yans g Apppung cuonesiuebio syl Jyeuaq o] UsSss ag UBD i 81auym seasiaac 1noj Apn)s e Bupjeuspun
1o soudusiuoo e Bulpuane ul sasuadxa pue Aed yym eAea| pajuell aq Aewl JB1S JO Jequuaul v
FAVET AANLS SYISYIA0 8L

YO d HLTV3H ALISH3IAINN vaa T3MAH

ASlog JusLudoaasg pus Bunes
G UOISIBA 7g 40 11 afey e}l \ON 8segRRg

1033241 AIUNOD) 10 92IM9S JO
pesH [BU0ISSS0I4/PRH JuswLedaqsbeuryy Ul AQ pasube 3q 1snul SIY] "S8SINCI pue salaloe
uolu] 9pelL Jo) saageIlasalday uolun apel) pesiubioos: o) palueld sq Aew Aed yim aagsa

"Ul pajji @ ISNLU wioy
aned] ADNIS B ‘2U0aIaY) ‘pue Aed yim eaes| Bugue.b o) uagelel ui sssusiidwo o) 248y papnioul
S 1 JanamoH A)0d SIU} JO SLURY |41 Japun aaes| Apnis Jou s Bujulel} pue UOEINPS UOIUL SPBIL

DNINIVHL NV NOLLYJQ3 NOINN Javil'sl

“Jap|oy 185png ays yim

S1580 UQISIDRN [BUY 2 ‘penss| Buag Bulpuny JO [emEIPYIM JO 9330U By} 0} Joud a3ejd axe) pinom
20UI0S LB PUB S2IdBIaL, JO JOJRIIC JUBISISSY /(2010pop) Buisiny Jo 1008.q Jelsissy /Jdo)
00 PUB S2ICDHOAA JO JOIDRIIC] JURISISSY 2U) pUB JuBdjdde ay; ‘Yels 10juss YIm SUOISSHIsHp N

‘UMEIpUIM Al[RISIB[IUN S S2IUBSLUNDID AUE JBpUn Jou pinom Buipung

BLINOD B4} JO SjuswINbSI

U] UM 9IUBRI000E Ul PUSYE 01 JO 2SIN02 3Y] 9191dwco o} 2in(iBl ‘Yiomauiel) paquosald

BT UM YoM BY) aleidwos o) alnpiey "B a aaes| Apnis paaoidde jo eauenupuos au) Jog Buipung
U3} JO |[B JO WS mEIpUIMm 0] JUBL sY] sealasal uoljesiuebic sU} $2OUBISWNID Buondaoxs uj
ONIANAA 40 IYMYHAHLIM b1

‘uoneaidde Jo L SUl 18 papiosp aq 1SN 3AR3| ApNIS 3ul JO 1500|2103 9y ] '9SET USES Ul poaube
usag aazy sasusdxa 1eum Jopioy 1aBpng au) AQ PISIAPE 9g [ sjueojddy " oogpUEL SUCHIPUOD
pue sws; abueys Joj epuaby au; Ul jno Jos asoy) aie ajqeied sasuadxa Jo JUNOWE WNWIXeL: 8y

11e 1 pied sasuadxa Bujjeaen oN .
WNSBsyY -
‘s@)el Jodsuel) aggnd 1e
PUB JUSWAC|dWS JO SUOIIPUOY $ueodde au) Uim SOUBRICRO. L pajiaarl) S Jad sajes |Indg -
:2g pinoo pue juzodde ay) pus tapjoy 18bipng sy Aq peaube aq [m sasuadxs Buipael |

"SSOURISLUNDIR DU Ul 9|BUQSEal 94 1SN pue Joj paidde aq 0 aazy sasuadxs yong “sidisoal

10 uogonpoud au) U pesinguliel ag AJuo UED sasusdxg "aAe3| ADNIS S} JO JUSWBOUSLLLIOD

ay) o Joud ajqeuoseal sijeum 9a1b2 pue suiIaiep (I Jues|dde sy yum Jeyiebol Japjoy 1efpng
8y1 -eouepinb sbBueys) 104 2pushy UM SOUBPICOTE Ul PISINUIIR) 9 ||M SasUadXa I|qeUosEsy
SASNIdXT 40 INFWISHNGNITH €}

L xipuaddy w1 sisfBeuep 10} 33UepINgD aaga] Apn)s sag
440 FNILZL

“sdnoufl snooy pue ¥oBQPSS) Jabetew: Suipndul ‘'spoyisw

dn mo||c) pue wioy ueneneas awelboid ‘69 ‘usyepapuUn 24 [ saweibold uawdopasp pue
Buiniea) (g jo uoenjeay zoeidylom sy} uldpm payjdde usaq Sy [2PIAIPUI SU) UL JUSW]SSAUL 2U) 1BY]
USIXe Sy pue sse00ud S1U) 40 Med SE pRSSasSSE PUB PasSNas|p 8g PINoys saljaloe Juswdopasp
pue BujuLIea| jo $$800ns 9yl "ss900ld HMOvd Bwobuo syl jo ped [ejuasss ue s| uogen|eag
ANFALLSTIANI NO NYNL1IY ANV NOILYNIYAS ‘ALITVAD LI

QHVvO0d HLTV3H ALISYIAINND VAA TTIMAH



A2110¢ juswidolanag pue Bullues
=3 UISIBAN, 2¢ 40 | 9fied (243 ‘0N 3seqeieq]

Aorjod SIY) Ui PROJUMOP O} SQE|IBAR S 2UIO0IIN0 JUSLISSISSE

edwl Aenbs sy siybiy uBwNY pue Alllenb3 Jo; a0ua7 SHN U 10 131001 sy Buisn usyepapun
SBm JUsWSsesse syl s)ubu uewiny pue Ayjenbe sojowoid I Jeyl 2INSUD 0) PISSISSE PR USR]
sey fojod sy “IsAoidws UB Se puE aJecylEay Jo JOpIA0G B Se LR diom sl O} [enusd s siybu
uewny pue Ayjenbs o uonawold ay) ey} sesiufosar pieog UeaH AISIBAUn epd [BMAH 1oadsal
pue AuuBp yum pug Alenba pue AJre) paieal) 2 $9340(dWa (|g alsum USWUOLAUS 9fes & epinoid
0] 20JRJALY 81 WIB NG 'S010J0M SY J0 AJISISAIP U} Sesubosal pieag uiesR Alsioalun epd [9miH
ALYADI 02

N ETRET

BIA 1O 9OUBADE Ui JaBRUBW aUlj JIBY) JO S[QUUBLD UOIIEDIUNLILIOD [BUISIU BIA JO PEWLION

29 |IM LBIS |18 YoM suoisses ujuien yH 1e papinold ag Aew Sululel | -Aonod au 1o Aixeiduios
au) uo Buspusdsp sjepdosdde se papinold aq |w Buluied | JuLWHedSD i 2U) BIA PSUIBIGO

16 jJ2uRIY| S.AHNCH 241 U0 pamaln 29 os[e ued saidog -uopanpul [BlsUedap su Jo gHNAH
ayl Jauia 18 gMNGH 24l Yim Jusliaduswiwies uodn Asrod Sigl O SJBme BpBUL 34 [ J=218 IV
ONISIvH SSINIHYMY ANV ONINIVHL 61

a%4n02 2y} Joi Burpun; pJeogq
yijeaH Buisssooe WIn JUapnis syl Jeq | juswesibe sy) ufiis o] ainjie) :2ACTE DU SUIRND UDILUM
S6IN02 & YONS J0 JUSLWSoUSWILICeS ay o] Joud juawesube ue ubis o) pasinbal aq [wm [EnPIAIPUI YSET

*SIUSWIBISUI U1 10 [y Ul JuswAEd a1 10 Joadsal ui opew &4 (M SuQlsiosp
[ENPIAIPUL “USISIZaR 34} J0 2L00in0 ay) 8a1Be 10U A2} pINoys Jojoa.i] SAIndaxg oy o) [esdde Aew
fenpiapLl 8y, I0j0aud aanoaxy siendoidde ay) pue Gusjeanbs 1o} Jsbeue [BIBUSD $IRNPINDLUI
ay Juawpedac uoneanpd pue BuluesT syl Ag peaibe pue AJERpAPUI PMSIASY 3G [IIM 2SED LIRS

‘paLnou) Apealje so9) oy} Aedal 0] gels 1senbay o) by ay) senssal
pIEOg UiESH 43 'uoienys ay) uc Bupuadap ‘pue uaddey ues siy; ‘sseuboud 0} Jdwape Aue
ayeLy 0] 10U J0 AIZIRIPSUWWI MEIPGYM 0} UBL)} PUB SSIN0J B U0 YIBqW O} JB)S JOJ [BNSnur $1 1 ISIUA

%0 uonRIdwon JSYR SIBSA 7 uel; U0y
%08 uonadwo? Jo sipak Z pue | ussmiag
%S uonIdwoD o Jeah | UM

%001 uepeoiyenb 40 uenaduico sloleg

:anpauss Bumoyo; sy o} Bulplosoe

‘uols|dwos (o pored peugeds B uiyim PIBOE URESH PIES aul Jo JuswAo|dwe auy) anss AU It
paA9ad JUnowe au; 10 uogicdeld e yoeq Aed o padinbal 34 (1w JEIS JO 19quiaw au (pieog yiesH
Bp( [9MAM AQ J0) pled ussq aney pieme 18uBiy S enpinpU: LB 10} $S3) 94} JO UONNLIUCD B 2IBUM,

wswannbay juswAieday sa4 ¢'gl

"ssa00.4d Juaunieal ay) jo ped se Burpnau;
‘gse00.d SIUL L0 SPISINO spieme JauBiy syepepun o) yes poddns o saube Jou jsnw siabeuepy

