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LO1 - Be able to contribute to the delivery of performance management activities within the organisation.

1.1	Explain performance management policies and processes in the organisation 	and the roles and responsibilities of those involved in them.

According to CIPD, (2020), the aim of performance management is to monitor, maintain, and improve employee performance to meet both individual and organisational objectives.  Effective performance management will provide employees with the necessary skills, support and resources to undertake their roles effectively whilst taking personal accountability.

Swansea Council has a Performance Management Policy (EV1) which evidences the importance of such process within the Organisation, embedding a culture of performance management by linking with other practices such as competency based performance management, appraisals, training and development, succession planning and workforce planning.

There are various detailed guidance and documents available to both Managers and staff when undertaking the appraisal process (EV2).  Due to the operational services within the Council, both online and manual options are available when conducting the appraisal process.

In addition, an Employee Performance Management Handbook (EV3) is available detailing how targets should come from top down and linked to the Corporate Improvement Plan.  In addition it refers to ‘The Golden Thread’ which explains how an individual’s targets link to the overall Corporate Objectives.  This approach is in line with (CIPD, 2019) describing the importance of establishing individual objectives linked to the Organisation’s mission and strategy.

An important factor of performance management is setting goals which are meaningful to the individual with realistic targets having a collaborative approach between both employees and managers.  Goals can be set in line with individual capabilities with regular review meetings identifying any training or support requirements to enable them to succeed.  This is evidenced within both the corporate 121 form, (EV4) and appraisal form (EV5).

Employees who are aware of what they are accountable for and the added value they bring to the organisation are more likely to be committed and succeed in their roles, (SHRM, 2020).

A vital part of effective employee performance management if providing feedback to individuals on how they are performing within their roles.  This enables them to understand if they are doing a good job or if there are areas for improvement.  This feedback increases motivation, supports development and helps individuals to be effective in their role.  The process of which is clearly detailed within (EV3).

Employee Performance Management is incorporated into the Council’s Capability Policy (EV6), which ensures employees are provided with the necessary support and training to enable them to undertake their role effectively, providing an opportunity for improvement but also detailing the process of addressing poor performance.

The responsibility of Performance Management as stated within (EV1) is that of the whole workforce.  Roles and responsibilities for Strategic Management, HR, Line Managers and employees are clearly defined establishing a shared understanding of the overall business objectives aiming to achieve high levels of organisational performance.

The Chief Executive and Directors are responsible for ensuring the effective implementation of the policy.

The role of Line Managers within Swansea Council (EV1) is to undertake annual appraisals, regular 121’s, training and development opportunities, setting work targets and objectives.  They should encourage individuals and teams to be accountable for developing their own skills, performance and behaviours.  This is line with the best practice approach (CIPD, 2020) stating the essential role of line managers in undertaking regular reviews, setting goals, monitoring progress, providing feedback and assessing performance.

It is clear within (EV1) that the Head of HR is responsible for maintaining and reviewing the policy in line with legislative requirements and codes of practice.  Whilst HR provide policy training to Managers (EV7), as stated within (HRM Handbook, 2020), it is far more difficult to provide managers with necessary ‘soft skills’ to enable them to undertaken effective performance management.  However, within the Council, this is incorporated into the Management Development Programme (EV8).

1.2	Explain key sources of information including legislative information, which 	underpin performance management activities.

A key consideration in relation to performance management is the Equality Act 2010 which legally protects people within the workplace from discrimination.  It ensures that everyone if provided with the same opportunities, considering reasonable adjustments for those employees with specific requirements arising from a particular protected characteristic, (Gov.uk, 2015).

With regard to measuring staff performance, (ACAS, 2021) state that organisations must ensure that employees with a protected characteristic are not discriminated against or put at a disadvantage.

Another key legislative requirement is the recording of personal data in line with GDPR including performance appraisals.  (CIPD, 2021) detail individuals’ rights and employer obligations regarding the processing of personal data either computerised or manual records.

Swansea Council evidence all requirements within (EV1) to ensure they comply with the legislation as set out above.

1.3	Provide timely and accurate information to colleagues regarding 	performance management activities.

In relation to the timescales of conducting formal appraisals within Swansea Council, this process commences following the business planning process in March of each year, the Chief Executives targets are set by Council in May and there is a requirement for all appraisals to be completed by September with the exemption of Education staff which is October.

Within my role as HR & OD Business Partner, whilst I don’t have direct line management responsibilities, I am required to advise and support the HR & OD Team in ensuring the continuous improvement of the service, full details of the role are detailed within the Job Description, (EV9).

Following a restructure of the HR Service in 2019, individuals lacked knowledge and expertise in relation to Education and Schools.  I thought it would be beneficial to instigate monthly meetings with the HR Advisor’s to provide advice in relation to case management, discuss resolution plans, lessons learnt and an opportunity for me to provide advice and support to members of the team who had little knowledge and experience of working within Education, (EV10, EV11).

Within my role, I provide advice to the HR Advisors on a daily basis and consider areas for improvement.  I recently identified redeployment as an area for review due to inconsistencies in relation to the documentation being issued, therefore I revised the documentation, providing templates and issued correspondence to the team via email, (EV12).

When providing advice and support, I feel it is important to ensure accurate information is provided, steering people appropriate sources of information.  This is specifically relevant within Schools due to the various statutory guidance and the role of the Governing Body.  I have provided advice to a HR Advisor in relation to contractual query whereby an employee was challenging a response in relation to their employer, (EV13).

Another aspect of my role is to provide guidance documents and training to Schools in relation to the Redundancy Policy.  Due to Teachers Terms and Conditions, the process is quite complex with the requirement to meet specific timescales.  It is important to provide updated information on an annual basis prior to the Schools being provided with their delegated budget.  The information obtained within (EV14), is communicated with Schools via email followed by specific training to ensure they are well equipped to conduct the process effectively.



LO2 - Be able to support line managers to deliver performance management activities within the organisation.

2.1	Analyse the types of support line managers in the organisation need from HR, in 	relation to performance management activities.

· Analyse (using methods such as: examination of existing TNA information, examination of performance management outcomes, direct consultation with managers or employees) the types of support needed by line managers, in your own organisation, in relation to performance management activities (see list above).   Demonstrate how you provide support (e.g. specific advice, coaching, guidance or training) aimed at developing line manager capabilities in performance management activities.  

The role of HR is to provide management with the necessary skills and training when providing performance feedback.  Whilst training can be provided in relation to the relevant stages of the performance management process, it is far more difficult for HR to provide managers with the necessary ‘soft skills’ to enable them to undertake effective performance management, (HRM Handbook, 2020).

The approach within the Council is in line with best practice in that the role of HR & OD is to provide professional advice, guidance and training in relation to all aspects of Performance Management (EV1).

Swansea Council identified the ‘gap’ in relation to the softer skills required and as such incorporated interpersonal skills as a topic within the Management Development Programme, providing Managers with the necessary skills to undertake difficult and crucial conversations which are essential for effective performance management (EV8).

The approach to Performance Management within Swansea Council is emerging.  A review of the current process has been undertaken, the results of which were presented to the Corporate Management Team in 2019 (EV15).  The report identifies continued non-compliance of the current policy and details reasons as to why the online process is not fit for purpose, resulting in inconsistencies across the Council.

CMT agreed the development of the process, undertaking regular reviews, rolling service specific objectives, behaviours and individual development requirements.  The buy in from Strategic Management in implementing such process is vital for its success.  The study referred to as the ‘black box’ carried out by (Purcell et al. 2003), suggests that organisations looking to enhance the contribution that HR can make must develop a ‘bundle’ of policies and procedures that meet the needs of the workforce whilst creating an environment where people chose to work.

Whilst I have not had direct involvement in undertaking the review, following a discussion with a Principal HR Business Partner (EV16), I now have a thorough understanding of the current approach to Performance Management and the future development of the process.  Unfortunately, due to the Pandemic, review of the online system is currently on hold and as such the Authority is continuing with the current process.

When providing advice to Schools, I am mindful of my approach in that they are School Leaders and buy into a HR Service Level Agreement so therefore, I ensure that I signpost them to relevant information and provide as much guidance as possible.  There are currently a number of Newly Appointed or Acting Headteachers who may have little experience with People Management and therefore, I make myself visible to them and provide reassurance in relation to HR Policies and Procedures.  An example of is detailed within (EV17) whereby I have provided detailed information and documentation in relation to Management of Absence and the response which confirms the value of the discussion and information provided.

With regard to the HR advice and support I provide, throughout the past 12 months, I have acknowledged the challenges being faced by Managers/Headteachers and as such always ensure the advice provided is a thorough as possible but also supporting the health and wellbeing individuals.  This is evidenced within (EV18), where I provided ongoing advice to an Acting Headteacher regarding contentious issues but also provided support in relation to her own health and wellbeing.

2.2	Support line managers’ capability to deliver performance management 	activities

Within my role, I am required to provide advice and guidance to Schools on all employee relation matters, employment legislation and conditions of service.  To achieve this, I provide ongoing training to Headteachers, Senior Leadership Team and Governors on HR Policies including Safer Recruitment, (EV19).

In addition to the above, there are also a number of HR E-learning training courses available to support Managers in undertaking effective performance management activities, (EV20).

According to the (CIPD, 2020), the development of newly appointed line managers is crucial in order for them to have the necessary skills and behaviours to undertake the role effectively.  It is often the case that operational managers are promoted from within the Organisation and as such may not have any managerial experience prior to their appointment.  This is recognised within Swansea Council and as such, both current and aspiring managers are required to undertake the Management Development Programme, (EV8).

As part of my role, I am required to provide advice to Senior Managers in relation to Organisational Reviews, ensuring a fair and transparent process.  Conducting consultation with staff can be challenging and as such, I am available from the outset ensuring an effective, meaningful process for both Trade Unions and staff.  This is evidenced within (EV21), whereby I was the HR Lead providing professional advice to the Project Lead.  Whilst there is detailed documentation available in respect of Organisational Review, the Project Lead had little experience within this area of expertise and as such, I was providing regular advice and reassurance to enable the service area to achieve its objectives.  Again this is evidenced within (EV22) whereby I provided a template email following consultation to be issued to staff advising them of the support available.

Within my role, I feel it is important to provide Managers/Headteachers with the necessary support and guidance in order for them to have confidence in dealing with performance related matters.  This is specifically important when dealing with staff who are absent from work due to illness.  I provide advice regarding points of discussion for welfare meetings and options for consideration.  An example of which being (EV23) whereby I am advising a Headteacher in relation to a complex sickness case, providing guidance regarding medical advice and reasonable adjustments for consideration by the School.

Whilst the responsibility of performance management lies with Management, HR have a role to play in providing the relevant support to ensure the process is conducted effectively and benefits the employee and organisation, (SHRM, 2020).



2.3	Work in conjunction with line managers in the provision of employee 	performance 	and development reviews

As detailed within my Job Description (EV9), the purpose of my role is work in partnership with line managers to proactively identify and meet the HR & OD needs of the business, assisting in achieving it’s organisational goals.

In order for me to do this effectively, I undertake HR Policy Training with School Leaders and Governors, providing them with the necessary knowledge and understanding of the policies and procedures in place to support with Performance Management activities, (EV19).

Swansea Council have policies and procedures in place for all aspects of HR which are accessible via the Staff Intranet (Staffnet, 2021).  However, historically HR has been seen as an old fashioned service whereby managers required a lot of hand-holding.  Following the restructure in 2019, the HR service is evolving with the introduction of the new Business Partner roles which enables closer alignment to business strategy and an understanding of the service wants to achieve and a culture of working together.  This approach being in line with the CIPD viewpoint of the Business Partner role, (CIPD, 2020)

In addition, the implementation of the Management Development Programme (EV8), provides managers with the knowledge and skills but also the behaviours required in order to undertake the role effectively in line with the future of the Organisation.  This in turn requires less hand holding from the HR Department with an increased focus on Strategic Development.

With regard to Headteachers, it is my view that their expertise is within the Educational Sector and as such, they buy into a HR service level agreement to ensure specialist advice is available in order for them to deal with staff matters effectively.  As such, the HR Team provide additional support to that of Central Management.  The advice and support evidenced within (EV14, EV17, EV21, EV22, EV23) provides an insight into the documentation provided to Schools regarding HR Policies and Procedures.

A witness statement provided by the Head of EOTAS (EV24), confirmed the support I provided was effective and met the requirements of the Organisational Review.

With regard to support provided to Headteachers, recognition of the advice I provided to an Acting Headteacher over a 12 month period is evidenced within (EV18).