QyvOd HLTV3IH ALISHIAINN vad TaMAH

Aorod uawderanaq pue Bunuea
g uoISIan 7§ jo g 9fieg gLl oN #5EqERIEQ

‘sAEp Z¢ 81 pleme 1ayBiy B axepapun o Jesk
Jad papoddns ag (1w 12U} 99| Apris pred WNWIXeW Sy 9sesial Yeys Jeddns o} pasn 9g pINcYs
Hpioeq oN uonesdde o3 oud sefeurw sy yim paalbe sg jsnw swn Apris pred jo junowe suyJ,

1usuedsy Juswdo@asp pue Suilues| sy UBnauy; sjgelieas ale $5a001d Siu) JO S[IBISR (N4 Ke)s jje
0} pasayo si Junowe Buluigulel au) Joy Aeies yBnoiyl sigeied ‘Ues| 931 JSaI9)Ul Uy "SEpaI (lena|
N, Z 19AS] X §¥ J0) $]502 8y} 01 2@jenba pinom USENGUIUCY %62 2y} ‘yoeaidde Jenpow e ybinoayy

{/ 1ona] 12 sypaI0 0g)) saubep $I9ISELW & JOL POIPNIS SABY OuMm Jels ‘S|dilexs o4 SInal Jenpow

B BIA PAIDNIS SABY OUM JBIS SSPNIUI SIUL "SSS4 9SIN00 341 JO %G 4O WNWIURU B 3NqLIU0d

0] pajoadxe ate spieme Jaubly Joj Bunjosus ue1g "945/ §1 sigelieae woddns Sulpuny preog yyesH
WNWIXEW 2y} 12k JJWSPRIEe SUO Ul SIP3I) OF UBL] 80w Jo spieme o) Buipes; sewtwelBoid 1o

-pasiuelznt jou i Buipuny Jusnkasqns pue siseq Aeak g uo spew aq jsnw Buipuns 1oj suoneo|ddy

BERWIWRY |Ing |ul 0}
paLiodal SUCISIISP PUB SaILIILOSANS SpUnd 3|qejleyD auy) A pamalral g 0 pasu [jim SoUsy pue
[SAOU 1O jenSnun Se pajess} 24 | SpUNn} SGENIELD OF PSjoalIp SSIPNS JJWEApEoE Joi suoledydde iy

‘$5UN0SA) B|E|IEAR 0} BUIPJOOE UBSA QlLUSpEDE
sy 10} Bulpuny Aue 98468 / premE pue ‘JUSW [ENPIAPUI Lo suoneslidde jje Jepisuca |IIM [aued pa)
anNdexg Uy -Buipun) ea)ueIenE Jou seop ‘seIpms pieme Jayby Jop uojedldde ue jo uolssiugng

Burpun,g

"goe(dNI0M BU] LIUIM PaSIiin aq || 3Bpapmolny

{eUOTIPPE SUL MOU PUB ‘siseq predun 10 pied & Ud W) SABa} APNIS pejsenbal sy) Bunoldde

are Ay i Bugeoipu; Aueapo Juawslels Bueddns pue wioy anea) Apnis ay; UBIS Jsnw Lol
JUejsissy Jo Aunog Jebeuey [riauss pue (sjeudoidde 1) peay [BUOiSSal0ld UefeusLl aul sy

Jeak 11y 0 Jaquisldes

U] S3SIN0Y JO JUSWSIUSLILICD 3U) O Joud “1eak yoes judy 130g 811 Ag (g xipusddy) juswale)ls
Burioddns e pue ‘uogesidde anes; Apms {EN$N a4 $1S(AWLI0D 1SNUI pLEME Jayfily B axepspun

0} peddns Buipuny Jo; pue ‘eaga| Apnis predun Jo pied Jo) passpisuod aq o} Bupysim syuesdde iy

“Jesh onuspeoe Jod sa159( (SI0jBUDRE) 1SIL B SRUEMO] JUBW|oIUS

J© Jed SE G PUB ¢ S[9A8| 18 ADN}S PUE ‘SA0GE 0 9 [949] 1B SBIPN]S Uim PALLISIUC) St pue ‘ssavold
uones|dde anea| Apris U0l sy} woly Ajsieledas pefauei 81 sse00.d spiemy JayBiH 8y,
(qug ‘esubaq] s1alse

‘eutojdip sjenpell 1504 ‘eaifeq "B'9) piemy 18yBiH e sxqeMopun o3 suogeaddy  £'gl
‘palepisuos aq suopesidde paiep-y#08q [|IM SSIUBISWNOLD OU J3pUN

reaosdde 30 UORELLLINUOD uS)im

Buiaos noulm Bujuies; [BUISIKE puale pinoys yeis oN eo2|d Buie) uswdogasp sy o) Joud
Syoam g 1589 )8 Juswledaq uswdogasd pue Buies auy Aq pansoal 8q pInoys suojes)ddy

g¥vO0g HLTVIH ALISY3IAING VAA TIMAH

e



uoISIS,

follod wawdopaag pug Bulwes
ZE 40 9| abey gLt

Aallod wewdolsnag pue Buiuea

(0N @5EgElEq o] Uoisden, zg jo gl abeq ELL (0N 3sEQBIEC

dyv0d HLTVv3H ALISHIAINN vad TIMAH

‘paubig

13PIS USWSHBUBY U 40 JByuaq uo paudls

8leq

DL

BueN
paubis
BpIS Yeis |l JO Jeyasqg uo paulig

TVAQHALY L2

"2INpaaold Aeuidisiq saBp I — 10Z Ul Jepun aauayo Leuldiosp
e se pajeas Buieq Jegjew sy} u) jnsel ABW pue pajeBisaaul 24 jim AoNod sup jo seyoealg
ANMdIO8Id ee

‘dnots) Buuss)g

syBry uewiny pue Ajjenb s, 4HNAaH 9y 01 pajuesald pUE PeMBIARL 84 (M LYdium ‘BIBp Buuoyuow
Arenba aprjou; (I 952q2IEP BUL "AHNAH SYI pue Wrio 4 diysisuped sy) o1 Aespousd

U0 payicdas pUE SSEJEIER B Ul PRRIOISI 84 [|iM SaWeono sunpascld Aligedes (e 1o sieleq
ONIHOLINOW G2

“souepin Jo uoye|sifis| Uy sebiueyo Juens;al 10 sbueys jeuoyesiueblo ‘Ssouelswnolo [euondanxs
0} asuodsal Ug palink2s €9 Aew m3IASl JSIJBT "SLUI SIESA SRUU) Ul pamalaal aq [|m Aod S|yl
MIAIATA V2

“Aojjod JuslusBeuely SPICIaY - 61 SUI UM SOUBPIOOIE Ul POSI PUB Palc)s pue pabeuews

aq [lim pue gHNQH sS4 Jo spicoss ioylo ale ‘leued manal Aue pue siebeuew Aq palzseush
SJUSWNIOP pue S80U [eLus; pue ‘suolieoldde Suipnoul ‘Adijod siul ispun pajessusl sjuswnoop |1y
LNIWFODVYNYIN STHOITH €T

*A2110d $1A 4O SHed JUBASIS] SU] Ulm SSA[SSIISY) SRR SSiEd {2 1BLY) POPUSILU0IE] §i

W “Aoliod DOOZ 19 UOJBULIOI JO WOPS31d 94l Uf punoj 3q Aew gHMCH DU} UL 10y USHRLLIO|
10 Wopaal4 ay jo uoyeaydde 2y} Jo S|lejg "XAU0D JuswdoisAap HES 10 [Buuosiad e ul

Buisise srenpinpul siqelpiuspl oy Bupela) 950U 9pRoU; ‘S9IUBISLUNDLY JSOW JSPUN ‘PINOM SINSOIISID
woy JdWsxe SJUSUNIOR PUB SPICISY 0002 1Y UCREWLIOMU| JO WOP3LH ay] JApUN SINSORSIP

o1 walgns 2q ues ‘sucpdwaxs pajwl UEPad Wel Jede ‘SJUSWND0P PUB $PI0SSI gHNAH IiY

0002 LOV NOILVINYQAIN] 40 NOU33y4 22

A0 SIUL JO SUE JUBASIS] BU} UHM SSAESWEL) asue|we; ssued e ey

tajeq PapusWILLIoTal §13) Ad0d UCHIB0IH BIBQ - GZZ SU} UM SIUBPICIIE Ul ‘$IUSLLNOCP [BIUSPULIOS S8

palesl) 9q 0] a4E S[BNPIAIPU] S|qELIUSDI O] sjerad jey) euzd mainal Aue pue sisBeuew Aq psielauab

@1 SIUSWINDOP PUE SSjoU [BWl) pue ‘suonedydde Buipniou ‘Aaijod sy} Japun pajelausB sjuawnoop |1y
103443 FINVS FHL QL NOLLYISIZ3T7 LNanbIsans

[ueN ANV HO 9102 SNOLLYINS3x NOILOILOHd V.IVQ TVHINID/ LoV NOILDALOHd Vivd L2

QyvOg HLTVIH ALISH3AINN VAA TaIMAH



Lotiod Juswdojeaaq pue Guurest

g UD[SIA z¢ 40 g1 sbed gLl

ON BEERIBCQ

Juaunrodap 37 oUp WoL At 10 ORUUL e vellv Buineoas o Jojid ‘Sesines PUORT 10U ISTIW JES "[CHIGOH [OUSS USNGAGIA, ‘Weylicos
4deg Q7 UeBburyy sveuang Jusidejaang g Blilinoe ol o paemios wely pUD 'Uogoa|ddo el Dac.dda oy JoRa eagnaoxTualeuRly ABI0T 9L 6 AR0IR U0 0 PINGYS auoqus|dde Iy

7 _ _
[ ﬁ _

QAVCd HETVEH ALISHIAINN vAA TIMAH

bﬁi

oY |

foyad Juewdsojenaq pue ujuieet

s worsien, 7940 4} abrg oLl 10N @52gTieq
e
Auzy paujmge .