Overall, Swansea Council have a pro-active approach in relation to Performance Management activities with a number of HR policies and procedures in place to support both Management and Staff.  It is my view that the approach is continuing to evolve and the review of the current Performance Management Policy as explained by the Principal HR Business Partner within (EV16) will support continuous development within the Organisation as a whole.



LO3 - Be able to assess the impact of performance management activities on 	organisational performance and make recommendations for enhancement.

3.1	Evaluate the organisation’s approach to performance management, including 	employee performance and development reviews

As defined by (Toolbox hr, 2020), performance management is the process of continuous communication and feedback between a manager and employee towards the achievement of organisational objectives.

In line with Employee Performance Management Policy (EV1), the HR&OD service has an obligation to review its implementation on a regular basis.  The Project Manager conducts an Audit every 2 years and produces a management report (EV25).

The report in 2018 provided an analysis of the audit in relation to both the paper based and on line system providing feedback regarding the current systems and recommendations for improvement.  One of the main outcomes of the report was that the current digital Oracle system was not fit for purpose, this was acknowledged by the Senior Leadership Team and a subsequent review has been undertaken by the Principal HR&OD Business Partner which is detailed within (EV16).

Due to the Pandemic, the Performance Management review has been put on hold and as such, the Council are continuing with the process already in place.  Whilst it has been identified that the current system is not fit for purpose, during the interim period, Managers are encouraged to have regular discussions with employees, utilising the 121 form (EV4) which records the discussions whilst also ensuring engagement and development opportunities.

Encouraging regular feedback via performance management activities motivates employees in reaching their goals and provides development opportunities within their current role and career progression.  The review being undertaken within the Council is encouraging this approach which is line with best practice detailed by CIPD (CIPD, 2020).

According to (CIPD, 2019) effective Performance Management activities include establishing individual objectives which are linked to the organisation’s mission and strategy.  Swansea Council evidence this approach in the 121 form (EV4) linking Individual, Team and organisational objectives which provides employee’s with an understanding as to how their input adds value to the organisation as a whole.

In addition, Swansea Council include competencies which is outlined within the Job Description and Person Specification of the role (EV9) along with a role profile (EV26).  As outlined within (EV1) Swansea Council believe that having an understanding of the competencies required of a specific role, allows employees and managers to have meaningful conversations regarding the expected level of performance and behaviour.

3.2	Assess the extent to which performance management processes support high 	performance working (HPW) and contribute to sustained organisational 	performance

Within Swansea Council, there are a number of HR policies and procedures in place to support Performance Management activities, (EV27).  Such policies are agreed in conjunction with the Corporate Management Team and Trade Unions which in itself evidences a collective approach between the Organisation and its workforce.

This approach being in line with (Woodhams, 2016) who note that in order to achieve high performance working, organisations are encouraged to devise a set of ‘high performance work systems’ compromising of distinct HR policies and procedures which promote employee commitment and engagement.  The achievement of HPW needs to be a collective approach between both the Organisation and its workforce, (Woodhams, 2016).

The Employee Performance Management policy (EV1), contributes to the effective development of individual and teams in order to achieve high levels or organisational performance.  Whilst this is currently under review, as detailed above, there are current processes in place to encourage two way communication and provide development opportunities for employees.

Our employees are critical to the services provided by the Council. The Council's practice in the recruitment, selection and development of suitable employees is an integral activity in sustaining and improving growth within the framework of its business plans

It is clear within the 121 form (EV4), Job Description (EV9) and role profile (EV26) that performance objectives set for Individuals are directly linked to the overall business objectives.  Thus providing individuals with a clear understanding of their expectations and a structure to engage discussion in relation to potential performance management concerns but also career progression and development opportunities for staff.  A regular review of Job Descriptions help to keep performance at optimum.

An option detailed within the audit undertaken in 2018 (EV25), is that any new competency framework implemented going forward needs to be aligned to both the recruitment and appraisal processes in order to join up Employee Performance Management mechanisms that are fit for purpose and ensure sustainable future workforce.  This approach being line with the CIPD (CIPD, 2018) which refers to High Performance Working being a concept which describes how HRM practices determine outcomes by merging different groups of processes into ‘bundles’ having a positive impact on organisational performance.

3.3	Recommend ways for developing performance management processes to 	enhance their impact on organisational performance

On consideration of the current Performance Management processes in place within Swansea Council, it is evident through the audit in 2018 (EV25) and discussions with the Principal HR & OD Business Partner (EV16) that the current process was not fit for purpose resulting a subsequent review being undertaken.

It is positive that there was ‘buy in’ from the Corporate Management Team in undertaking the review and agreements in relation to the recommendations for improvement.  This evidences the valued contribution of the HR function from a strategic perspective and as such, likely to improve engagement with Managers going forward.

Unfortunately, due to the Pandemic, the review has been on hold and as such the Council have been unable to progress further however, it is my view that the Organisation have a ‘best practice bundle’ in place which promotes the well-being of employees which has a significant effect on improved performance.  According to (Woodhams, 2016) having HPWS in place to engage and motivate employees within their roles, in turn helps to improve business performance, (Woodhams, 2016).

A way of developing performance management would be to undertake training needs analysis on a regular 3-5 year cycle which would provide Senior Managers with an understanding of the skills within the current work force, identifying any gaps and consideration of learning and development opportunities in order to meet the requirements of the future workforce.  This would ensure the workforce is keeping at optimum performance however, this may be restricted within the public sector due to budget constraints.

It is my aim to relay my thoughts as outlined above to the Principal HR & OD Business Partner for consideration as part of the overall review process.

On conclusion of undertaking an analysis of the Council’s approach in relation to Performance Management, from a personal perspective I feel I have enhanced my understanding of Performance Management and have the confidence to engage Senior Management in discussions regarding the added value of effective performance management activities.

As a result of the review being undertaken by the Authority, my role going forward will be to engage managers and encourage them to see the overall benefits performance management brings to individuals, teams and the organisation as a whole.

A witness statement provided by my line manager (EV28) details the advice and support I provide to Team Members and Managers having a direct impact on performance to enable them to achieve both individual and Organisational objectives.

As part of my development going forward, I have requested to be part of future performance management workshops specifically within Education which will enhance my knowledge and enable me to have meaningful discussions with Senior Management as I will have a thorough understanding of the process (EV29).
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Notes on candidate evidence matrices

Candidates should be encouraged to develop a matrix indicating how their evidence relates to each unit/module and learning outcomes/assessment criteria. This helps advisors and assessors to support candidates to draw links between units and encourage cross-referencing and the possible multi-use of evidence.

Evidence matrices can be developed using the unit/module and learning outcomes/assessment criteria, giving candidates an opportunity to link their evidence to each outcome. 

Another approach is to have a more generic form where candidates list evidence and tick relevant boxes to show coverage.

Whatever approach is employed candidates should be encouraged to complete these forms themselves and not expect assessors to do this for them.
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1. Policy Statement

1.1. Performance management is a process which contributes to the effective
management of individuals and teams in order to achieve high levels of
organisational performance. It is about establishing a culture in which
individuals and groups take responsibility for the continuous improvement of
business processes and of their own skills, behaviour and contributions as
appropriate.

1.2. Effective performance management involves sharing expectations of
employees and managers. It enables both parties to set and agree targets,
measure and review performance and repeat this cycle to support the
achievement of organisational, team and individual goals.

1.3. The City and County of Swansea aims to establish and embed a culture of
performance management via competency based performance development
appraisal reviews, training and development processes, succession planning,
business planning and workforce planning.

1.4. The Council recognises that employees perform most effectively when they
have clear expectations of their job role and purpose, their own targets or
objectives, and understanding of the wider aims of the service and the
organisation.

1.5. Effective employee performance management will also support improvement,
innovation and change within the Council.

1.6. The Employee Performance Management Policy outlines the processes that
will help managers identify gaps between current and future levels of
performance. The policy will enable them to take positive appropriate action
to support employees to improve their knowledge, skills and competence
within their role in order to ensure that we successfully deliver our services.
These are designed to be positive experiences and are not to be used as a
form of disciplinary action or to deal with capability issues.

1.7. Managers must ensure that they pay due regard to the provisions of the
Equality Act 2010 in relation to career management, succession planning and
training and development. Reasonable adjustments may need to be
considered for those with specific requirements arising from a particular
protected characteristic.

1.8. Employee performance that fails to meet corporate standards of behaviour
and competence will be addressed through the appropriate HR Policy (such
as the Capability Policy or where necessary the Council’s Disciplinary Policy).

2.1. This policy applies to all employees including centrally employed Teachers
and those support staff that are funded centrally e.g. certain Teaching
Assistants in Special Teaching Facilities and Special Schools. This policy
does not apply to school based staff who are directly appointed by the
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Governing Body. This policy does not apply to Unattached Teachers as there
is a separate policy for this.

2.2. It is the responsibility of all employees to familiarise themselves with and
adhere to this policy.

2.3. In accordance with the Council’'s Agency Workers Policy it is at the discretion
of the relevant supervising manager as to whether a Performance Appraisal
and Development Review is appropriate for an Agency Worker engaged by
the Council so that outcomes for the post can be achieved.

2.4. This policy relates to all current paper based performance appraisal and
development review processes. The Council may decide to implement new
technology based appraisal processes in future, therefore this policy will also
apply to the software based process.

3. Roles and Responsibilities

3.1. Performance management is the responsibility of everyone within the Council.
Performance management is a process which contributes to the effective
management of individuals and teams in order to achieve high levels of
organisational performance. As such, it establishes shared understanding
about what is to be achieved and an approach to leading and developing
people which will ensure that it is achieved. In practice, performance
management requires a robust and inclusive process to ensure that managers
and employees:

e know and understand what is expected of them

* have the skills and ability to deliver on these expectations

e are supported by the organisation in developing the capacity and
capability to meet these expectations

» are given feedback on their performance

* have the opportunity to discuss and contribute to individual and team
aims and objectives.

3.2. In particular, the Head of Human Resources is responsible for maintaining and
reviewing this policy in line with changing legislation and codes of practice.

3.3. The Chief Executive and Directors are responsible for ensuring that the overall
Employee Performance Management process and its implementation is
carried out by the workforce according to the policy and procedure.

3.4. All Heads of Service are responsible for overseeing and enabling:

* managing the performance of their employees;

» achievement of corporate performance indicators

» the development of staff within the service

e appropriate allocation of any existing training budgets to meet
development needs for staff within their service

» ensure that the right people are in the right place, at the right time with
the right skills to deliver the service
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e ensuring that the department operates according to this and other
relevant policies and procedures.

3.5.  Managers are responsible for:

* managing the performance of their employees

* ensuring that employees have work targets and objectives set

» appraising the performance of employees at least once per year

e ensuring that appropriate learning and development activities are
planned and available to employees to address learning needs
identified during the process and that these activities are achievable
through service budget

* meeting employees on a regular basis to review progress (one-to-one
or supervision meetings)

* where appropriate, hold reviews to discuss progress on targets and
development activities

* raising awareness/informing employees of this policy document and
other relevant policies and procedures.

3.6. Employees are responsible for:

« taking an active role in reviewing their own performance and target
setting

» taking up appropriate/relevant learning and development opportunities

* managing their own continuous professional development as
appropriate

« familiarising themselves with and adhering to this policy.

3.7. Human Resources and Organisational Development are responsible for:

* providing advice and guidance to managers on implementing the
Employee Performance Management Policy

e ensuring that appropriate corporate training and development
programmes are available to support managers and employees

* monitoring and reporting on the implementation of the process and
delivery of corporate training and development across the Council, as
appropriate.

4. Competency Based Performance Management

4.1. The Council uses a competency based employee performance management
process to support the development of its employees. This process is
mandatory and must be carried out annually as a minimum.. Meetings for
senior managers should take place when the annual Business Planning and
strategic planning is completed. Reviews with other employees should take
place as soon as possible after senior manager reviews have taken place.

4.2. A 'Competency' is generally defined as the behaviour that employees must
demonstrate in order to carry out the tasks to achieve appropriate levels of
performance and service delivery.
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4.3. Competencies provide an agreed standard of expected behaviours during the
performance of roles, as outlined in the job and person specification and role
profile of the post holder. Understanding the competencies required of a
specific role allows employees and managers to have straightforward
conversations about the expected levels of performance and behaviour, in
order to ensure that required tasks are completed to satisfactory standards.
They also enable conversations to be had in relation to any variations
between actual performance and behaviour from the standards required.

4.4. Each job in the Council has been allocated to a role profile and the role
profiles have competencies already applied to them. For the City and County
of Swansea, there are three competency frameworks:

» General Workforce Competency Framework (‘A’ Role Profiles)

« Management and Leadership Competency Framework (‘S’ Role
Profiles)

e Corporate Management and Leadership Framework (for Heads of
Service, Chief Officers and Directors)

4.5. There are two groups that have been identified that will undertake the
Employee Performance Management process.

4.6. Post holders will use the form appropriate to the grade their post is allocated
to: forms are available for posts Grades 1 -7 and for Grades 8 and above.

4.7. We have also designed specific forms for post holders that have direct contact
with customers or have a front line role. These forms are called the
‘Performance Appraisal Review Form’ (Form 1) and ‘Performance
Development Review Form’ (Form 2).

4.8 Senior Managers at Head of Service level and above will complete their own
Performance Appraisal and Development Reviews, where applicable, using
the appropriate approved form.

5. Corporate and Service Priorities and Plans

5.1. The Council's corporate priorities and improvement plans provide the strategic
framework for corporate and service objectives as outlined in the business
plan, sometimes referred to as the ‘Golden Thread'.

5.2. Managers are responsible for interpreting these for their staff by setting
appropriate targets and objectives during review meetings and one-to-ones. It
is the employee’s responsibility to deliver on those objectives with appropriate
support from their manager.

6. Continuous reviews of performance

6.1. Performance management is an ongoing process and should go beyond the
formal Performance Appraisal & Development Review meetings. Review
meetings such as one-to-one/supervision and regular Development Review
meetings support the Employee Performance Management process.
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6.2. Where performance does not improve, then the Council’'s formal Capability
Policy may apply.

Job and person specifications and role profiles

7.1. The post holders job and person specification and role profile should be
reviewed with the post holder prior to the formal meetings as this is viewed as
a ‘business as usual’ management activity. Changes to a role can occur at
any time throughout the Employee Performance Management year, and
therefore these changes should not wait until the Performance Appraisal and
Development Review meeting to be discussed. You may wish to use a one—
to—one PDR meeting to undertake a review of the Job and Person
Specification.

7.2. As a rule of thumb, job and person specifications and role profiles should be
reviewed by the manager and the employee on an annual basis to identify any
changes that may have occurred within the role.

7.3  For groups of staff undertaking the same role, it is recommended that the line
manager reviews the job and person specification on an annual basis to
ensure it accurately reflects the duties required.

7.4 If both parties agree that there has been a significant change within the role,
then consideration should be given to whether the role requires a formal
review by a Job Evaluation specialist.

7.5 If there is any doubt, managers and employees should seek advice and
guidance from their Human Resources Officer.

8. Starting the Employee Performance Management Process

8.1. Under the policy and procedure, the performance cycle should be aligned with
the Service Business Planning Cycle.

8.2. Appropriate training must be undertaken by all parties before any Performance
Appraisal and Development Review is carried out. This may include attending
courses, undertaking e-learning or attending management briefings.

8.3. All managers must attend training on the new process. This is a mandatory
HR policy course provided by the Corporate Training and Development Team.
This course will form part of the mandatory suite of courses for all new
managers as part of their Induction process.

8.4. It is expected that managers and employees refer to and use the policy and
procedures for undertaking Performance Appraisal and Development Review
meetings. An electronic copy of the Employee Performance Management
Handbook will be available via a link on the Corporate Training e-learning
course. The Corporate Learning and Development team can also issue
managers with this handbook when they attend Corporate Learning and
Development. This will provide the necessary guidance and support to the
process. Employees will also be provided with relevant guidance and support
as required.
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8.5. Refresher training should be undertaken by line managers and supervisors at
least every three years to ensure skills are maintained and updated as
appropriate to the current policy and procedures.

8.6. All Performance Appraisal and Development Reviews are to be carried out
during the working day and no employee should be disadvantaged for
preparing and participating in such processes. Meeting records will be stored
accordingly either centrally or securely by the manager in accordance with
confidentiality procedures.

9. New employees

9.1. New employees should be set objectives as part of their induction. Sections B
and C of the appropriate Review form can be used to do this. Employees will
have their performance monitored under the probationary period.

9.2. Probation periods for new employees usually cover the initial six months of
employment; there may be instances where the period may be three months
or twelve months, depending on the role.

9.3. New employees should have their ‘Six month review' as outlined in the
Council’s Probation Policy. Refer to the Probation Policy for procedures
regarding unsuccessful probation.

9.4. Where probation is successful, it is recommended that the employee and
manager undertake regular Performance Appraisal and Development Reviews
in line with the Employee Performance Management timetable within the
Service Business Planning process. This is in order to ensure that the
employee knows what is expected of them, their performance is monitored
and support is provided and objectives are reviewed and amended where
needed.

9.5. This information, together with the job and person specification, role profile
and work programme (where appropriate) will be used for the first
Performance Appraisal and Development Review.

10. One-to-one/supervision meetings

10.1. Managers should hold one-to-one meetings with all employees on a regular
basis. It is recommended that meetings are held every four to six weeks (or
within locally agreed time frames where appropriate).

10.2. In some services, one-to-one meetings with employees may not be
appropriate given the nature of the job role involved.

10.3. In social care settings, one-to-one meetings are replaced by ‘supervision’
meetings with a similar frequency and will be classed as one-to-one meetings.

10.4. Outcomes of one-to-one meetings should be recorded by the manager in
writing and countersigned by the employee.

10.5 Performance Appraisal and Development Reviews do not supersede
‘Supervision’ processes for Social Services staff; they are in addition to it and
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are mandatory. Supervision records can be used to support the Performance
Appraisal and Development Review process if appropriate, or the corporate
performance management review forms may be used to support the
Supervision process.

11. Performance Monitoring on a Day to day basis

11.1. A recording mechanism has been designed to support the process of
performance management on a day to day basis. Although Performance
Review forms (1 and 2) have primarily been designed for the formal process
for operational/front line employees, Form 2 can be used by any manager as a
tool to identify strengths and weaknesses of performance as and when they
arise.

11.2. All completed forms should be kept confidential and filed securely, and can be
used to inform formal Performance Appraisal and Development Review
meetings.

11.3. Forms 1 and 2 for frontline employees can also be used as part of the
Supervision process as required.

11.4. As part of normal day to day management, initial conversations regarding
performance issues will take place but may not be recorded in the first
instance. However if there is a need to address the same issue/issues over a
reasonable period of time, then they should be recorded using the appropriate
Performance Management Appraisal and Development form.

12. Performance One to One meetings

12.1. As part of daily employee/manager communications, one-to-one meetings
take place as part of business as usual in order to discuss roles,
responsibilities, targets and outcomes.

12.2. Performance Development Reviews can be carried out at any time via one-to-
one meetings, using the appropriate PADR form for the post.

12.3. The Performance Development Review is an opportunity to:

* Review recent performance over a set period of time

» Identify the key performance competencies required of the role and
post holder’s current performance, strengths and areas of improvement

« Discuss successes and identify potential areas of concern or issues
that may affect the output of the role

* Identify learning and development needs and opportunities that focus
on improving the performance of the employee and achieving the
objectives of the role in the service/team context.

12.4. These meetings between the line manager and the employee are designed to
discuss the competencies relevant to a post with the post holder, when
appropriate. The competencies discussed at the meeting should be the ones
considered the most important for the particular role and the individual

undertaking the role.
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12.5. The number of competencies to be discussed should not exceed 6 in total,
and it is recommended that around 3 should be discussed in detail. The
emphasis should be on which competencies are most important for discussion
at that point in time and for future development.

12.6. This meeting is also the appropriate time and appropriate place to identify and
tackle any performance areas that require improvement. These issues should
be discussed and agreed, and the necessary support mechanisms required to
achieve improved performance should also be agreed and recorded at this
time.

12.7. This meeting is also an opportunity for managers and employees to discuss
good performance and identify strengths that can be harnessed to support
wider team and service improvement projects.

12.8. Managers and employees share responsibility for improving the performance
of the post holder. The employee is empowered to direct the improvement
through agreed objectives based on the competencies discussed, and should
be supported by the line manager to achieve that improvement through a
structured and evidenced methodology.

13. Team Appraisal

13.1. Managers may consider that it is more appropriate to carry out team or group
appraisals rather than individual appraisals, for example where there is a
group of employees undertaking exactly the same job. A team/group
appraisal, if appropriate, should cover 5-10 employees, maximum and the
process would be the same as the one-to-one process, using the front line
Performance Appraisal Review Form 1.

13.2. An individual employee may request an individual one-to-one meeting with
their line manager to discuss development and career aspirations, which
should be considered as an appropriate part of the formal appraisal process
and undertaken according to the guidance outlined in this policy.

13.3 Itis recommended that the line manager reviews the job and person
specification with the team on an annual basis.

13.4 Itis expected that this type of appraisal review will only be used in limited
circumstances. If in doubt, contact the HROD team for advice.

14. The Performance Appraisal and Development Review (PADR) Process

14.1. The Performance Appraisal and Development Review is designed to be a
positive experience. Where issues regarding the performance or capability of
an employee are identified, managers should address these issues straight
away. A Performance Appraisal Review is not the appropriate forum in which
to raise such concerns for the first time. It is recommended that you address
performance issues at a separate meeting, as outlined in the Performance
One-to-One section of this policy.
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14.2. The conversation is not intended to be the forum for identifying or discussing

critical failings in an employee’s performance.

14.3. The Performance Appraisal and Development Review is an opportunity to:

» Discuss an employee’s performance over the previous 12 month period

e« Consider a job, the performance of an individual in that job and
evidence of their performance in that job

* Review the objectives set the previous year, and how/if they have been
achieved

* Give consideration to the competencies demonstrated during the period
under review

» Use the opportunity to look forward to the next 6 /12 month period and
set appropriate objectives that are agreed by the employee and the
manager.

14.4. Where objectives are being reviewed for the previous 12 months, if any targets

14.5.

have changed significantly in the last quarter and have not been discussed
previously, this should remain outside of the appraisal conversation. These
issues should be discussed in one-to-one meetings, and recorded on the
PADR form or the front line Form 2 if necessary.

Future objectives for the service and directorate need to be considered as well
in order to provide the employee with a clear understanding of what is
expected of them over the forthcoming year.

Before the meeting

14.6

14.7

It is recommended that the line manager refers to the PADR Preparation
checklist provided by the Corporate Learning and Development team when
they attended the training course. By following the steps on the checklist, you
will be ready to have the conversation at an appropriate time and location.

The PADR form should be issued to the employee in order to complete
Section A of the form, well in advance of the arranged meeting. The employee
should return the form with Section A completed to their line manager at least
one week before the arranged meeting.

At the meeting

14.8 The focus of the PADR meeting should be on specific strengths and

14.9

development requirements of the employee’s performance rather than day to
day routine/activities that are already carried out to an acceptable or high
standard.

In all cases, strengths and development needs should be based on evidence
provided by both the employee and the manager to show where behaviours
have been demonstrated. The focus should be on progress made over the
period including the amount and relevance of the support offered to assist the
employee with achieving the agreed objectives and outcomes set the previous
year.
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14.10 Future objectives and personal development requirements will be discussed
and timescales set for further Reviews over the next calendar year, as
appropriate. Reviews can either take the form of one-to-one/Supervision
meetings or six month review meetings, or the next annual PADR may be
planned in advance.

14.11 These review meetings should cover progress on objectives and development
activities. They will be recorded as part of the process and will become part of
the employee’s HR record.

14.12 Outcomes of the Performance Appraisal and Development Review meeting
must be agreed and recorded in writing on the appropriate form, and signed by
both the manager and employee. The form will also be counter-signed by a
senior manager as part of the process.

14.13 Meeting records will be stored accordingly either centrally or securely by the
manager in accordance with confidentiality procedures.

15. Six month Performance Development Review (PDR) meetings (Optional)

15.1. As set out in section 12, formal Performance Development Review meetings
may be undertaken by the line manager and employee to review progress
against performance and learning objectives six months after the Performance
Appraisal and Development Review.

15.2. The six month Performance Development Review is also an opportunity to
review progress, make adjustments to timescales and agree new performance
and learning objectives if appropriate.

15.3. If any development requirements emerge as a result of a review meeting,
follow up meetings should be held as soon as possible in order to address
issues and minimise anxieties of both the manager and employee.

15.4. Any training requests and requirements must be recorded as outlined in
section 16 below, and where possible, included in Service Learning and
Development Plan and Workforce Plans.

16. Training and Development

16.1. Managers are required to record ALL individual training and development
requests and devise a formal Learning and Development plan for their section,
in order that the authority is able to comply with the requirements of the
Equality Act 2010 (Statutory Duties) (Wales) Regulations 2011 and collect the
relevant information.

16.2. The City and County of Swansea has adopted a Training and Development
Policy which promotes the Council’'s commitment to the training and
development of all its employees in order to ensure the consistent delivery of
guality services to its citizens.