asiadas e Uz Lo 333 3Ny

204 134hed 03 ISP THGIMMaRE Wakm Basipbes e jm adjony  + G P TR [T TR e : %

130Pg A3 ARG (82U 3G PRETD| - sheg S3hojdusg uonsedsia’ | anain Apms iy dcon dof epact 308 Ad ppchines ug o3f Spes fapULY
was Buypurg oy - g
e

45 2 sopd - . (.
A1ON A5¥TId il

[E———————————

QCRMTY Jo JIEq ue
i ——————-—-—-——-—- s Pty

a peraiddeion O peoiddy 5| uope RS,

e
< [HOL:

sowg “aiE t
..................... [TSTR———
12neuBls Jy3auq AaLnay

Faey sy

=1eg e

A TS ST

183433{0 |y EuARi0 2 CddNS SURLIES} 54} 1008 MO

¢5RHRIR140 [EUaBad 340RS Ul KoL 51 4 M

FE I3 ] 230053 QA PGS 07 TUNTI, SR 1 4OH

o oy

EEY

o ey

e ok [0
]y (AIOYERL R IS 203 M0k Bo1p{dBsD? nod 3acy

£5 $14140d S04 1O BULVIP SLIWHOIAP 243 7|

© 2047 0TI O [EpUesslALioHY §H

o damEpucy T MM SaHoKd 2EipU

g TR v

sahug,
e QRS e dd .
a5k Supgiom o soquiny s plod 5
{ap asuald) spanbay enean edun / PLeg
1aRINE 6 0380 1mE {5190 S54pe oM}
Hap{ioug 4NE J0 ESJPPY (|0 PUE BLAN uDpUAdaLIDD 10) SRR
=apt oA | 30N TPL
eseag
] s ger saurey gng

A0 HIM 0SSN NOISEIA Hadyd ~ ATNO T1dAVXS) ONIONR aNY AV AQNLS HO< NOLLYDITddY — Y1 XIONSEdY 82

QuvOd HATYIH ALISHIAINNG YAJ TaMAH

e




gt

Aanod Juawdojsasq pue Buiues]
L] ua|siags 2t Jo pg abed il o eszqujeQ

‘peacldde useq sey LByl J5UI0 BuiiAus Jof WIgD o} 9j07 94 JOU M NOA Jifed

YBnouL JUBWSSINGUIR: Wie> 0} SABY [ Nek YI2SIN0S UonEpowLoose Jof Aed nof el uans oy u) JusBe janen pajoenuos sy Bupieta) Mol
o) sguocid el Uo nok ssiApe v olm JuswWHEds(] JUSWAO[EAS] PUB BuliEeT 8L 2juos Ueplaold 3500 SUt AQ papiaoid Jo 8y SSinoa L Ul
PAPRILI 10U §] LGREpoWLLIDE §| ') oo puB swiey sBueyg 1oy epusBy SU) UM pRUIBIUGS 8¢ BINOUS §500 esall) "Ajeiedos UmMoys
a4 PINOUS PUE $3) 851102 JNOA Ut DEPN[IU] 8 STLURIWOS | Sy |, 'S0 oF Buiod s UONEPSWIWNEIR N0 JUNOWE Ay L - NOLLYAOWNODIY

*Aed Jo se1e) paasbe Ajjeuopesiusbic
Jo sBuryy) 0} gpualy 01 SIeUpe JSNW WIBD NOA JUNDWE 3L} PUB UMOYS 39 SN 2B B9y “ULI0) SABST APMS JNGA Lo paacidds
uaag sey uey) Jeyo BUILFAUR Jaj WiEo 0F 2|qE 8¢ 10U {m NO A, "@SJN03 JNOA WO PUB O (AR 0} 1503 o} BUIOE 81 1 JUNOWE U ~TIAYML

‘pajeledss aq O} SPOSU 9.0)9,3U) PUE S|2all
PUE UOHEPOWILIONTR BRI SSUNBLIOS (i 215y ShlL 'SouBpusye o) Jopiaold 85.nas sl Aq pabieya Buteq s1 18U 895 9UL - 9584 BSHNOD

U0 0 J029.0 JURISISSY ~ AHOLYNDSIS A3SIHORLNY
“Butpuny

o usgesuoyine Jo) Juslieds] juslwdoleaaq pui Buiues sy o) Sulpuesto;) siojeq suonealidde Aue poddns jsnus 1019810 3ARN2AXT JO JOJDRANG
AUnoy) Jueazjel oy se ‘uogesiuebic sy Ag papun) aq |[m uoneoldde Jnok yeuy katl Kuessaasu Jou seop Hoddns JuswsEEUE 3 g'N

"aduegsUl JsIy B U1 JsBeusty vl nod wiel bnas &g pineys Heddng - IHNLYNDIS HIOVYNYA

‘uenedidde au) Jo ajep sl anb pue sweu JRoA Juud pUE UBIS 95BId ~ UNLYNDIS LNYOIddY

"M JNOA LI pRyUAp! 350U Wi SUI UL 94 PiNoys Bsey) - 13N 38 O.L STAILSArE0

Hdd Juads) 150w 4o siep sl pue '90d JnoA uo paypusprst juswdolaAsp I Ji 123U - ¥Gd / &dd

“(JeBeuew

oK s SIL SSNISI) A0 JUBAS|D] U 0} IXBU XOG Y} UL SSOID 10 3l B 3921d - A LIMOIHd "$9SIN08 BLUSYOSM 4O N3Y) Uruane: 3g

N jen 3w Aue pue aws Bulj[saey sspniaul siuE e0Rid¥iom sU) Woy Aeme ag [ nok 1eys sAEp 30 JSqWnu 3L - SAYA SINDHOM 40 "ON

‘s|qRAlIddR 10U S1ISASYIILM 81319 - QHNINDIH IAYAT AVEN 7 Olvd

AR YBNRUY) HOEQ PELLIEID g ABW SI4 ], 59} SSJN0D INOA Jo JUSWARd 313 JO) S|qISUOLSal

84 |I% RGA PUE Pasied 8 30U Jim Jop.o ue ‘uonealdde aaeaT APMS MNGA 0] LG FUMOOY PaJE|dLLIOD B YIBRZ JOU OP NOA §] J0a.00 2ue Ay

1oy aaleIadL 10530515 81 31 pue sesodind Jusdided Joj pasn aq | s|iEjep 9saUY - ¥RAIACH ABHNCT 40 SS2EAAY TIN ANY IWYN
QHvOd H1TvAM ALISHIAINN vAT TEIMAH

Aoilog ustude|eaag pue SuiuieeT
g UOISIGA ZE 10 G 88y £LL 0N e5qeEa

‘suojeaydde jdasoe [pw sapinoid 25in0o au 1Byl 5iEp 58] YL - SNOLLYDMddY 804 3LYQ DNISOTD

"piey Buled s| 85in00 sl (s)alep auL- 39HNOD 40 F1va

‘pley Burag st 3t 24s4m pue 019 ABR APMS/2aUSIajU00/ASMeD 5L 4O SWEU Y[, ~ ANNIA ANY STIVL3IA 3S8N03

"SSRQRIER JNO UL ABNDILn nak Aouspl o SIY pasl aa (disfed Jnod ue SIf Ul BIM NOA) JBCUINU JEIS INOA ~ MAZNN TIOYAYd/4IY1S
*fugnb B 10 JUBAe 3L Ui nof JOBU0D UBD M SISUM %ICM JB JAgWnU ay)_ - 'ON INOH4I1SL

‘PISRY SUB NOA UBUM PUB uonesiuebIo sul UMM JUsWHedE BUL - INSINLYYSS0

"2SBY HIOM JNOA aq AJlEWIoU pINGMm

SIUL 01 JUas 84 pnoys (18 [eac.dde “a1) souspuadssiies pejglal saeel Apnys Alle JBUl SSBIPPE 341 - IONIGNOLSTHYOD 804 S83450aY
JUawAo|dws 4o 19ENU0S Nk Lo sieadde 1t 58 ) qof RiRgo INeA - SLL 500

uzwhojdws Jo Penued JnoAk e siesdde tey; swen =yt ~ INYN TIN4

baJ o015 g Buisn juaunedap Juswainoo.d U} WO PAUIRIGE 3G LB WNod Buipund pue sAeaT Apnig Joj uopenijddy su L

‘uzAlb usaq sey [eacidde

[un BuiAue yooq jou op asesld "pascidde useg sey uanedidde ag Uaym dz Uz OF pIUINIRI 24 [ WUoj 243 4o Adoo woyog syt

WIG) SUNUpUSNG pUnd sigeiens Joj 1ssnbay & 'ameudoidde
laum pue 'suuo; Bunoog Aus yim JoyisBol 3 puas asesid Uabeuely Jnod Aq peacidde Usag sBY 11 PUB L) NOA RE8|dLL0D BARY NOA UBLAA

‘A= [BNSn 3L U [iIoJAed UBNoIU; 9peW 3g pinoys
SISUACXS JO JUSUIBSINGUIR] Jo) SWIB|D "APMys Uy O pajRia! Buipund puR 3AaT APMS 10 [eAcdde aLy Joy AUS pasn g PInouUs WISy sl

oA o) peuinges Gufeq Logragdde Uy Wl JINS3J [|W SUCHOSS jje Aaldiwod o) aunjiey
‘Tjeaked o3 3uas aq |im Adoz apym doy sy spiosal Jiay) Joy Juswiuedad] Justudo@asg pus Builiesn Aq
paue)a) 3 [im Adod moflef ey pue Jadeueiy s uzoandde su) o) paLIme.) aq [{m Ados Juid SUL "RISUICLINE USSq SBY WIo) au uaum Juedjjdde