16.3. All managers and employees should be aware of the contents of this policy
when undertaking Performance Appraisal and Development Review meetings.
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16.4.

16.5.

16.6.

16.7.

An important outcome of the employee performance management process is
to record the training and development and the learning objectives for the
employee in the coming year.

The learning needs identified for the Service should become part of the
strategic planning processes for the Service.

Any request for training or learning and development must be recorded on the
Service Learning and Development Plan along with the outcome of the
request. The reasons for refusal of a request must also be recorded. The
Service Plan should be copied and forwarded to the Corporate Training and
Development team to enable annual corporate training planning.

The Service Learning and Development plan should form part of the Business
Planning process and be used to inform Corporate Budget planning. All
training identified through the Performance Appraisal and Development
Review should be collated into an annual service training plan and aligned
with Business Planning and Workforce Planning activities.

Succession Planning and Career Management

17.1.

17.2.

17.3.

17.4.

17.5.

The Performance Appraisal and Development Review and subsequent
Performance one-to-one meetings present an opportunity to discuss wider
development aspirations with an employee. The benefit of this discussion is
to allow an experienced manager to offer advice on medium or longer term
career and development aspirations to all employees, when appropriate. This
may be more critical for some posts than others as the organisation is
required to maintain the knowledge and skills of posts that are essential to the
day to day delivery of services.

It will also offer an opportunity for employees who are nearing the age where
they may take their retirement pension to discuss plans for retirement or pre-
retirement changes to work patterns (e.g. flexible retirement or part-time
working). Furthermore they form part of business continuity planning
processes.

It is up to the individual employee to raise this with their manager at the
appropriate time to ensure that the manager can continue to deliver the
service without undue disruption due to retirement.

Employees should not be compelled to discuss career/retirement aspirations
with their manager if they choose not to, all information must be offered
voluntarily. Any discussion that does take place should be of a supportive
nature and implications for both the service and the individual should be
considered.

Managers must ensure that they pay due regard to the provisions of the
Equality Act 2010 and the (Statutory Duties) (Wales) Regulations 2011 in
relation to career management, succession planning and training and
development. Reasonable adjustments may need to be considered for those
with specific requirements arising from a particular protected characteristic.
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18. Policy monitoring

18.1. The Council will monitor the application of this policy and has discretion to
review it at any time through the appropriate consultation mechanisms.

18.2. Responsibility for the implementation, monitoring and development of this
policy lies with the Head of Human Resources.

18.3. Day to day operation of the policy is the responsibility of nominated officers
who will ensure that this policy is adhered to.

18.4. Heads of Service must ensure that all managers undertake random sampling
at each level of the management structure within its Service to ensure that this
policy and its associated procedures are implemented correctly, with particular
regard to regulatory and legislative compliance.

Version Details of Change Date
Number
4.0 Amendment to policy. New PADR 31 March 2015
process outlined.
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2 The Annual Performance Appraisal & Development Review 


(PADR)


A conversation where the Manager and employee 


·


review the previous year’s performance


·


review whether objectives have been met


·


review Learning & Development activities and assess 


effectiveness


·


agree work objectives for the next 12 months


·


discuss competencies and identify areas of development 


·


agree any support required and complete the relevant PADR 


form


3 Regular 1-2-1/Supervision meetings and Performance 


Development Reviews (PDR)


These meetings are designed to monitor progress and deal with day 


to day issues as they arise, and provide any support required to 


assist with improvement.  These meetings are also an opportunity to 


recognise progress, improvement and achievements.


4 Performance Appraisal & Development 6 month Review 


(optional)


A conversation that takes place 6 months after the Annual 


Performance Appraisal & Development Review where the manager 


and employee


·


review the work objectives to ensure they remain relevant and 


achieveable


·


review progress towards meeting objectives


·


review the Personal Development Plan to ensure progress 


toward development achievements is on track


·


agree actions required to move forward


5 Regular 1-2-1, Supervision, Performance Development 


Reviews (PDR)


A conversation that takes place to monitor progess and deal with day 


to day issues as they arise.  Recognition of any improvement or 


firther development needs are discussed and agrees, and any 


actions required to move forward to ensure objectives are achieved.


Business 


Planning Cycle 


completed


Every 4-6 weeks


Every 4-6 weeks
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What is Performance Management?


Performance management is a process by which managers and employees work together to plan, monitor and review an employee’s work objectives and overall contribution to the organisation.  More than just an annual performance review, performance management is the continuous process of setting objectives, assessing progress and providing on-going coaching and feedback to ensure that employees are meeting their objectives and career goals. 

An effective performance management system will: 


· Be job specific, covering a broad range of jobs in the organisation 


· Align with the organisation’s strategic direction and culture

· Establish clear communication between managers and employees about what they are expected to accomplish 


· Include a collaborative process for setting goals and reviewing performance based on two-way communication between the employee and manager 


· Monitor and measure results (what) and behaviours (how) 


· Include both positive feedback for a job well done and constructive feedback when improvement is needed 


· Identify areas of poor performance and establish plans for improving performance 

· Support staff in achieving their work and career goals by identifying training needs and development opportunities 


· Support administrative decision-making 

There are a number of tasks managers undertake which assist with Performance Management such as:


· Supervision

· One-to-one meetings


· Team briefings


· Departmental meetings


· 6 month probation reviews

· Coaching 


· Mentoring


· Performance Appraisal and Development Reviews


· Performance Development Reviews

These tools act as support to each other, that way, we are able to manage performance effectively and address any issues or concerns on an ongoing basis.

How performance management links to competency frameworks

When assessing an employee's performance, a judgement is made about whether that performance is acceptable.  How does the manager decide what is acceptable and what is unacceptable performance?  The answer to this question is the first step in establishing written standards.  

Competencies provide written standards agreed within the organisation of expected performance and behaviour.  By comparing an employee’s performance against these agreed standards, managers can provide specific feedback describing the gap between expected standards and actual performance. 


Previous appraisal processes have mainly concentrated on ‘what’ employees needed to achieve – their objectives.  Competencies not only look at ‘what’ is achieved but ‘how’ it is achieved.  

Competencies are more than just knowledge and skills; they describe the personal qualities, behaviours, skills and attributes that all employees should aim to demonstrate in order to carry out their jobs effectively and efficiently.  A competency affects how an action is performed, not just what is done.

For example: if ‘the ability to communicate effectively’ is the competency then a manager will be able to observe the individual’s knowledge of the subject,  their listening & questioning skills and their use of language, their practical IT skills when they input the information gathered and their attitude towards those with whom they are communicating.  
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Observable behaviours are the result of how we apply our skills, knowledge and motivation to our work.  If we are not motivated to use our skills and knowledge, this will be reflected in our behaviour.  Our behaviour conveys messages far more convincingly than words can.

Why use Competencies?


Competency frameworks contain a mix of behaviours, functional skills and knowledge which outlines what is expected and needed from employees to achieve excellence.  Identifying and describing positive behaviours can help assess the skills we already have and where we need to develop further.

For example, an individual may know how to send an email, but this does not necessarily mean they are able to communicate effectively.  They may have the technical skill to be able to use the software, but they may not write the email in a way that clearly communicates its purpose or intended tone.  

What are the Competencies?


The categories of competencies have been broken down as follows: 


Mandatory Role Profile Competencies
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Behavioural Competencies for Role Profiles
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Each competency has a brief explanation of its meaning and then lists the behaviours which should be demonstrated. 


The behaviours for the competencies can vary depending on the level and type of job therefore the Council has developed 3 competency frameworks in order to assist employees and managers with understanding what is expected of them within their current role.  These are:

· The General Workforce Competency Framework – for A Profiles


· The Management and Leadership Framework – for S Profiles


· The Corporate Management and Leadership Framework – for Heads of Service and the Corporate Management Team.


Here is an example of the framework for the A Profile – Level 1 for the Job Knowledge and Professionalism competency: 


		Behaviour 1

		Job Knowledge and Professionalism – Level 1



		Purpose

		Employees demonstrate a professional and ethical attitude to own role and also to have a clear understanding of where it fits within the team/service and Council.





		1

		Demonstrates respect, politeness, openness and honesty 



		2

		Understands the need for confidentiality 



		3

		Is punctual, reliable, and enthusiastic 



		4

		Works to agreed timescales as appropriate



		5

		Demonstrates professional sensitivity to colleagues and customers





Allocating Competencies to the post


The competencies allocated to each post will depend on the job family and role profile the post has been allocated to and the level of skills and knowledge required of the role within the profile. Each role profile has its own set of competencies chosen from the relevant framework.  For example, if a profile is an A profile, the competencies applied will be from the General Workforce framework which has been designed specifically for these profiles.


Some competencies will be more directly relevant to a particular job than others, and some behaviours within each competency will also be more relevant. Therefore each role profile has its own set of competencies depending on the skills & knowledge required.  Every role profile will have some of the competencies from one of the frameworks applied to it.  

The competencies have been selected to reflect relevance to the role and also the level of responsibility of the role.  To make the framework as applicable to all employees as possible, the Behaviour Statements within each competency are divided into 2 levels.

Here is an example of the framework for the A Profile – Level 1 for the Planning an Organising competency.


		Behaviour 2

		Planning and Organising – Level 1



		Purpose

		Employees demonstrate effective planning and organisation of own/team work output





		1

		Plans and prioritises own time and workload effectively



		2

		Manages own time and workloads efficiently, and consistently meets deadlines 



		3

		Demonstrates an ability to respond effectively to the unexpected



		4

		Is committed to seeing tasks through to completion and ties up loose ends



		5

		Willingly assists others  when required





Here is an example of what has been selected from the framework above for a post that has been allocated the role profile SCW10A. Notice only the appropriate behaviours have been used.

		Behaviour 2 

		Planning and Organising – Level 1 (SCW10A)



		Purpose 

		Employees demonstrate effective planning and organisation of own/team work output 



		4 

		Is committed to seeing tasks through to completion and ties up loose ends 



		5 

		Willingly assists others when required 





Benefits of Competency Frameworks

The main benefits of a competency-based system are: 


· Employees have a set of objectives to work towards that are clear and explain how they are expected to perform their jobs. 


· There is a link between organisational and personal objectives that promotes consistency across the Council 


· Provides processes that are measurable and standardised across the organisation

· The framework allows employees to measure their own performance against a common standard


· The framework enables managers to influence future behaviour and develop the capacity of individuals and teams

· The framework enables individuals to understand the requirements for achieving promotion

The Performance Management Cycle


There is much more to performance management than just an annual performance review meeting.  As mentioned at the start of this handbook, it is about the continuous process of planning, monitoring and reviewing employee performance.  The diagram below shows the steps involved:
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Performance Management and Our Organisation


Targets come from the top down and should all be linked to the Corporate Improvement Plan. This information is fed through to staff via the PADR process. 

When managers are considering setting work objectives for their employees, they will need a selection of information to review:

·  Corporate Objectives/Corporate Improvement Plan

·  Service area objectives/Service Business Plan

·  Their team objectives 

·  Their own objectives

The Golden Thread

The Golden Thread is a way of explaining how an individual’s targets link to the overall Corporate Objectives.  Here is an example of how this is broken down:


Corporate Objective:

Minimise waste and increase recycling through promotion, working with others and by targeting low participating areas.

Service Area Objective:

Reduce the impact of fly tipping incidents by ensuring compliance of the current policy and procedure

Team Objective:

Clear fly tipping incidents within 5 working days of the incident being reported.

Employee’s Objective:


Pass on a reported fly tipping incident to the relevant officer within 3 hours of receipt and enter the information onto the IT database.


Other things to consider when reviewing and setting targets are the Council’s Values.  The Council’s plans will be built on three clear values which will guide the way that we work, how we develop as an organisation and our decision making.  These are: 

People Focus


Working Together


Innovation


The New Forms


There are now 4 different forms to support the Employee Performance Management Process.  The purpose of having different forms for different staff groups is to make the process easier and relevant for all staff and to help make each meeting meaningful to the employee and their job role. 


The table below explains each form and who should use which form. 


		Form Name

		Main user

		To be completed



		Employee Performance Management Appraisal and Development Review – Grades 1-7


(Appendix 1)




		To all post holders allocated Grades 1-7

		‘S’ profile staff to complete all sections


‘A’ profile staff to exclude ‘S’ profile sections.



		Employee Performance Management Appraisal and Development Review – Grade 8 and above


(Appendix 2)




		To all post holders allocated a Grade 8 and above

		‘S’ profile staff to complete all sections

‘A’ profile staff to exclude ‘S’ profile sections.