U 0 pauinya) 54 Jwa [8gum] Adan woneq sul spafoy saidod (B daay puki Buneiduiod usym pley ssad sses|d - Lo pasiUogies B s iyl
WEO4 DNIONND ONY AYIT AQNLS 40 TYAQHdCEY HOd4 NOILYIIddY S0 NOLLTIdIWOD WO SENIMIAIND - 91 XIANIddY 62

HV04g HLTYZAH ALISYIAING YAd 13MAH




Af1lod eludsleaan pue Sujuiean
g uo[sIaA 2t o zz abey Ll ‘Op BSEQEIR(]

B Ui je; Yaium suoneaydde saga) Apnys Uoddns Ul 0) 8| AlLO St piecq WBIBSH a1 ‘uoiisod [efoueu) jualms syl o) ang
‘alup 2a29) APNyS L) pApNIaUL 39 0} 10U S ABRIS SUY WY BUE O} [SABIL,. SIN0Y §°/ 84 0] PRISPISUOD S| 2ABS ARMS A2 |IN) SUC.

panoddns [ penoddns pepoddng pauoddns “pa)sanbal st Wb sazal Apms
Allensnijon | AEnsn joN Alrensn jon Allenshijon | yoimw Jog Juaswdoaaap Jeuosiad Jyio v - -{ZaD) 7 Juawdeaaag SumnuguoD

(swswpedsg sieiodion (o [BA6T aAFNIAKT}
|2a9T Auned je pesibe pue ueld Gulurel), jeusuriedsy sy pue ‘dad

uogsad SIRAPIAPUL BLR UQ PALUBRI 8¢ 1SNW Jusludoleasp si41 'saAR0aki0 Juswdolanap

aamles pue Bupies yBneds peunuent eq ued pleeg YlesH su o) Welad 3wos

JO MBI UL y31Um Jay puE ‘310l qof jeucneldse Jo gof JUaLING §jeNRIAIPUI 3L} 0) SaUkAB[aL

pajegoban %0 %0 %05 0T BaeL O} pRlBpISUCT StIBW ARIS -(1.(0) | Juswdalaaag] Bumuguory

(s1usLedaq 33e40d.CD) Jof [9AIT FARNDXT)

uonsed [ea2T unog 18 pasubie pue ‘uBld Bululel] |Ejustipedaeq S0 o PAPRUSR]

UE PUE ‘SIAIIS[GO HI0M UM JUSIUCGS 35IN03 Ay Bupiul 198 8¢ Ues saajaefge

Jomaul ! watudojeasp pue Bujuies ), “ABajens soues peaibe sy} BuuaAep O [RRUISSe

paenoban | %Ok %001 %00k SI1RLY posL |Buenesiuefio e se paylilap: ApmS —Aopd PIEog uIERH
uosod :

FolABS | L D|0I/RIIDS B} JO SPFAL AL) J9AW O} AH|0d

10 MaLA pizog LIEsH Ag Aciepuel se paeuBissp si yajuw Buues pue suogebige

palenoben %00) %005 %001 Aloiniess 12U o} 9104 4oy PRnba. Bultie] - Kwjepuel  oimers

“pleog WlleeH epd 1emAH inoyBnaiy Ainba pue ASusisisuos aINSUs 0] PepLISiU; ele SUOREPLIBWWODAS Sy I, "SIRISS] [2joUBLl
wauna yo B Ul aae3) Apmis 0f Bunejel eoriditom BU woy feme swy pus Buipuny jo [eaoidde aL Joj penss| ueag sey gouepnd Bumalo} sy,
SHADYNYW ¥O: ZINVAIND FAVITACNLS ¥ XIANSddY 08

GAYO0d HLTVYIH ALISYIAING YA TIMAH

Koo Wewdeeaag pus BuwizeT
g uorseA 210 1Z @bt 113 10N aseqeied

200081 B9 - ALIOVdYD SNIONT BUuIeR g I noA jeu; sBeeliw (210} a4 L - SN T¥IOL

*waly pejsenbal Buzg

$ aungpuscixe Uy pury / 196pNd s ARUSR! Ik puk weheuel Inod Aq peieidiios 8q IS LoRRes SIYL - YEOVNYIN AS 0315 7dW0O0 58 0L

‘uones|dde aA=3| ApMms 3u) 0}

PRUIENE 54 JSNW WIC) Srglpusdxg spung s|qeiuey s Joj3sanbay paradwod B 'spung aigeiley s Aq Jaw Sq 0] 4B 51500 )] 'Pun I|qEILRYD B Jo
1ebpng [EjusuipEdap umo Jou/siy A9 Jewl oq 0F I ISINCD 9L JO SIS00 SU JI abeurly Jnod Ag paieidwios 9q o uwnjoz si) ~ IJ0O0 TYIINYNIL
"AIjBuBIS pasiony Ul Ad peleidlien 8q ol UWNies SIUL - ASAQEddY TYLOL

$HL |2 12 paUinba) 2l sjdisvsy uswsalbe abueyD
a0} epuaby 9yl u PADSS JUNTWE WNWREW 241 0} dn pasinqwial ag |[w SUORIpUCD pu swua} abueys Joj epusly Lo g=ig - SIS0 ¥3HLO

QYvO8 HLTYIH ALISYIAINN VAA TIMAH



fang wadojaasg pue Gujurea
g uomsian 2810 pz ebey 2Ll 1O e3EteIBg

"siseq pledun Jo pjed B US awn 88| Apnys palsanbal au) Buaoldde aie Aslp

1 @jeoipul ose pue 'aseuvoysanb jusweBeur sy sieidwes pue jALETES BURICAUNS SIY) UBIS 18nu (12 plsy 3eBpng) JeSeuew Buspoyine sy,

‘pepieme uopeaylenb
Buwoys jepes; Rinyoosg *B's SIIRSR 35UN00 Au3 Jo Adoo & Bujpnioul — swwzifiord alp Jo S|IRISP INd A
aseuuolsenk Walabeuew A
uonedidde 2425 Apms plemy Jeuby  »

‘seinoa Jo Yibual Yead Jad 31503 "9

‘palap|sues aq o bogeandde 93 Joj JapIo Ul pelaiduies ARy a4 o) padl || MORq B4 IO I

"pRIIPISUCY 54 LON {Im pejaidwos Azng jou suogea)ddy

de a1 pauwinyal aq i pue
pEjdenar ag Jou [im 1sod alg Ybnany s saidoa pley Jo (404) qapy Bl plam Ui pejRidwios g o) pasu suuoy usieadde |2 ajol aseeld

NS SSEAMEIPOHSAEIFRNIS JUNQIDE BAEI| APNys sU3 03 A|[ED1U0IID3|3 PIEMIO) UYS ||IM aym AloyeuBls ayeudaldde
40} 10358410 A3UN0D/10303)10 JURISISSY/PEIH [BUCISS3J0ldaBeURY JRIBUSS AU} ¢ A|120IUGAs8[9 plemiay 03 peau uayy [im JaBzuzw Jnoy
‘Buiubls pue uoRa]duiod J0) UsKBULIOIU] 2SIMOD JUBAIIAL U3 WIm Jabeuril JnoA o Hwqns pue wiop uonzndde siy) ajadwon ases|d

‘SuRBINRE) JUBWIoILS pue BuIo|SSIWWoD AYsisaun o)

NP 81 SiLy Jeie palapisuoD 2q o) 3|qeun aJe such dy .0£ £ Wweunedsq uoeonpa pue Suililes'] sU} o} LUMNal pUe ‘N uf Wioj

ueneoldde Sk 38|dwod Jsnu pieme ssydily e sxepepun of woddns Buipun; Jo/pue ‘s3] ApMS pEAUN IS pled 1o palepisuas o o) Bujysm Jeg
S3UANLE QUVYMY WIHSIH EXNYLYAANMN OL L¥0ddNS DNIANNDS ANY SAYITAAQNLS Y04 NOILYDIMddY

SINVAIND QHYMY HEHOIH - € XIGNIddY

qQ¥vO0g HLTVAH ALISHIAINA VA 1ZMAM

Aajjog wewdeeaac pue Bujusesn
g uojsien, T2 Jo £ 9fied £1L 10} BSEQEIEY

sbueyD s}
BRUSEY 3U) 10 SUCIIPUCD PUB SULSL 341 0] S/AUPE 1SN 85313 'AIRSS5I8U 3/B SRSUSAXS JALA0 PUR UORRROWLLOSIE ‘B0USISISINS ‘[BABD SIBUAA 4y

SISNIdXI NOLLYAOWWOOOY ANY 'SONZLSISAENS T3AYHL HOH SIONYMOTTIY

‘PRIBPISLOD 3G M suonedldde aajaadsonal o "|eacidde jo UoqRULIUGS UsHLM BUnEnal 0} Joud JUBLIdOIEASD PUSHE 10U 1SN TS

*Apr3s aus o Jopd sysam ¢ 3528| IB |eidsoH ysngAylaa uawuedsg wawdseasg g Bulwea JaBeue sseuisng wuswdsisaag 2 BuiwesT ‘e
o paplemiol 84 1SN suojeolidde saes] Apis pasodde Aunos ‘paisidios (e Jo Adod ¥ "siqeieAR By W 51560 Uojeomps [BaUa0 ay) way
Bupun; 12y sejuleng Jou §5ap S eaamol ‘suaneandde (2 uBis JRIUNCD 1SN JOWRAIT SARMISXT IUBASIS! 10 J0I99.0 AUN0D BU) '$9380 (kU]

-gouepin snoward ayU; ylv S3UEPIeIE Ul ‘sasuadxs JsLpo e aroxdde o

sapojeullis pasuayine paajoAsp Jisy pue Jafeuew Aeao| 7 JuswpEdsp U JO UDISIISIP 3U) SUIBWSI | "5S3004d sISAJEUR spasu Suluies [enuue
3y yBnodL Juswyeds walldosaadt pue BuuiEen suy o) peilgns pue 'sue|d Bulie jEuelpedep Lo pallliuap! 3q 3SNW JSOD 8 S| 3JaU) ydiim
10y 3ABS| APr)S [BUISHGE Iy A|UC 354 SRIN0a 341 40 juawARd 3 o) patuRIE 2q | s19bEng UonEINpS [BNUSD S piEag IRSH SU Wl Bupung
syuawebuelly Bulpundg Jusiung

OO JOUHNY thUn Ulelsar
I# uoNised SIL "SPUNY 2GRIMBLD Jo 3sn 21 yBnoag paucddns aie suswido|aasp sy ssejun 'Liobsies fjuend pleeg YiesH 10 Aroepuely

QAVOE HLTVIAH ALISH3AING YAQ TIMAH



fayed wawdeieaeq pue Buluiea
$ Josien e )0 gz obeg gL 10N 25EQEIECE

asme) go () 01

JIPIAOLY 51RO JO SAAIDHVY/SER [N 6

SORILISINGY) g
FONEROTIES

DRI L

g 9 WAUHREe S

SPED ¥ DL 90[AS0d €

o) SsppY [00d 7

“ON fjaiftg SUREMS 1OWTT IR oML
Jumy 7

R N

i pgraye nommiy
i
oty bz Pl

GYVOd HLTVIH ALISHIAING VOQ TIMAH

fajjod wawdatareg pue Bujusea

S [TLIER:TY egdo gZ eBed BEE o eseq@eg
%0 ucys|dwan JaYe SIB3 2 UL SI0W
%06 ueneldwos Jo sieak Z pue | usamag
YASL Uop@dwion jo esh L Ui
%001 Jonesyienk jo uonaidios 210je8
yoeg-Aed saag Juawiedwy paeeg yieay Bumes

:3|npayos Burolio) au o) Bujpioooe Uohajdwo

4o pouad payoads B UlIM PIBOS UYBSH PIES 3U) 40 IuaWACIdWS 3y 3AB3] A3y J $934 9 Jo uogscdoud B doeq Aed o) pauinbal aq (i YEIS Jo
JaqUWaw Iy} \pIECE YIBIH BRQ [9mAH Aq Jo pred Liaag aaey Jaybiy Jo [sas| salbep Jopuyoed o plemz JayBil s, [enplalpul UE Jof $38) aU) S1aUnn
'syaBpnq aysuodsal Ajeasy 1dope o pEau aU) [uawadInbad Juawdeda: aay

‘pasueenG 1ou st Bupuny (slead Wenbesqng "siseq AUBsA 2 ue Ipa

aq 3snw Bupuny oy sucnesddy "samInesal a|gelese o) Euiplosoe YBaK oluspese au Jo; Buipury AUE pJeme pue JuSW [ENPIAPUE UO Ajlenuue
aunp U} suoyesiidde ||e tepisuoa [ “aued sapnosxg uy Buipuny ssiuesenB jou seop 'seipms paeme Jaubiy Jo) uopeddde U Jo UolSSILang

QuVOd HETYIH ALISHIAIND YT TIMAH



S

Aofiag uswdapreg pue Bujusea

] Lasan Ze 50 gy wleg ELL [N @sBgmeq

“59n7040 put soHIoLd J97AISS Q1 INGLIUGA ik Juodojeasp STl AWOY SfEaTpu] ]

JUSWAdo[RAap [Eu0saaj0Id PUk [Euciied put
‘T 08t 104 O AICTAT 1A ST MOT WIR[ANT JSNOOT BONEIIBSSIP 30 $owElTEsT sarpurins S0aford pasnq spoa mod T uare o140 JUGAL B0 TAOM L CTT

UORESTUETIO Ty TIjIAk SISTIO SOUSRUL PU2 1AUST [ »

aserdpon oy ¢ pondde o jrp -

souenuopyd ENpAIpUL 00K saoidur [Ea -

ares yuopud 1G2Uaq Ly, -

{SPI0A\ (35 NEI) JUAIIOOARE Ol AWOT SqUI5(

"ABANGP IO (5)POTIONL pUt ‘SeARealo PUT WIE SSiH00 A10ads 3STsig (49 99 POTR TUOWAO[OABP S0 [[IAr

#0H 5

STOT/BIOT 793 UGl FHAWT0IAA0E [CUDSIad PAataE MO 30 1ed 51 1 J6) WOU00 Pt PAGOUAP] §55 11 A0 ‘Pasy JUOUHO[IAAP 2y oT0aTPUl 8

(HST 74 sopepor Supwioap-a sy amdies ssvad ou i) O S5 _ {amunuruI [ [949] $[[D§ 2107) werdmoes Jowmen Aceprow mad sp vy

Fajog Juawdojaneg pue Bujusean
g Ug|slap zg 10 L7 aled €Ll [ON @sefeleg

-owwerioad o) Jo tdus) 1oy ¢

ST IRy 15ed 20 o) SIT OF J080 AT IR JUDAR{EA 2O] Sagf IEAnG]
Bufprgoug LoNOUIO/BL{004G 354000 2y (¥D05) YOI LONRULION] 93I030 b
TPt puoods g |
“8'0) Jead o1wopesr Fuump Juprepopmn oq Tt nod Apnas 3o eed gomsm Qousp] ¢
TOQYNST] [FUSHEANPH/ANSIIAML] 7
((Td 9MPOIN 95N ISIN 9AI5aq E'T) By |

E101,

(@Suey?y Jo 2puoly sod 5U) [OMEpOUNIOIY
(aBueqy) Jop vpually sad su) soumsisqng
(Fopedafeoiw- o) 51500 [WARBIL

{Hodsman onpgnd) $1500) JeABL],

(ApEQ Ajea 1) 99 oMo
w3

To0eg AQ_pooity FI0L, 3P0 0Py ey

(K1dz) Ba} seme) £

(HoMAUIRIIPRIS AJrapT) [pHURsST [

{uawmermbar [eds] Amwept) AawpuRAIOIMTIS

(E{i25ep Tty AR Poo Mo JoN 25ea(d) Jupare Jo ATsaiey ‘11

LT 109901 IS0 IN0A 74 918 9

/ / i
QUVOH HLTVEH ALISHIAINN VAU TEMAH

‘poysonboy predury sdeg oL

polsonboy preg siegy (mor, :patnbay sauepuNty sieq [@1el, oL

QAvCd HLTVEH ALISHIAINN YAA TEMAH



Aarog juewdeeasq pue Bupee
ua|siafn, 2E o pE abed ELL

‘op esegEieg)

isiuaped
o 1oedu 3 59 pros Ry “payoddns
100 St Apnis preave 23uJyg st 31

s[tepop oa1T oseord
534 J1 — SWURIFosg SI01AI0E TROTET)
Fuumopsurs], 3 02 payur] Apris i 5

g uOISIOA

Aot Wewdejaasg) pue buries

7830 62 3bed

Eht N BsegRnE]

{owotpar oseold) AN /SIA

porioddns
stseq pred = uo Swg Jaes] Lprus pojsonbox o 51

TIqUINN 19R1507) |
— TR

AR I |

ToRIai[q] ARG/ G WTITSs Y [PeoT] |
ERorssayoL] oSeuey [e1onan 30 amendg

(arespm asead) o /504

poRoddns |
s prad € uo oty aaRe] Aprgs pessanbar ot s

TG put SoqunN PE10g

SR

QWIEN LY

TECAE JO SaTIBig

10 pred v uo 2wy sava) Apis possonbal oip Fuiadde o Seul g1 20oIpw: S PUR Juownes Sutkoddns st s wsne (zop]oy 128pnq) Jafevew Fwsuoqne gy

*S1SEq predum

L potsonbar
Buaq Aprgs 2nuapEsw ST STAYA,

TreT DU ToA T 1E0

AL

RN g

uEonddy FO UmnTEg

NOLLYITTIIY TaVAY YIOTH ¥ 10 LI04dNS NI LNINILYLS SAADYNYI ANIT

Farog JIireH sy
P00l
fatatiad phiso pRi

{T0op 9ATY SWG9]d 504 J] LUy JO 5005005 DALCWIAIE RIATIoR J Pa0dNG NGA aaBH "¢]

QUVOd HLTVIH ALISYIAIND VAA TAMAH



R

Aated wotudopeas] pue Gujues
uajsisp £ ) gg sbed gLl

:DN 858q2peg

o

:(umetiFis-0) 1aFtuepy poufis

*Apras Jo owunerSord Sy puone 03 4ms 3o oseajy possie Aow a1qzno 03 posmbat 5q [ [[p{oeq o 1O ULGUOD 2580

Aaflod watude|eaag pue Buueat
Zejo Lg abeg ElL

‘ap aseqale

uoneunayu; funsaddng euomppe Lue ppy

{E0IE aurazas
UL UL 99R0RRd O PosTRT ADoodip 94
aumsrFord st wosg Surres) o) [T MOE]

paipmbos
QN yopn2fiiond mg pIoy (HidLns 104 Saop
Adpaip-ised s Km Giieapy aspapd ‘sad
AT JBUAID [EYUOSSS UL 5% If Jusuh
I paqLRsdp uonesgenbauaadelaaag
(S1[Egop S0y da1d aseold) STA PUE SIQIATRIR I Y

QHVOd HLTYIH ALISYIAING vAd TIMAH

(satuoded sapmpuznh

P sAREIEND SpnjoLt aseold) Jusunsaany
Sig yBnoIT pasTieat ag 41 SIauaq
301198 PoyTdione A A feya *ar - Apms
sttt 203 120ddns moA o1 uagerer oI s[Eap
aA1F aseold ‘20tA10s 2R 0) VORI UT