		Performance Appraisal Review Form 1

(Appendix 3)

		Staff who have direct customer contact and are frontline

*Can be used for Team Appraisals

		All of the form to be completed



		Performance Development Review Form 2

(Appendix 4)

		Staff who have direct customer contact and are frontline

*Can be used for Team Appraisals

		All of the form to be completed





Performance Appraisal and Development Reviews (PADR)


Performance appraisal and development reviews are a tool to help manage an employee’s performance.  The PADR is an annual meeting which provides a structured approach to allow time between the manager and the employee to:


1. Review the objectives set for the previous year and if/how they have been achieved


2. Reflect on the employee’s performance over the previous year and identify their strengths and development requirements


3. Decide work objectives for the upcoming year 


4. Consider the competencies for the role and how the employee is demonstrating these


5. Agree any support that is needed to develop the employee


When carried out well, the PADR can have many benefits to both the employee and the manager as well as the organisation as a whole.  For example:


The employee:


· Understands what is expected of them and how they fit into achieving organisation aims


· Has an opportunity to discuss their personal development within their role and any opportunities available to them to enhance their performance


The manager: 


· Is able to improve the communication between themselves and their staff


· Has the opportunity to learn how best to support their staff on an individual basis 


· Can ensure that their section aims are effectively achieved 


The Organisation:


· Has employees who understand where they fit within the organisation and how their role makes a difference 


· Has Corporate aims and objectives achieved 


· Has improved lines of communication between managers and employees


Step by step process of undertaking a PADR


Preparation 


1. Manager to organise an appropriate date, venue and staff cover (if necessary) to undertake the meeting and inform the employee of these details. 


2. Manager to send the employee the appropriate form and guidance notes to the employee at least 2 weeks before the scheduled meeting. 

3. Manager to inform the employee which competencies will be discussed at the meeting (it is recommended that 3 competencies are discussed in detail however no more than 6 should be discussed at one meeting).

4. Both parties to refer to the guidance notes to help prepare appropriately for the meeting and collect any necessary supporting evidence.


5. Employee to complete Section A of the Performance Review form and return to the manager at least 1 week before the scheduled meeting.


At the meeting


6. Undertake the Performance Appraisal and Development Review with the employee using the appropriate form for their job role. 

After the meeting 


7. The manager should pass the form to the Senior Manager for review and counter-signing. 


8. Any agreed review dates should be placed in the manager and employee’s calendar/diary. 


9. Any agreed training or learning and development activities should be organised by agreed person.  


10. Manager to update the Service Learning and Development Plan where necessary. 


Performance Development Reviews (PDR)


Performance Development Reviews are another tool of performance management. They can be carried out with employees on a regular basis to strengthen the effectiveness of the PADR. A formal 6 month PDR meeting may be held 6 months after the PADR meeting to review an employee’s progress of performance and targets.  

PDR meetings provide an opportunity for the manager to:


1. Review the employees progress of objectives set out in the PADR


2. Consider the competencies for the role and how the employee is demonstrating these


3. Give feedback on how the employee is performing


4. Identify any learning and development needs and opportunities that focus on improving the performance of the employee and achieving the objectives of their role


The benefits of these meetings include some of the following:


The employee:


· Has regular feedback on their performance and can make improvements as necessary 


· Is supported in their personal development/career aspirations 


· Has the opportunity to bring any potential problems regarding their performance to their managers attention 


The manager:


· Has a structured approach to tackle under-performance 


· Can utilise the strengths of their staff to benefit their team/section 


· Can ensure that the employee is on target to meet their objectives 


The organisation:


· Has employees who are considered as capable within their role

· Takes an active role in succession planning and career management 

Manager’s Preparation for all Performance Management Meetings 


Preparing Paperwork


You will need to gather your evidence on the employee’s job and the duties that they perform.  Evidence may include:


· Role Profile & Competencies


· Job/Person Specification 


· Targets set at PADR meetings/6 month reviews


· Performance Indicators


· Specific targets and deadlines to be met


Time and Place


Find a private place to talk where you won’t be interrupted or overheard.  Make sure that there is adequate staff cover whilst you are both in the meeting. 


Don’t bring up conversations around performance by surprise.  This isn’t fair to the staff member.  When caught off guard they are more likely to be defensive about situations/issues that you want to discuss.  Plan a time and a private place and let your employee know in advance. 


Ensure that you set aside enough time for the meeting and during the meeting allow time for the employee to ask questions.  Try to set up an atmosphere of trust.


Room set up


Give consideration to where you will sit with respect to your staff member.  If you are sitting down for the conversation there is less chance that tension will rise.  You may wish to be behind a desk or, on the other hand, you may want both of you to be on the same side of the desk or table.  The latter option sends a message that you are both on the same side and can be less confrontational. 


Setting the atmosphere


Setting up the right atmosphere to give feedback is vital.  How a manager approaches a situation can determine whether it is successful or disastrous.  Giving careful consideration beforehand can make the conversation run smoothly.  


Prepare what you want to say and what outcome you want to achieve.  

Think about what you want and what you don’t want. In the meeting, explain this to the employee.  This should help to build a genuine rapport with the employee.  Try to create an environment where input is valued.  


Encourage your employee 

When the conversation is over, thank the employee for their time.  Explain that you want them to succeed (as well you should, because that person's success can determine your own success).

Setting Work Objectives


The annual PADR should be used to set work objectives for an employee.  These objectives should be linked to the Council’s corporate priorities and improvement plans. 


If this information and corresponding action plans were not communicated through the employee performance management process there would be a great risk of corporate priorities not being met.


The diagram below shows how work objectives set out in the PADR meetings underpin the achievement of the Corporate Plan. 
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As targets come from the top down, a manager will not be able to carry out a PADR meeting to set work objectives for their staff until they have had their own PADR.  This means that PADR meetings should be filtered from the Chief Executive downwards in the following order:


1. Chief Executive 


2. Directors


3. Heads of Service


4. Senior Managers


5. Employees 


When managers are considering setting work objectives for their employees, they will need a selection of information to review:


· Corporate Objectives/Corporate Improvement Plan


· Service area objectives/Service Business Plan


· Their team objectives 


· Their own objectives


Using this information, the manager should interpret appropriate objectives for their staff to support the ‘bigger picture’.  Explaining these to the employee will help them to see where they fit in to the Organisation and how the work that they do fits in with corporate priorities. 


A minimum of 3 objectives should normally be set for each employee at the PADR meeting.  These should be discussed and then agreed with the employee. 


SMARTER targets


Target setting can be a beneficial way to monitor an employee’s performance and notice whether any improvement has been achieved. 


Managers need to be clear about the objectives and targets they believe should be achieved by staff.  These targets and objectives should always be reasonable and realistic, and employees need to understand what is required of them in terms of their work and the standards to be met.


Specific 


All targets need to be precise.  Consider what is the exact result required?  To help set a specific goal, it can help by trying to answer the following 6 ‘W’ questions:


Who:     Who is involved?


What:    What needs to be accomplished?


Where:  Identify a location.


When:   Establish a time frame.


Which:  Identify requirements and constraints.


Why:     Specific reasons, purpose or benefits of accomplishing the goal.


Measurable


Any targets that are set should have some form of measurement – to be able to confirm whether they have been achieved or not.  Forms of measurement can include:


· Quantity


This is easy to measure: how much, how many


· Quality


This is harder to measure especially when you provide services rather than products.  Precise criteria can be time taken, number of complaints, responses to a customer survey etc.  We all have different perceptions of what quality is.  In order to come up with useful quality measures difficult questions need to be asked:


What does ‘good’ customer service actually mean?


What does a ‘good’ written report consist of?


What does ‘appropriate’ telephone manner actually mean?


What does ‘improve’ mean?


How will you know when it’s improved?


Both the manager and the employee need to be clear about the answers to these questions to ensure that there are no misunderstandings. 


· Time


This is easy to measure: by when, how often


· Money


This is easy to measure: how much and what value has been added

Achievable 


Are the targets being set achievable in the given time with the resources available?  Have others successfully achieved it?  Does it fit in with the employee’s existing role and commitments?  A target should stretch an employee to perform at their best - not be written to set an employee up to fail.  An employee should be given the relevant training and support that they may need to achieve their targets. 

Resourced/Realistic 


Consideration needs to be given towards what extra help and/or resources need to be given to the employee to allow them to achieve the set target.   Does training need to be given? Coaching? Does extra support need to be given?  Remember that resources include things such as people, time and money. 


Time-bound

The target will need to be given a date by when it needs to be achieved or reviewed.  Without timescales being explicitly specified for targets there is a risk that they may not get done or that they are left until the last minute.  


Evaluate 


The manager and the employee should take the time to evaluate the effectiveness of the target and if the desired outcome was achieved.  The following questions may be considered: What impact has the target had on performance/the team/the section?  What lessons have been learned from achieving this?  Could anything have been done differently? 


Review 


The employee’s progress towards their targets should be reviewed on a regular basis.  This allows both parties to raise any potential risks or issues that they feel may cause the target not to be met.  If this is the case, they can be discussed and solutions can be put in place.  It may be decided that the target needs to be amended. 

Assessing Performance Fairly


When assessing an employee’s performance it is vital that a manager is fair and consistent, without bias.  They will need to gather evidence to help make an objective assessment.  The evidence gathered must be balanced and collected throughout the period of review.  Evidence should be gathered from a variety of different sources: 
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Once a manager has gathered the evidence to give an overview of the employee’s performance, they can start to assess it. 


Initially, the following questions should be considered:


· How does the employee’s behaviour compare to the expected standard?


· What is the impact of the employee’s behaviour?


· How can you support the employee in improving performance?


· What can the organisation do to support the employee? Can this be linked to their development objectives?


If you feel that there are issues of under-performance that need addressing, the ‘Assessing Employee Performance Checklist’ can be completed (see Appendix 8).  This checklist can help to identify the root of the problem.  Once this has been identified, both parties can look at solutions that address it. 


The Rating Process 


The following rating process has been developed to assist evaluating performance when using the Performance Wheel and the ‘Performance Appraisal Review - Form 1’.  These definitions have been designed to help managers decide how to rate their employees. 

Exceeds expected standards


An employee should be awarded an ‘exceeds’ rating when their performance is consistently above the requirements of the role.  If there are a limited number of instances of excellence, the appropriate rating is ‘Meets’ and an additional comment may be appropriate, and the manager could add ‘Sometimes demonstrates exceeds’.


Meets expected standards


An employee should be awarded a ‘meets’ rating when their performance is consistently meeting the requirements of the post and improvement is not needed.  Sometimes an employee and manager agree that the performance is good rather than satisfactory.  ‘Meets’ will be an appropriate rating in this instance, but managers can make additional comments if good performance should be noted.


Developing – needs slight improvement and support


Sometimes an employee is very good at most things in their role, but there are one or two areas that could be improved.  We all have our strengths and weaknesses.  An employee and manager should discuss how important these weak areas are to the overall performance of the job under review and then note that in this instance the post holder is ‘Developing’.


If there is an area that needs to improve, it would be appropriate to discuss how this improvement can be achieved and the support that the manager will provide through coaching, mentoring, training, monitoring and feedback.  The employee then needs to agree what they will aim to achieve and take the appropriate steps to improve.


Needs substantial support


If the employee is consistently below the expected standard and is regularly requiring a substantial amount of support from the manager or team, a manager may decide that this is an appropriate rating. 


In these instances it is vital that a manager and employee draw up an action plan to address these areas immediately.  You may need to increase review meetings to closely monitor performance and improvement. 

Feedback

Giving feedback can be a difficult task because sometimes it may be uncomfortable for those involved.  However, it is a vital part of effective employee performance management.  All staff need to receive feedback on how they are performing within their role.  Without it, they would never know if they were doing a good job or not and how they may further themselves and better their performance.  Feedback increases motivation, supports development and helps individuals to be effective in their role.


Often the hardest part of giving feedback is getting started.  Having a structure in place on how to approach the topic can help it run smoothly.  

You can use the Ask – Tell – Ask structure as a framework for your conversation with the employee. 

Ask


Ask the employee to assess their own performance.  It is often best to start by asking those concerned how they think they are doing. 

Get their perspective on their performance - What went well?/What could have gone better?


Most people are usually very honest about their performance and you will only have to add to or confirm their ideas.

This begins an interactive process with the employee where they will have to open up and approach the discussion openly.  It allows them to be self-reflective on their performance.  Listening to their responses to your open questions can allow you to assess their level of insight on the situation. 


Tell


Tell the employee what you observed. It is here that you will be giving your feedback to the employee.  This handbook includes feedback tools that can help structure how a manager gives feedback to his/her staff to assist with making it meaningful and constructive– regardless of whether the information being delivered is positive or negative. 


Ask


Ask for their thoughts on what you have told them.  Ask about their understanding and if they can think of any steps for improvement or what they could do differently.


Give the employee a chance to voice their own suggestions to move forward.  This will help to move the conversation to a collaborative mode so that you are dealing with the problems together.  From this, devise an action plan together.  


Feedback tools - BOOST


The acronym boost provides a practical structure when giving feedback. Including each element in your feedback will put both parties on the road to a successful meeting.  

Balanced 

Include positive elements as well as reflecting on areas for improvement.  Including positive elements can help to put the person at ease and can help them see what ‘success’ looks like.  The discussion should be a positive experience – this does not mean that everything that you say has to be positive.  But remember you won’t achieve much by being harsh, critical or offensive. 

Observed 

Base your feedback on what you have seen them do.  Remember to stick to what you know first hand.  You may quickly find yourself on shaky ground if you give feedback based on other people’s views. 

*Tip: Do not exaggerate to make a point.  Avoid words such as ‘always’, ‘never’ or ‘all’.  These may make the person very defensive.


Objective


The feedback should be factual.  Focus on behaviour not personality.  Discuss the direct impact of their behaviour without getting personal or apportion blame.  Be descriptive and don’t evaluate. 


*Tip: Avoid negative statements as they are more likely to be misunderstood than positive ones. Try to state your concerns positively.  For example, instead of saying, "The project can't go smoothly if you don't come in on time," consider, "For the project to go smoothly, it's important to be punctual." 


Specific 

Try to keep the feedback specific and factual so that it is clear and understandable.  Tell the person exactly what the issues are and what they need to improve on.  This will ensure that you stick to the facts and there is less room for ambiguity.  For example, if you told someone that they acted unprofessionally, what does that mean exactly?  Were they too loud, too friendly, too casual or too poorly dressed? 

Timely 


Feedback is not about surprising people and therefore should not be delayed.  Issues should be discussed as soon as they arise and not left for weeks or even months after the event.  This way, the person may be expecting the feedback.  It’s easier to feedback about a single one hour session that hasn’t been done properly rather than to feedback on a whole year’s worth of failed one hour jobs.  


*Tip: There is one exception to this and that will be when the situation may be highly emotional.  In these circumstances it would be better to wait for everyone to calm down before engaging in feedback.  It isn’t worth the risk if everyone involved gets worked up and maybe says something they later regret. 


The GROW Model 


When faced with an issue that needs to be overcome, the GROW Model is a good coaching tool to use to help make decisions and find solutions.  It is a framework to help a manager facilitate a conversation to encourage an employee to come up with their own solutions to problems they have. 

A useful metaphor for GROW is a map: once you know where you are going (the Goal) and where you are currently (Reality), you can explore possible ways of making the journey (Options).  Next you must have the motivation or Will to make the journey.  Once you reach your goal you can celebrate your success and then progress to your next goal.

The diagram below shows some of the questions that can be discussed at each stage of the conversation.


[image: image10.emf]1 Preparing for the Annual Performance Appraisal & 


Development Review (PADR)


Manager and employee prepare by reflecting on the year’s 


performance and thinking ahead to the coming years objectives, 


outcomes and development needs.  Identify and inform employee 


which competencies will be discussed


2 The Annual Performance Appraisal & Development Review 


(PADR)


A conversation where the Manager and employee 


·


review the previous year’s performance


·


review whether objectives have been met


·


review Learning & Development activities and assess 


effectiveness


·


agree work objectives for the next 12 months


·


discuss competencies and identify areas of development 


·


agree any support required and complete the relevant PADR 


form


3 Regular 1-2-1/Supervision meetings and Performance 


Development Reviews (PDR)


These meetings are designed to monitor progress and deal with day 


to day issues as they arise, and provide any support required to 


assist with improvement.  These meetings are also an opportunity to 


recognise progress, improvement and achievements.


4 Performance Appraisal & Development 6 month Review 


(optional)


A conversation that takes place 6 months after the Annual 


Performance Appraisal & Development Review where the manager 


and employee


·


review the work objectives to ensure they remain relevant and 


achieveable


·


review progress towards meeting objectives


·


review the Personal Development Plan to ensure progress 


toward development achievements is on track


·


agree actions required to move forward


5 Regular 1-2-1, Supervision, Performance Development 


Reviews (PDR)


A conversation that takes place to monitor progess and deal with day 


to day issues as they arise.  Recognition of any improvement or 


firther development needs are discussed and agrees, and any 


actions required to move forward to ensure objectives are achieved.


Business 


Planning Cycle 


completed


Every 4-6 weeks


Every 4-6 weeks





Dealing with Difficult Situations 


Sometimes, despite a manager’s best efforts to follow the preparation steps to create an environment that is conducive to a discussion with the employee, an employee may become defensive and difficult when receiving feedback. 


If this situation arises, during the meeting there are steps that a manager can take to ensure that the conversation takes a turn back to a constructive manner. 


Try to remain calm and:  

Recognise when it’s becoming unsafe and pay extra attention


Notice non-verbal clues by paying attention to changes in a person’s body language and facial expressions – these can tell you more than the actual words being used. 


Control all your responses and avoid emotional responses


Choose to respond to the situation rather than react to it.  Control your behaviour to be assertive rather than aggressive, passive or submissive.  Do not let yourself be controlled by the situation.  Take a constructive, problem solving approach rather than an impulsive, irrational one. 


Analyse the cause of the conflict


Try to objectively understand what is behind the employee’s actions rather than reacting right away.  You may need to examine your own contributions to the situation.  Allow time to explore their version of events.  Do not interrupt with your own counter arguments – this will frustrate the speaker and limit your full understanding of the message.


Get back to unfinished business (stick to the agenda)


Stay on target and don’t allow the employee to take the meeting off course. 


Try to build win/win solutions


Try to find a solution that both parties are happy with, rather than a win-lose-solution where one person feels like they are losing something so that the other person can gain something.  You may need to evaluate several possible solutions before deciding on the right one.  Involving the employee at every stage will avoid it being a one-sided approach. 


Don’t let the discussion end on a bad note


Keeping positive throughout the meeting can help strengthen the relationship between both parties. 


Training and Development needs


It is important to invest in developing staff – with both a short term and long term view.  By doing this, we can ensure that as an Organisation, we have staff performing effectively at their best and that they feel invested in to further develop their careers, should they wish to do so.  


Short term

This development is focussed on supporting the employee to meet their business objectives for the year and develop their performance related to the behaviours and competencies in their role.   


When objectives are set, both parties need to look at what attitude, skills and knowledge will be needed to successfully achieve these.  If the employee needs developing in one of these areas, then a solution needs to be decided on how the employee will be up skilled. 


The diagram below gives some ideas on how to develop staff.  Remember not to fall into the trap of focussing solely on training courses - there are many ways to help an employee develop.




Long term

This development looks beyond the near future. It is linked to an employee’s career aspirations and the future needs of the service.  This type of development requires that the expectations of both parties are managed and communicated honestly from the beginning.  If there is a mutually suitable path forward, both are committed to giving of their time and effort. 


To support this development, the manager and employee may consider the following:


· What could be learnt or developed in the employee’s current role that could contribute to their aspirations?


· What kind of development option would provide the best outcome to meet the learning/development need?


· Could shadowing in another section/department help the employee?


· Would voluntary work be useful in contributing the long-term goals?


· How could the development activities benefit the service/organisation in the long-term?


· Would coaching and mentoring support the employee? 


Long term development is the employee’s responsibility but should be supported by the manager wherever possible.  It is important that the manager is honest by letting the employee know what they can or cannot do to support them. 


Career development – The Skills Pathway Development Framework


Employees may wish to further develop their careers within the Council but may not be aware of how to go about doing so.  The Skills Pathway document is a guide to help choose the best development route applicable to the career path they wish to take.  It maps appropriate qualifications for each job family according to the role profile and grades within the family.  It is to act as a guide to help point employees in the right direction for their desired career path. 


Effectiveness of Training


Upon completion of any development activity, the manager and employee will need to discuss the impact it has had.  This can be done at scheduled review meetings.  The discussion should cover how applicable the training is to the role and to what extent it achieved the desired outcome.  It is an opportunity to note any subsequent changes in the employee’s behaviour and/or actions. 


To enforce any learning that has taken place, on its completion the manager should ensure that the employee has the opportunity to use their new skills as soon as possible back in the workplace.

Tackling under performance 


The most effective way to tackle any under performance is to meet to discuss the issue with the employee as soon as a situation arises.  The regular one-to-one meetings and the Performance Development Reviews can be used as a structure to do this.  These discussions should not be left until the Performance Appraisal and Development Review to be discussed.


Records and notes of these discussions should be kept, along with the agreed actions to be taken for improvement.  Improvement should be monitored at future review meetings.


Where performance or conduct continues to be an issue, it may be necessary to take formal action.  You may need to consult either the Capability Policy or the Disciplinary Policy for further guidance when deciding what the next steps will be.

EMPLOYEE PERFORMANCE MANAGEMENT 


APPRAISAL & DEVELOPMENT REVIEW


For all posts allocated to roles in Grades 1 to 7


		Employees Name

		



		Role Profile / Job Title




		



		Manager Name




		



		Senior Manager Name




		



		Date of Review (Year / Period of review)




		





Managers should issue the form to the Employee for completion of Section A in good time before the arranged appraisal meeting and prepare for a conversation on competencies.   Employees should complete their sections of the form and submit to their line manager at least one week before the Appraisal meeting.  Note: ‘A’ profile posts can mark section B3 as ‘not applicable’.

Section A: LOOKING BACK - Last Year’s Appraisal/Review


1) Employee’s objectives for the last 6 / 12 months (circle as appropriate) 

To be completed by the Manager in advance of the meeting [taken from last year]:

		Objective

		Timescale (Month/Year)

		Outcome



		1.




		

		



		2.




		

		



		3.




		

		



		4.




		

		



		5.




		

		



		Discussion:








2) Employee’s Performance Review for previous year:


To be completed by the manager and employee:


		1. What areas of work over the past year do you think you have delivered well?



		Employees Comments




		Manager Comment






		2. What areas of work over the past year could have been delivered differently / performed better?  Describe why this is the case.



		Employees Comments




		Manager Comment






		3. What areas of work do you think have improved over the past 12 months?  Why do you think that?



		Employees Comments




		Manager Comment






		4. What contribution have you made to team and service improvement over the past year?



		Employees Comments




		Manager Comment






		5. Consider our corporate values Innovation, People Focus and Working together.  Provide evidence of work you have undertaken that demonstrates these values:



		Employee Comment:




		Manager Comment:






		6. What training and development activities were planned for the past year?  List here and discuss outcomes (e.g. improvement shown, needs more support etc.)



		Employee Comment:




		Manager Comment:






		Supervisory Duties:


7.  Considering the team the post holder manages, what has the team achieved / contributed to the service / organisation over the past year?



		Employee Comment

		Managers Comment








Section B) LOOKING FORWARD: OBJECTIVES:


1) Service / Team Objectives relevant to the role:


		Objective

		Timescale (Month/Year)

		How will progress be monitored?



		1.

		

		



		2.




		

		



		3.




		

		





2) Employee’s objectives for the forthcoming 6 or 12 months [delete as necessary]  

To be agreed by the Appraiser (Manager) and Employee [Minimum of 3]


		Objective

		Timescale (Month/Year)

		How will progress be monitored?



		1.




		

		



		2.




		

		



		3.




		

		





3) Employee’s objectives for their team for the forthcoming 6 or 12 months, particularly with regard to innovation and improvement.  Non-supervisory posts – mark this section as ‘N/A’.  

		Objective

		Timescale (Month/Year)

		How will progress be monitored?



		1.




		

		



		2.




		

		



		3.

		

		





Section C: Discussion about Competencies [To be completed by the Manager and Employee]

a) Referring to the competencies in the role profile, identify and discuss the competencies critical to the role that will be the focus of development over the forthcoming year.  The Employee Performance Management Handbook will help you identify and prioritise areas that may need support and development, as well as identify strengths which could be used to support wider team and service improvement objectives.

		Priority

		Competency 




		Employee Comment

		Manager Comment


(Strengths / Needs Development/Support)

		Future Actions


[What is required of the appraisee]



		1 




		

		

		

		



		2




		

		

		

		



		3




		

		

		

		



		4




		

		

		

		



		5




		

		

		

		





b) What training and development activities are planned for the next year?  List here and discuss outcomes.


		Training / Development Activity


[What needs to be learnt?]




		What support is required from the line manager?

		What are the expected outcomes (what will success look like)? 