QAvOE HLTVIH ALISYIAIND vad TAMAH




YELBET £9CTO OV 88 PZLEET LIUTO UK T

PeLY 353 B YTLY A

99E TEVS UBUHELLIE]D g2€ TEVS UIppiApeeD

peoy [[#Ms.qer gQr UoUuAd |o3H

JUES IMB( JJEd ‘UamIBg ueieH IUES IWM3(] 3ed ‘uaausq uejel

pJeoq yuesH AUssMUN epa [9MAH Epq |3MAH |0BsALlid PAYDR] ppismg
JOSIAPY JUDLIMOBARQ STIOPIOAN JOTURS niyHaMms ppAloySuin yamn

3|[IAUE|D EPUELIY SIA

Epuewy
syueyl

“JUEM NOA JI 210W 2W0S sy} YSnoay yjel pue Anjigejieae Aw noA anig ||| pue Bull e aw aA1D

“JuBM NOA St SIYL Y3n0oayl NOA 3|1 PUB S330U 3){E1 PUB 3WO)

01 Addey we | paiuedwone aq 03 B 3y dARY ||Im A3U] INg 48119] Y3 Ul M uiejdxa saop 3 "NoA 104 J13113] A3 1IN0 105 UBD BLILUT ‘S3Wl} pUe WOOJ € 1N0 MOS J| “Bunum
ui 92110 SARP USAS Wayl aAIS 01 pasu noA ‘Adjod Jad sy *Supiaaw ssaWydIs [ewo] e 1o ALied noA eyl 1se88ns | rusened Jea)d e S| 313Y1 ‘UO1IESIFAUOD S ARpPO] 01 JaYUIN
297 IH

Surpoday ssewais ¥sT 9y p3lgng

<JN°SYUSI[EM®D TZTUSUO[ BWWIT> SSUOL BUWIW 1D

SN SYUSSEM@ o[P[0 AR|S9T> S[ep|Q A9|saT to],

159 Tv:TT 38 6TOZ AINT QT :21e@

I SU Sa[em@ a[IAUE[3 EQUELUE> 3|[IAUB[D BEPUBLLY :WOL]

Buinoday ssauolg HST @Y ;Jaslgng
{ JoSIADY S2UCPHOM JoIUaS - gHN Bpd [PMAH) SlfiAug]S) BpuBlly 01

{ JOoSIAPY 9210PJIOAN 101UDS - GHN BPd |2MAH) d]|IAUE|S) epuBwly



We're g zu PA {@mimﬁmz

Click 10 find out soﬁ 1o switch from paper to your online payslip

From: Amanda Glanville <amanda.glanville @wales.nhs.uk
Date: 9 July 2019 at 09:40 BST

To: Lesley Oldale <Lesley.oldale @wales.nhs.uk>

Subject: Re: ESR Sickness Reporting

HiLee

That's not great that she has had another day off. Yes please, and then phone me after the return to work.

Thanks
Amanda

Mrs Amanda Glanville

Uwch Gynghorydd Gwelithlu : Senior Workforce Development Advisor
Bwrdd lechyd Prifysgel Hywel Dda Hywel Dda University Health Board
Hafan Derwen, Parc Dewi Sant Hafzn Derwen, Parc Dewi Sant

Heol Fynnon Jéb Job’s well Road

Caerfyrddin SA31 3BB Carmarthen SA313BB

TWExt: 4724 W™ Est: 4724

WExternal: 01267 239724 & Allanol: 01267 239724
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re going PAYperiess..
Click 1o find out how to switch from paper 10 your online payslip

From: Lesley Oldale <Lesley.cldale@wales.nhs.uk>

Date: 14 June 2019 at 12:22BST

To: Amanda Glanville <amanda.glanville@wales.nhs.uk >

Subject: Re: ESR Sickness Reporting

Hi Amanda
Thanks

Mrs Lesley {Lee) Oldale
Swyddog Gweithlu’r Dyfodol
Hafan Derwen, Parc Dewi Sant
Heol Jobs Well

Caerfyrddin

Sir Gaerfyrddin

SA31 3BB

Future Workforce Officer
Hafan Derwen, St. Davids Park
Jobs Well Road
Carmarthen
Carmarthenshire
SA31 3BB
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From: Amanda Glanville <amanda.glanville @wales.nhs.uk
Date: 14 June 2019 at 11:10BST

To: Lesley Oldale <Lesley.oldale @wales.nhs.uk>

Subject: Re: ESR Sickness Reporting

HiLee

It was good to speak to you again. As discussed today, [ have attached the absence Policy for you. Inthe case we discussed, it suggests that these are all individua!l days, so
take a look at Appendix 1, on page 29. Read from pages 22 onwards as it is really useful to understand the process.

You need to have an informal discussion, with the staff member, just you and them. You need to talk about their absence and if appropriate, explain an improvement is
required.

On the phone it suggests that they seem to have Monday’s off, equating to the first Monday of the month. This is a concern, as you suggest that they come in on the
Tuesday fully well. You also menticned that each occasion related to and D&YV, have they spoken to the doctor about this as that’s a pattern of sickness.

Carry out the informal meeting, they don’t need notice and don’t have a right to be accompanied.

Suggest improvement is needed and let me know if there are any more absences.

Thanks

Amanda

<Managing Attendance at Work All Wales Policy.docx>

Wirs >?.msmm Glanville

Uwch Gynghorydd Gweithlu Senior Workforce Development Advisor
Bwrdd lechyd Prifysgol Hywe! Dda Hywel Dda University Health Board
Hafan Derwen, Parc Dewi Sant Hafan Derwen, Parc Dewi Sant

Heo! Fynnaon J&b Job’s Well Road

Caerfyrddin SA31 388 Carmarthen SA313B8

B Ext: 4724 T Est: 4724

@ External: 01267 239724 & Allancl: 01267 235724
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From: Amanda Glanville <amanda.glanville@wales.nhs.uk

Date: 4 December 2018 at 09:48BST
To: Lesley Oldale <Lesley.oldale @wales.nhs.uk>
Subject: Re: ESR Sickness Reporting

Hi Lee

As per telephone call, here is the return to work sickness form. | have also included a copy of the Managing Attendance at Work Policy.
Let me know if you want any more help.
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Mrs Lesley (Lee} Oldale
Swyddog Gweithlu’r Dyfodol
Hafan Derwen, Parc Dewi Sant
Heol Jobs Well

Caerfyrddin

Sir Gaerfyrddin

SA31 3BB

Fon/Phone: 01267 239695
leslev.oldale@wales.nhs.uk

Future Workforce Officer
Hafan Derwen, St. Davids Park
Jobs Well Road
Carmarthen
Carmarthenshire
SA31 3BB

Dvddmarth/Mercher/lau/Gwener 8.00 — 17.00

Tuesday/Wednesday/Thursday/ Friday 8.00 - 17.00
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A Return to Work discussion should be held either shortly before the employee returns to work, on their
first day back at work (this may be by phone, if appropriate or conducted by a nominated deputy) but
no later than one week following return.

Ensure you have read and are familiar with the details in the NHS Wales Managing Attendance At
Work Policy and the How To procedure Return to Work before the discussion. ‘

« Managers must meet with an employee who returns to work after any length of sickness absence
¢ This form should be signed off by both parties and the completed form held on the employee file.

|

Name of employee Job Title

Depariment ' Directorate

Date of Discussion Conducted by
‘Methoed of discussion | Face to face Telephone

Dates of Sickness Absence From: To:

: Total number of calendar
First date back in work days absent

Total number of hours lost

Reason For Absence (As stated by employee)

Notification and contact requirements complied with? Yes / No
Self Certificate completed as necessary? Yes / No
Have GP Fit Notes been submitted as required? : Yes / No

Is the employee fit enough to return to work and undertake their full range of duties?| Yes / No

Is the employee on any medication that may affect their work? Yes / No
If yes, note here the impact and any agreed adjustments

Is the absence due to a work related incident / injury? Yes / No
If yes, ensure DATIX has been completed

NHS Wales Managing Attendance At Work — Return to Work Discussion Form Version 1 — November 2018




[s this absence pregnancy related? Yes / No
(If absence is pregnancy related a risk assessment must be undertaken)

Was the absence related to any previous absence? Please give details Yes / No
Is there a likelihood of re-occurrence? Yes / No
Does the Employee consider they have a disability? Yes / No
Is the current absence attributable to the disability? Yes / No
Do any reasonable / tailored adjustments need to be considered? Yes / No

Note any adjustments here and complete the Reasonable / Tailored Adjustment Agreement
if appropriate:

What steps has the employee taken to reduce their absence from work? eg. sought advice from a GP /
other health professional etc

What support / assistance has the manager given to the employee to help reduce their absence from
work?

Are there any underlying problems relating to the absence and can any assistance
be given to the employee by the Health Board? Please give details Yes / No

Ensure employee is aware of local services available fo them — Wellbeing; Physio; Occupational Health; Dietician;
Smoking cessation efc

Does the employee have any comments to make about work related concemns Yes / No
which may have a bearing on the sickness absence?