		

		

		



		

		

		



		

		

		



		

		

		





Section D:   Sign off:


The employee and manager have formally discussed and agreed the employee’s performance, work objectives and development requirements for their role:


		Employee Signature

		

		Date

		



		Line Manager’s Signature

		

		Date

		



		Senior Manager’s Signature

		

		Date

		



		NEXT REVIEW IS DUE:

		





EMPLOYEE PERFORMANCE MANAGEMENT 


APPRAISAL & DEVELOPMENT REVIEW


For all posts allocated to roles in Grades 8 and above 


		Employees Name

		



		Role Profile / Job Title




		



		Manager Name




		



		Senior Manager Name




		



		Date of Review (Year / Period of review)




		





Managers should issue the form to the Employee for completion of Section A in good time before the arranged appraisal meeting, and prepare for a conversation on competencies.  Employees should complete their sections of the form and submit to their line manager at least one week before the Appraisal meeting. [A profile posts can exclude S profile sections – mark N/A]


Section A: A AND S PROFILES LOOKING BACK 


1) Employee’s objectives for the last 6 / 12 months (circle as appropriate) 

To be completed by the Manager in advance of the meeting [taken from last year]:

		Objective

		Timescale (Month/Year)

		Outcome



		1.

		

		



		2.




		

		



		3.




		

		



		4.




		

		



		5.




		

		



		Discussion:








2) A AND S PROFILE Employee’s Performance Review for previous year:


To be completed by the manager and employee:


		1. What areas of work over the past year do you think you have delivered well?



		Employee Comments




		Manager Comment






		2. What areas of work over the past year could have been delivered differently / performed better?  Describe why this is the case.



		Employee Comments




		Manager Comment






		3. What areas of work do you think have improved over the past 12 months?  Why do you think that?



		Employee Comments




		Manager Comment






		4. What contribution have you made to team and service improvement over the past year?



		Employee Comments




		Manager Comment






		5. Consider our corporate values Innovation, People Focus and Working together.  Provide evidence of work you have undertaken that demonstrates these values:



		Employee Comment:




		Manager Comment:






		6. What training and development activities were planned for the past year?  List here and discuss outcomes (e.g. improvement shown, needs more support etc.)



		Employee Comment:




		Manager Comment:








3) S Profile – TEAM Performance REVIEW


 [To be completed if the post holder manages other staff] 


		1. What areas of work has the team / service / directorate delivered well?



		Employee Comments




		Manager Comment






		2. What areas of work could have been delivered differently / performed better by the team/service/directorate?  Describe why this is the case.



		Employee Comments




		Manager Comment






		3. What areas of work do you think have improved within the team/service/directorate over the past 12 months?  Why do you think that?



		Employees Comments




		Manager Comment






		4. What contribution has the team made to service improvement over the past year?



		Employees Comments




		Manager Comment






		5. Consider our corporate values Innovation, People Focus and Working together.  Provide evidence of work has your team undertaken that demonstrates these values:



		Employee Comment:


Innovation


People Focus


Working Together




		Manager Comment:


Innovation


People Focus


Working Together






		6. What training and development activities were planned for the team/service/directorate last year?  List here and discuss outcomes (e.g. where improvement shown, needs more support etc.)



		Employee Comment:




		Manager Comment:








Section B) A AND S PROFILES - LOOKING FORWARD: OBJECTIVES:


1) CORPORATE PERFORMANCE TARGETS 2015/16


The Executive Board have agreed that we will set a number of corporate level targets in 2015/16 as part of our organisational and cultural change programme, and the following table highlights which ones have been agreed.  Please refer to your training materials for guidance on completion of this section. 


Please choose up to three target areas from the table below and outline what your personal objectives will be for the forthcoming year.  Leave the remaining columns blank. 


		TARGET AREA

		OBJECTIVE 

		TIMESCALE



		1. Personal contribution to Council priorities

		

		



		2. Personal contribution to Sustainable Swansea

		

		



		3. Personal contribution to cultural change

		

		



		4. Creating the right environment for Innovation

		

		



		5. Delivery of or participation in agreed reviews

		

		



		6. Development of direct reports and the workforce, or team

		

		



		7. Unique personal contribution

		

		





2) Directorate / Service / Team Specific Objectives relevant to the role:


		Objective

		Timescale (Month/Year)

		How will progress be monitored?



		1.




		

		



		2.




		

		



		3.




		

		





3) Employee’s specific objectives for the forthcoming 6 or 12 months [delete as necessary] To be agreed by the Appraiser (Manager) and Employee [Minimum of 3]


		Objective

		Timescale (Month/Year)

		How will progress be monitored?



		1.




		

		



		2.




		

		



		3.




		

		



		4.




		

		



		5.




		

		





4) S Profile – Directorate / Service / Team Workforce Planning:


		Workforce Planning and Succession Planning:  Anything that needs to be noted for action and inclusion in Business Plan going forward: [Highlight issues around ER/VR, potential retirements, and activities expected within critical posts for the next 2-3 years that need to be raised]



		Employee Comment




		Manager Comment








5. S Profile – Future Directorate / Service / Team Development


		DIRECTORATE / SERVICE / TEAM  Training and Development Activities



		Activity

		Resources / Support 

		Outcome



		

		

		



		

		

		



		

		

		



		

		

		





Section C: A AND S PROFILE Discussion about Competencies [To be completed by the Manager and Employee]

1) Referring to the competencies in the role profile, identify and discuss the competencies critical to the role that will be the focus of development over the forthcoming year.  The Employee Performance Management Handbook will help you identify and prioritise areas that may need support and development, as well as identify strengths which could be used to support wider team and service improvement objectives.

		Priority

		Competency 




		Employee Comment

		Manager Comment


(Strengths / Needs Development/Support)

		Future Actions


[What is required of the appraisee]



		1 




		

		

		

		



		2




		

		

		

		



		3




		

		

		

		



		4




		

		

		

		



		5




		

		

		

		





2) What training and development activities are planned for the next year?  List here and discuss outcomes.


		Training / Development Activity


[What needs to be learnt?]




		What support is required?

		What will success look like? 



		

		

		



		

		

		



		

		

		



		

		

		





Section D: Sign off

The employee and manager have formally discussed and agreed the employee’s performance, work objectives and development 


requirements for their role:

		Employee Signature

		

		Date

		



		Line Manager’s Signature

		

		Date

		



		Senior Manager’s Signature

		

		Date

		



		NEXT REVIEW IS DUE: [insert date]





Team / Employee Name ………………………….….……...    Supervisor Name ………………..…….……


Job Title ………………………………………………….……..    Today’s Date  ___/___ /___   Time _____    


MANAGER GUIDANCE TO COMPLETING FRONTLINE APPRAISAL:


This form is specifically designed for front line based employees.  The form may be used for 1-2-1 appraisal reviews, AND/OR team/group appraisals.  Please ensure that completed forms are filed securely and treated as confidential at all times.


If using this form for team/group appraisals, please ensure that a list of the team/group members that the appraisal is for is attached to the completed form and ensure that the employees have signed the final copy.   


PART A – LOOKING BACK


1) Please refer to the previous Annual Appraisal form and review agreed objectives for the past year.  Consider how these objectives were met; discuss with the individual and/or team what was done well, and record any relevant information below:

		Employee/Team Comment




		Manager/Supervisor Comment








2) Consider the employee’s/team’s past performance and contribution to the service/team over the year.  What do they think could have been done differently? Are there any recommendations for next year?

		Employee/Team Comment




		Manager/Supervisor Comment








PART B: LOOKING FORWARD


1) List the employee’s/team’s OBJECTIVES, and any actions agreed by supervisor/employee (e.g. training, coaching, expected improvements):

		Employee/Team




		Manager/Supervisor





 2) Employee / Team Appraisal Competency Review

		COMPETENCY / AREA OF WORK ASSESSED

		A
Exceeds expected standards

		B
Meets expected standards

		C
Developing – Needs slight improvement and support

		D
Unsatisfactory – below standard, needs substantial support

		E


Not Discussed this time



		Work Standard in own area and wider Service / Corporate Standards


Correct Uniform / PPE / workwear etc.

		Always aims to exceed set standards and encourages others likewise  FORMCHECKBOX 


		Good attitude to code of conduct and professional standards and encourages others likewise  FORMCHECKBOX 


		Sometimes has to be reminded of standards expected  FORMCHECKBOX 


		Disregards basic standards; always needs to be reminded  and supported  FORMCHECKBOX 


		Not


Discussed  FORMCHECKBOX 




		Safety Awareness
Consider in regard to safe working practices

		Always insists on safe working practices and reports issues  FORMCHECKBOX 


		Good attitude to safety and encourages others likewise  FORMCHECKBOX 


		Sometimes has to be reminded of safety precautions at work  FORMCHECKBOX 


		Disregards basic safety precautions – may need  additional training  FORMCHECKBOX 


		Not


Discussed  FORMCHECKBOX 




		Code of Conduct / Equalities and Change


Consider working standards

		Always aims to exceed set standards and encourages others likewise  FORMCHECKBOX 


		Good attitude to code of conduct and encourages others likewise  FORMCHECKBOX 


		Sometimes has to be reminded of code of conduct expected  FORMCHECKBOX 


		Disregards basic standards; always needs to be reminded and supported  FORMCHECKBOX 


		Not


Discussed  FORMCHECKBOX 




		Attendance, Punctuality, Dependability


What is the pattern?

		Punctual, rarely absent, very dependable  FORMCHECKBOX 


		Attendance levels acceptable.  Dependable.  FORMCHECKBOX 


		Absence and/or lateness levels not acceptable. Requires more checks than normal and needs some support  FORMCHECKBOX 


		Frequently late and/or absent, requires constant supervision and support  FORMCHECKBOX 


		Not


Discussed  FORMCHECKBOX 




		Job Knowledge


Does the employee have the knowledge to do the job properly?

		Thorough knowledge of own and related work  FORMCHECKBOX 


		Good knowledge of own job and related work aspects  FORMCHECKBOX 


		Lack of job knowledge sometimes hinders progress  / needs support  FORMCHECKBOX 


		Inadequate knowledge / unable to apply knowledge to own work and requires further training / coaching support  FORMCHECKBOX 


		Not


Discussed  FORMCHECKBOX 




		Workload Planning


Consider employee’s success in planning own work

		Demonstrates good workload planning for self (and others)  FORMCHECKBOX 




		Organises work well for self and others if necessary  FORMCHECKBOX 




		Needs to improve some aspects of work planning to achieve targets / may need support  FORMCHECKBOX 




		Consistently fails to meet targets / requires support  FORMCHECKBOX 




		Not


Discussed  FORMCHECKBOX 




		Volume of work / Productivity


Does the amount of work meet job requirements?

		Meets or exceeds set target output  / exceeds productivity required  FORMCHECKBOX 


		Regularly achieves targets, meets output  required  FORMCHECKBOX 


		Output is not always satisfactory / targets missed / some support may be required  FORMCHECKBOX 


		Insufficient – improvement/ support required  FORMCHECKBOX 


		Not


Discussed  FORMCHECKBOX 




		Customer Service / Focus


How effective is the employee at dealing with customers?

		Consistently demonstrates very good customer service  FORMCHECKBOX 


		Demonstrates good customer service most of the time  FORMCHECKBOX 


		Sometimes forgets the needs of the customer / needs reminding


 FORMCHECKBOX 


		Frequently fails to consider the needs of the customer – may need additional training  FORMCHECKBOX 


		Not


Discussed   FORMCHECKBOX 




		Teamwork


How well does the employee work with others to accomplish the goals of the job and work group?




		Works very well with others,  responds  well to new challenges  FORMCHECKBOX 


		Co-operative and flexible  FORMCHECKBOX 


		Usually gets along reasonably well but occasionally unhelpful  FORMCHECKBOX 


		Uncooperative - can be generally unhelpful.  May need additional training


 FORMCHECKBOX 


		Not


Discussed  FORMCHECKBOX 




		Overall Marking


Provide a fair overall assessment

		Well ahead of standard performance  FORMCHECKBOX 


		Satisfactory – meets  requirements   FORMCHECKBOX 


		Needs slight improvement  and some support  FORMCHECKBOX 




		Unsatisfactory – below standard expected – further support / training  required   FORMCHECKBOX 




		Not


Applicable  FORMCHECKBOX 






PART C: Sign Off: 


		NAME

		SIGNATURE

		DATE



		Employee:

		

		



		Line Manager:

		

		



		Senior Manager: 

		

		



		Date of Next Appraisal Meeting

		





COPY provided: Yes/No? [If no, please state reason]

Employee Name ……………………….……...…………...    Supervisor Name ……………………….……


Job Title …………………………………………….……..    Today’s Date  ___/___ /___   Form No. _____    


		COMPETENCY / AREA OF WORK ASSESSED

		RECORD OF DISCUSSION AND AGREED DEVELOPMENT AND PERFORMANCE REQUIRED 

		Not Discussed this time



		Work Standard in own area and wider Service / Corporate Standards


Correct Uniform / PPE / workwear etc.