NHS Wales Managing Attendance At Work — Return to Work Discussion Form Version 1 — November 2018




Has a pattern of absence been identified that is a cause for concern? Yes / No
Eg. where absence precedss or follows annual leave, bank holidays, night duty efc

Referral to Occupational Health required? Yes / No
If yes, please discuss the reasons for referral with the employee and complete the refevant
referral form

Has the employee met an NHS Wales Managing Attendance review prompt ? | Yes / No

\ | First Formal Meeting

Detaif below the review prompt met, the implications of this (eg. the stage meeting now due - informal / first formal
/ second formal / third formal); discretion fo be applied (y/n and reason); the consequences of further absences in
line with the policy

Review Prompt Met YIN

3 episodes in any rolling 6 month period

2 or more absences totalling 10 calendar days or more in a rolling 12 month period
Recognisable patterns of absence

Stage Meeting Due YIN Discretion Applied YIN

{Provide detailed reasons below)

Informal Discussion

Second Formal Meeting
Third / Final Formal Meeting

Additional notes of discussion / summary of meeting
Enstire all appropriate support mechanisms have been discussed and any agreed actions noted below. If no

additional support is required make a note here

NHS Wales Managing Attendance At Work — Return to Work Discussion Form Version 1 - November 2018




Agreed Actions

Employee;

Manager:

[ﬁconfi'rm"t‘lkiat:: B

a) 1 have not undertaken any other paid or unpaid work, including self-employment without
prior written consent from my manager. _

b) | have not taken part in any activity not consistent with the reasons given for my absence
or that would result in any delay in my return to work.

c) I am now fit to return to work.

d) [ understand the issues and actions described above

e) I understand any contravention of the NHS Wales Managing Attendance At Work policy
may result in investigation by the NHS Counter Fraud Service and | may be liable for
criminal prosecution, disciplinary action and loss of any sick pay entitlement.

f) The information given on this form is a fair record of the return to work discussion.

q) | understand the above information will be used for the purposes or recording and
monitoring sickness absence and may be shared with Occupational Health, Human
Resources and my line managers

Signed Employee Date

Signed Manager Date

A copy of this form may be given fo the employee

NHS Wales Managing Attendance At Work — Return to Work Discussion Form Version 1 — November 2018
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“We're going PAYperless..

Click 1 find out ho witeh Trom paper to your anline payslip

From: Tina Williams (Hywel Dda UHB - Future Workforce Assistant (Work Experience})
Sent: 15 June 2019 14:30

To: Sally Owen {Hywel Dda UHB - Strategic Resourcing Manager)

Cc: Amanda Glanville (Hywel Dda UHB - Senior Workforce Advisor )

Subject: RE: hospital work experience

Hi Amanda

I spoke to her and she was didnt know that she was making errors. I have provided her with training. The only problem is that she is still making

mistakes.

Can you phone me please?

Thanks

Tina

Tina Williams

Bwrdd Iechyd Prifysgol Hywel Dda Hywel Dda University Health Board
Gwithlau Datblygu Sefydliadol Workforce & Organisational Development
Hafan Derwen Hafan Derwen

Parc Dewi Sant St David's Park

Heol Jobs Well Jobs Well Road

Caerfyrddin Carmarthen

Sir Caerfyrddin Carmarthenshire
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I have included the All Wales Capability Policy, please read the sections | have highlighted.

Thanks

Amanda

Mrs Amanda Glanville

Uwch Gynghorydd Gweithiu Senior Workforce Development Advisor
Bwrdd lechyd Prifysgol Hywel Dda Hywel Dda University Health Board
Hafan Derwen, Parc Dewi Sant Hafan Derwen, Parc Dew: Sant

Heaol Fynnon Jéb lob’s Well Road

Caerfyrddin  SA31 3BB Carmarthen SA313BB

TWext: 4724 %@ Est: 4724

TExternal: 01267 239724 @ Allanol: 01267 239724

We're going PAYperless...

~ Click 1o find out how 16 Switch z.a.i. paper to your ording ﬁmwm.m_v

Let me know if this does not solve the problem.



HYWEL DDA LOCAL HEALTH BOARD

G IG Bwrdd lechyd

Hywel Dda
Health Board

GUIDANCE ON REFERRAL OF

HEALTH SERVICE

EMPLOYEES TO THE OCCUPATIONAL

' All previous

April 2016

September Vanessa WE&OD sub .
! 2012 Davies Approval committes Apiil 2013
Extension whilst
March 2016 Kim Warlow review takes W&Q0D 452016 311212016
piace
: Extension whilst 18/7/2017 31122017
Kim Warlow review is W&0D
finalised 15.3.2018 30.9.2018
Data Protection Wa&0D
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1. STATEMENT

The Health Board recognises the pivotal contribution that its employees make to ensuring that
a high quality, timely, cost effective and safe service is delivered. It further recognises that
employees wish to make a consistent contribution to the work of their local organisations, but
that, from time to time, will themselves become ill and be unable to work. It is essential that the
organisation has in place comprehensive and effective policies which identify its
responsibilities to provide a healthy working environment, support the employee when ill and to
facilitate their timely return to work. In return, the employee must take responsibility for the
maintenance of their health with a view to minimizing the time they spend away from work
through sickness.

2. AIMS
To ensure appropriate health advice and support is available for all staff and to and offer
guidance regarding the referral of individuals to the occupational health service.

3. S8COPE
The Occupational Health Service of the Hywel Dda Health Board is available to support and
advise employees throughout the Organisation.

4, RESPONSIBILITIES

« All staff have a responsibility to ensure they are making suitable efforts to maintain their
own health.

¢ Under the Sickness Absence Policy (All Wales), managers are responsible for ensuring
that their staff are medically fit for employment. All new staff must undergo health
assessment but this only ensures that staff are fit for work at the time of the

~ assessment.

¢ Throughout their employment with the Health Board, staff may experience health
problems or changes in their fitness to work which they or their manager may identify.
When doubt exists about an employee’s fitness for work or when there are reported
changes in the health or well-being of a member of staff the advice of the Occupational
Health Service should be sought.

COMMON REASONS FOR MANAGEMENT REFERRAL

e Frequent absences due to sickness

Long term absence due to sickness

Sickness following maternity or other leave

Following an injury at work

Employees performance at work is causing concern

Concern that work related matters may be adversely affecting the employees heaith
Onset of a diagnosed disease or disability

Where ill health retirement is considered

5. REFERRAL PROCEDURE
« Any member of staff can seek the confidential support of the occupational health
service. In these circumstances the service will not usually divulge information to any
other party without the express consent of the individual, including whether an individual
has chosen to seek the service support. This is unless the individual reports an issue
which can have serious implications either for their own, patients, staff or the
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organisation’s safety. [n these circumstances the occupational health practitioner will
discuss the potential implications, document the information in the clinical records and
actively encourage the individual to either take appropriate action to escalate and seek
a resolution or permit the occupational health practitioner to do so. If there are
circumstances such as a an individual developing a notifiable disease then all action
indicated by relevant guidance or legislation will be followed

When a line manager wishes to refer an individual to the service they must ensure that
the employee is fully aware of the reason for the referral.

The manager should complete the relevant referral documentation (found in the forms
library on the intranet). It is crucial that this document is completed accurately and fully,
if the referring agency wishes to obtain the most pertinent advice.

In exceptional circumstances an appointment can be arranged before a referral form is
received if the Manager speaks directly to the senior occupational health practitioner for
that department. However, the Employee’s must be informed for the reason for the
appointment before the occupational health practltloner can undertake a consultation
with the employee.

All referrals should be sent to the local Occupational Health Department.

The effectiveness of advice and support for the referring Manager depends on the
guality of communication between the Occupational Practitioner and the Manager. If a
Manager wishes to raise any specific questions about an employee these should be
made clear on the referral form or dealt with in a covering letter.

6. WHO WILL CONDUCT THE ASSESSMENT?

6.1.

Occupational Health Physician

The Occupational Health Physician provides specialist medical advice for those staff who have
been referred and require a Medical opinion/advice/concerning fitness for work. These cases
would include:

6.2.

All medical conditions that require diagnosis, management advice and prognosis in

- relation to fithess for work.

At the onset of a diagnosed disease or disability, especially if this meets the criteria of

- the Equality Act 2010

Complex surgical and orthopaedic cases

Any individual who requires referral to another medical practitioner or health
professional

Those being considered for ill-health retlrement

Any case which may potentially progress to compensation claims or future litigation
against the Health Board

Work related injuries or illnesses

Occupational Health Nurse Advisor

The Occupational Health Nurse Advisors, when in possession of the relevant occupational
health qualification and experience, are able to offer advice on the management of sickness
absence in the following cases:

Minor mental health disorders, including anxiety, stress or short term depression
Frequent short term absence for minor ilinesses, such as colds, migraine, diarrhoea and
vomiting etc.

Those members of staff who require adjustment to rehabilitate into the workplace.

Minor surgical procedures

Medical conditions which are well controlled by relevant medication

Social or family difficulties affecting ability to work
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o Work related stress, especially bullying, harassment and professional relationships at
work or if an individual employee's performance at work is causing concern.
Health problems during or after pregnancy, which may affect fitness for work

+ Skin problems, which affect fitness for work

« To facilitate referral to other specialist services.

7. AN OCCUPATIONAL HEALTH ASSESSMENT WILL ADDRESS THE FOLLOWING

AREAS:

o How long is the employee likely to be absent from work?

o Could they return to work sooner if adjustments/restrictions were made to their work? If
yes, what adjustments/restrictions should apply and for how long?

e |s there an underlying medical condition affecting the employee’s fitness for work?

« Is redeployment recommended on medical grounds? If so, what type of work would be
appropriate and for how long?

« Do any aspects of the job affect the employee’s health? If so, what can be done about
this?

o The likelihood of ongoing episodes of sickness absences

s whether such absences will be of long or short duration

8. THE APPOINTMENT :

The Employee will be notified in writing of his/her appointment by the occupational health
department and the manager should be copied into the appointment lefter. Managers are
asked fo plan ahead and where possible, discuss a referral with the member of staff as soon
as possible so that the occupational health department has time to schedule in the
appointment . with due priority. The departments have a system that incorporates urgent
appointments into its diary. Such appointments are available on discussion with the senior
clinical practitioner in the occupational health department but are not always available.

9. MANAGEMENT COMMUNICATION

e The occupational practitioner will send a written report to the referring Manager. The
contents of the report are discussed with the Employee, who is also given a copy of the
report as a matter of good practice. Under the terms of the Data Protection Act /General
Data Protection Regulations 2016 or any subsequent legislation to the same effect,
Employees have a right to see their occupational health records. The report is written in
terms of advice on functional ability, i.e. the ability of the Employee to carry out the
duties of their employment.

o Medical details about an employee can not be disclosed to management without the
consent of the employee, who would have in the first instance only consented to attend
for an assessment.

« The Employee may wish to see a report before it is released to management.

» Occasionally the occupational practitioner may, when requested, telephone or meet with
the Manager to clarify specific information but again this would require the consent of
the Employee.

10.GENERAL MEDICAL COUNCIL GUIDANCE

The occupational health service is required to comply with the General Medical Council advice
regarding information being provided to managers when an employee is absent due to
sickness. The recommendations are that any employee who has attended a consultation with
and where advice to managers will be offered, the occupational health practitioner should:
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¢ Inform the employee that they are entitled to see the occupational health advice, should
they choose to before the referring agency and can at any stage decline to allow the
occupational health service to provide that advice.

¢ Gain written consent for the release of the information

All occupational health practitioners will endeavour to ensure that the employee understands
the importance of clear communications between all parties, but occasionally waiting for the
employee to consent for the release of information can lead to delays.

11.FAILURE TO ATTEND AN APPOINTMENT

A non-attendance notification letter is sent to Managers, following managerial referral. It is then
& management responsibility to arrange another appointment for the employee, if required. No
further appointments will be issued when an individual ‘does not attend’ and fails to advise the
service of the reasons for this.

12. EQUALITY

Hywel Dda Heaith Board recognises the diversity of its workforce. Qur aim is therefore to
provide a safe environment where all employees are treated fairly and-equally and with dignity
and respect. Hywel Dda Health Board recognises that the promotion of equality and human
rights is central to its work both as a provider of healthcare and as an employer. This policy
has been impact assessed to ensure that it promotes equality and human rights. The
assessment was undertaken using the toolkit of the NHS Centre for Equality and Human
Rights. The equality impact assessment outcome is available to download with this policy.

13.TRAINING

All staff will be made aware of the existence of policies at Induction. Copies of policies can
also be viewed on the Health Board's Intranet or obtained via the Workforce and
Organisational Development Department. Learning and development opportunities will be
provided as appropriate depending on the complexity of the policy. These may be provided at
training sessions which all staff will be informed of in advance via internal communication
channels, their line manager.

14, IMPLEMENTATION
« Managers are responsible for raising awareness of the policy to all employees.
» The policy will be advertised in Health Board publications/briefings and will be made
available on the Intranet.
+ Managers who require training as a result of this policy should contact their Learning
and Development Department.

15.MONITORING
Monitoring of the use of and compliance with this policy will be undertaken periodically by the
Head of Occupational Health and reported on to the Heaith at Work Group.

16.REVIEW

This policy will be reviewed in three years time. Earlier review may be required in response to
exceptional circumstances, organisational change or relevant changes in legislation or
guidance.
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Rob Blake/ Jackie Wright 12.45pm - 2.15pm

Rob Blake/ Jackie Wright 2.30pm —4.30pm

QD team 4.30pm —5.00pm

Kind Regards

Jackie

Jackie Wright

OD Project Support Manager/Rheolwr Cefnogi Prosiect
Hywel Dda Health Board/Bwrdd lechyd Hywel Dda
Hafan Derwen/Canolfan Derwen

Tel/Rhif ffon: 01267 239701 Ext: 4701

Fax/Ffacs: 01267 239860

E-mail/E-bost: jackie.wright@wales.nhs.uk

Don't forget, we publish regular briefings that inform you of the latest developments within the Workforce and OD Directorate. They can be found on the 'Working for
Us' section on the Intranet headed 'Your Briefings'. To access our briefings please click here - htt howis.wales.nhs.uk/sites3/page.cfm?orgid=880&pid=3184]1
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3.00pm - 4.30pm .
@E 2

9.00am - 9.30am
9.30am - 11.00am

9.00am - 9.30am

| Amanda Glanville . 9.30am~ 11.00am
‘ e T ——

| Sally Owen/ Resourcing Team
LN ‘

Sally Owen/ Resourcing Team

| 11.15am — 12.45pm

| 1.15pm - 2.45pm

Sally Owen/ Resourcing Team 3.00pm - 4.00pm
OD team 4.00pm —4.30pm

Kind Regards

Jackie

Jackie Wright

OD Project Support Manager/Rheolwr Cefnogi Prosiect
Hywel Dda Health Board/Bwrdd lechyd Hywel Dda
Hafan Derwen/Canolfan Derwen

Tel/Rhif ffon: 01267 239701 Ext; 4701

Fax/Ffacs: 01267 239860
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| 10.45am — 12.30pm

_ 1.00pm -3.00pm

3.15pm - 4.15pm

£ MMW SR
Facilitator 9.15am - 9.30am
Rob Blake/Jackie Wright 9.30am —11.15am

ffee

11.30am —1.00pm

_ 1.30pm —3.30pm

| 3.30pm —4.15pm
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| Rob m“mﬂwmbmn_ﬁm Wright

ffee

Rob Blake/Jackie Wright | 3.15pm - 4.30pm

Kind Regards

Jackie

Jackie Wright

Rheolwr Cefnogi Prosiect / OD Project Support Manager

Bwrdd lechyd Hywel Dda / Hywel Dda Health Board

Canolfan Derwen / Hafan Derwen

Rhif ffon / Tel: 01267 239701 Ext: 4701

Ffacs / Fax: 01267 239860

E-bost / E-mail: jackie.wright@wales.nhs.uk
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Kathryn Wiiliams / James Webber

9.00am —9.30am
9.30am — 10.30am

10.45am — 12.30pm

1.00pm -3.00pm

3.15pm - 4.15pm

Facilitator
Amanda:Glanville’

9.15am —9.30am
9.30am =11.15am

11.30am —1.00pm

1.30pm ~ 3.30pm

3.30pm —4.15pm

T Dok g@oﬂg

Kind Regards

Jackle
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Bwrdd lechyd Prifysgol
Hywel Dda
University Health Board

Hafan Derwen, Parc Dewi Sant,

Ein cyf/Our ref: AQ/GB Heol Jobs Well, Caerfyrddin,
Gefynnwch am/Please ask for: Angie Oliver Sir Gaerfyrddin SA31 3BB
Rhif Ffén /Telephone; 01267 239744 ADRAN GWEITHLU A DATBLYGU SEFYDLIADOL
WORKFORCE & OD DEPARTMENT

Ffacs/Facsimile: 01267 239860

_ i L Hafan Derwen, Parc Dewi Sant,
E-bost/E-mail: A?hg‘e"’“"er@wa'es‘”hs'”k Jobs Well Road, Carmarthen,
Dyddiad/Date: 9 January 2019 Carmarthenshire, SA31 3BB

PERSONAL

Dear Amanda

Re: Compliance and Support — PADR Process

On behalf of the board, | wanted to thank you for your hard work and commitment in
relation to increasing PADR compliance across the Healith Board.

It was very important to the board that we increased our performance towards this area
and, following the significant work undertaken by you, we have been able to report a much
more positive picture.

The success of your effort is reflected in the quality of the completed appraisals, as well as
in the motivation and gratitude showed by the line managers that you supported.

Thank you, Amanda for all your hard work, which has been undertaken in addition to your
substantive role.

Yours sincerely

Qijmwl

Angie Oliver | -
Assistant Director of Organisational Development
Cyfarwyddwr Cynorthwyol Datblygu Sefydiiadol

Swyddfeydd Corfforaethol, Adeilad Ystwyth, Corporate Offices, Ystwyth Building, Cadeirydd / Chalr
Hafan Derwen, Parc Dewi Sant, Heol Fiynnon Job, Hafan Derwen, St Davids Park, Job's Well Road, ~ Mrs Bernardine Rees OBE
Caerfyrddin, Sir Gaerfyrddin, SA31 3BB Carmarthen, Carmarthenshire, SA31 3BB

Prif Weithredwr/Chief Executive
Mr Steve Moore

Bwrdd lechyd Prifysgol Hywel Dda yw enw gweithredol Bwidd lechyd Lieol Prifysgol Hywsl Dda
Hywel Dda University Heaith Board is the operational name of Hywel Dda University Local Health Board

Mae Bwrdd lechyd Prifysgol Hywel Bda yn amgylchedd di-fwg  Hywel Dda University Health Board operates a smoke free environment
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Mrs Amanda Glanville

Uwch Gynghorydd Gweithlu Senior Workforce Bevelopment Advisor
Bwrdd lechyd Prifysgol Hywel Dda Hywel Dda University Health Board
Hafan Derwen, Parc Dewi Sant Hafan Derwen, Parc Dewi Sant

Heol Fynnon Jéb Job's Well Road

Caerfyrddin SA313BB Carmarthen SA313BB

TExt: 4724 W Est: 4724

WExternal: 01267 235724 & Allanol: 01267 239724

We're golng PAYperless...
s e ,

Click to find out how to SWiteh from paper ta your anling payship
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Sustainable & Skilled Workforce (2016 & 2018)

Management Skills - Positive experience of line management

(Al Staff Groups)

%helieve lina menzger understands pressures

% satisfied with fevel of manager support

¥-agree [ine manageris suppertiae in a personal misis

% agres line mansger makss clear what = experted

% can meet conflicting demands

I

)

£l

4 W M M B S0 0

Erare

KEY

Range

Other Orgs

2018 - Hywe! Dda UHB
ATl Staff Groups)

2018 - NH3 Wales
[Alf Staff Groups)

2036 - Hywel Dds UHB
|Alt Staff Groups)
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Appraisal Rates by Staff Group: Hywel Dda UHB vs NHS Wales

All Staff Groups Greater 85%
Add Clinical Services Between 50% - 85%
Less than 50%

Add Prof, Scientific & Tech
Admin & Clerical

AHPs

Estates & Ancillary
Healthcare Scientists
Medical & Dental

Nursing & Midwifery

o 10 20 30 49 50 60 70 80 a0 100
Percentage Compliance

& Mar-19 o Mar-18 | NHSwWales
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