		

		Not


Discussed  FORMCHECKBOX 




		Safety Awareness
Consider in regard to safe working practices

		

		Not


Discussed  FORMCHECKBOX 




		Code of Conduct / Equalities and Change


Consider working standards

		

		Not


Discussed  FORMCHECKBOX 




		Attendance, Punctuality, Dependability


What is the pattern?

		

		Not


Discussed  FORMCHECKBOX 




		Job Knowledge


Does the employee have the knowledge to do the job properly?

		

		Not


Discussed  FORMCHECKBOX 




		Workload Planning


Consider employee’s success in planning own work

		

		Not


Discussed  FORMCHECKBOX 




		Volume of work / Productivity


Does the amount of work meet job requirements?

		

		Not


Discussed  FORMCHECKBOX 




		Customer Service / Focus


How effective is the employee at dealing with customers?

		

		Not


Discussed   FORMCHECKBOX 




		Teamwork


How well does the employee work with others to accomplish the goals of the job and work group?




		

		Not


Discussed  FORMCHECKBOX 




		General Comments / Actions agreed




		

		Not


Applicable  FORMCHECKBOX 






NOTE  Please discuss areas of performance that need to be recognised, or any potential areas of concern, and record them here.   Targets and Objectives of the service should be prioritised, but any of these areas may/may not be addressed during discussions.  Any support identified should also be recorded and agreed here

Employee Signature …………..…………….…..            Manager Signature ……………………………..

COPY provided: Yes/No? [If no, please state reason]

Performance Appraisal and Development Review


Grades 1-7


Checklist and Guidance Notes


This form has been designed to help you and your staff members get the best from a Performance Appraisal and Development Review Meeting.

		Managers ensure that you can answer yes to the following questions:

		Y/N



		Have you organised an appropriate date, venue and staff cover (if necessary) to undertake the meeting and informed the employee of these details? 

		



		Have you sent the employee the appropriate form that is to be used at the PADR meeting along with their guidance notes at least 2 weeks before the scheduled meeting?

		



		Have you informed the employee that they need to complete Section A of the Performance Review form and return it to you at least 1 week before the scheduled meeting?

		



		Have you informed the employee which competencies will be discussed at the meeting? (it is recommended that 3 competencies are discussed in detail however no more than 6 should be discussed at one meeting).

		





Manager/Employee to gather the following:


· Employee’s Job and Person Specification


· Employee’s Profile and Competencies


· Employee’s learning and development records


· Employee’s previous performance review paperwork


· Your Section’s Business Plans / Corporate Improvement Plan / Team Objectives 


To effectively prepare for the meeting, you will need to give consideration to your answers on the form in advance. 


Section A: Looking Back – Last Year’s Appraisal/Review

1) Employee’s Objectives 


When completing this, manager will need to:


· Write the objectives that the employee has been working toward during the period under review on to the form


· Check whether these have been achieved and gather evidence to support your findings.

2) Employee’s Performance Review for previous year


When considering these questions, employee to record their comments.  Manager will need to review what the employee has commented here in advance, so that you can give your thoughts and comments in response to their thoughts here.


Manager to record anything extra that you believe needs to be mentioned that perhaps your employee hasn’t written.


Both to consider your answers to these questions, gather evidence from a wide variety of sources to support your views.


		Question

		Guidance



		Questions 1 - 4




		Consider work that has been done throughout the year - think beyond the ‘business as usual’ work. 



		Question 5

		Read the definition of our Council Values below. Give examples of when you believe you/your employee has displayed these in their work.


People focus - We need to focus on community needs and outcomes and on improving the lives of the people who live and work in Swansea.  We will also respect, value and support our employees and demonstrate the highest standards of integrity.


Working together - We need to promote a whole partnership approach, working across services to maximise resources and knowledge and joining forces with others outside the Council to ensure we prioritise our resources and get the best for our communities.


Innovation - We will promote and support a culture of innovation. We need to think and work differently to improve our ability to deliver and to meet the financial, demographic and societal challenges we face.



		Question 6

		Record all scheduled training that was planned to take place for the period under review. Has this been completed? If not, why not? Consider the following: 


· Has performance/behaviour changed since doing the training and development activities? If so, how?


· Is the employee’s performance at the required level?


· Is any further support needed to get the employee where they need to be?



		Question 7

		Do not complete if you/your staff member is not in an ‘S’ Profile post.


For ‘S’ profile posts:


· Has your team/the employee’s team achieved its targets or performed to the required standards?  If not why not?


· How has their work contributed to the Service/organisation?


· Is any further support needed to get the team to where they need to be?





Section B: Looking Forward: Objectives

		1)Service/Team Objectives




		What objectives have been set for the section and/or team which the employee’s individual targets will contribute towards?






		2) Employee’s objectives 

		Manager will need to prepare some realistic objectives in advance of the meeting.  Ensure that these link back to the Corporate Improvement Plan and your section Business Plan.  Employee will need to think about some realistic objectives for discussion.



		3) Employee’s objectives for their team

		Do not complete if you/your staff member is not in an ‘S’ Profile post.


For ‘S’ profile staff consider:


· What objectives do the employee’s team/your team need to achieve?  


· Over what timescale?


· Is there any further support that the team need to get them to where they need to be?


· Consider the team, are there any specialisms that individuals within the team need to pass on to other team members





Section C: Discussion about competencies 


a) Competency Review


At the meeting, you may choose to use the Performance Wheel as a tool to help aid your discussion for this section.


When completing this part, you will need to discuss and:


· Manager to record the competencies, that you informed the employee would be discussed, in priority order.  These should be the competencies critical to the role that will be the focus over the forthcoming year 

· Use the competencies within the employee’s role profile to discuss expected standards and identify strengths and any areas of development 

· Assess how well the you/they currently performs/demonstrates these competencies 

· When considering your feedback, gather evidence from a wide variety of sources to support your views.


· Identify and record what further action is required (training, shadowing, mentoring, research etc)


b) Training & Development activities:


When completing this, manager will need to:


· Consider the aim/objective of any training/development identified – what needs to be learnt


· What support the employee will require from their manager?


· How will the training/development activity be provided and by when?

· How will you know if the training/development undertaken has improved the employees work/behaviour/attitude?


· What review mechanisms will you use?


· How will you record this information?


Section D: Sign off

During the meeting the manager and employee will have discussed and agreed the employee’s performance, work objectives and development requirements for their role.


· Employee and manager sign the completed form 


· Manager forwards the form to the Senior Manager for countersigning


· A copy of the form is given to the employee for their records


Personal Development Training

Introduction to Coaching and Mentoring


Duration: 1 day


Advanced Coaching Skills - Raising the Bar

Duration: 2 days


Business & Report Writing

Duration: 1 day


Confidence & Assertiveness for modern life

Duration: 1 day


Customer Service 

Duration: 1 day


Delegation Skills

Duration: ½ day


Developing Leadership and Management Skills 


Duration: 7 days over 4 weeks


Emotional Intelligence

Duration: ½ day


Equalities

Duration: 1 day


Facilitation Skills

Duration: 2 days


Finance for non-financial Managers

Duration: 1 day


Effective Time Management

Duration: 1 day


How to sell a Business Case

Duration: ½ day


Introduction to Project Management

Duration: ½ day


Managing Change Successfully 

Duration: 3 days


Minute Taking

Duration: 1 day


PAMOVA 1 

Duration: 1 day


Pre- Retirement Course

Duration: 1 day 


Presentation skills

Duration: 1 day


Redeployment Sessions


Duration: 1/2 Day


Selling You

Duration: 1 day 


Speed Reading

Duration: 1/2 Day


Policy Training 

Capability Training

Duration 1/2 day


Employee Performance Management Training 

Duration: 1 day


Bullying & Harassment

Duration : 1 day


Disciplinary Training

Duration: 1 day


Disciplinary Investigation Training

Duration: 1 day


Recruitment & Selection

Duration: 1 day


Sickness & Absence Management

Duration: 1 day


Whistleblowing

Duration 1/2 day


IT Training

Introduction to Office 2010

Duration: 2hrs


Tidy up your Computer

Duration: ½ day


Introduction to Microsoft Office


Duration: 1 day


Microsoft Word 1


Duration: 1 day


Microsoft Word 2


Duration: 1 day


Microsoft Publisher


Duration: 1 day


Microsoft Outlook


Duration: ½ day


Microsoft Outlook 2

Duration: ½ day


Microsoft PowerPoint

Duration: 1day


Microsoft Excel 1

Duration:1day


Microsoft Excel 2


Duration: 1day


Microsoft Access 1


Duration: 1day

Microsoft Access Advanced Queries


Duration: ½ day


Microsoft Access Advanced Forms/Reports

Duration: ½ day


Microsoft Project


Duration: 1 day


Microsoft Visio


Duration: ½ day


Health and Safety Training

Asbestos Awareness 


Duration: ½ day

Basic Health and Safety Awareness


Duration: ½ day

CIEH Level 2 Foundation Course in Health and safety


Duration: 1 day


Confined Spaces Awareness


Duration: ½ day

Coshh (control of substances hazardous to health)


Duration: ½ day

Emergency First Aid at Work


Duration: 1 day

First Aid at Work 


Duration: 3 day certificated course


Food Safety Level 1 Award 


Duration: ½ day

Food Safety Level 2 Award 


Duration: 1 day


Inanimate Load Handling 


Duration: ½ day

Introduction to the Manual Handling of People 


Duration: 2 days


Manual Handling of People - refresher 


Duration: 1 day


Portable Electrical Appliance Testing


Duration: 1 day


Risk Assessment


Duration: 1 day


Sharps Awareness Training 


Duration: 2 hours


Working at Heights Awareness


Duration: ½ day

For more information, please access the links to the staffnet pages here:


Corporate Learning and Development http://staffnet/index.cfm?articleid=8258

Health, Safety and Wellbeing


http://staffnet/index.cfm?articleid=28327

There are also a wide variety of e-learning courses available on our Learning Pool website:


www.learningpool.com/swansea

Performance Appraisal and Development Review 


Grade 8 and Above

Checklist and Guidance Notes


This form has been designed to help you and your staff members get the best from a Performance Appraisal and Development Review Meeting.

		Managers ensure that you can answer yes to the following questions:

		Y/N



		Have you organised an appropriate date, venue and staff cover (if necessary) to undertake the meeting and informed the employee of these details? 

		



		Have you sent the employee the appropriate form that is to be used at the PADR meeting along with their guidance notes at least 2 weeks before the scheduled meeting?

		



		Have you informed the employee that they need to complete Section A of the Performance Review form and return it to you at least 1 week before the scheduled meeting?

		



		Have you informed the employee which competencies will be discussed at the meeting? (it is recommended that 3 competencies are discussed in detail however no more than 6 should be discussed at one meeting).

		





Manager/Employee to gather the following:


· Employee’s Job and Person Specification


· Employee’s Profile and Competencies


· Employee’s learning and development records


· Employee’s previous performance review paperwork


· Your Section’s Business Plans / Corporate Improvement Plan / Team Objectives 


To effectively prepare for the meeting, you will need to give consideration to your answers on the form in advance. 


Section A: Looking Back – Last Year’s Appraisal/Review

1) Employee’s Objectives 


When completing this, manager will need to:


· Write the objectives that the employee has been working toward during the period under review on to the form


· Check whether these have been achieved and gather evidence to support your findings.

2) Employee’s Performance Review for previous year


When considering these questions, employee to record their comments. Manager will need to review what the employee has commented here in advance, so that you can give your thoughts and comments in response to their thoughts here.


Manager to record anything extra that you believe needs to be mentioned that perhaps your employee hasn’t written.


Both to consider your answers to these questions, gather evidence from a wide variety of sources to support your views.


		Question

		Guidance



		Questions 1 - 4




		Consider work that has been done throughout the year - think beyond the ‘business as usual’ work.



		Question 5

		Read the definition of our Council Values below. Give examples of when you believe you/your employee has displayed these in their work.


People focus - We need to focus on community needs and outcomes and on improving the lives of the people who live and work in Swansea.  We will also respect, value and support our employees and demonstrate the highest standards of integrity.


Working together - We need to promote a whole partnership approach, working across services to maximise resources and knowledge and joining forces with others outside the Council to ensure we prioritise our resources and get the best for our communities.


Innovation - We will promote and support a culture of innovation. We need to think and work differently to improve our ability to deliver and to meet the financial, demographic and societal challenges we face.



		Question 6

		Record all scheduled training that was planned to take place for the period under review. Has this been completed? If not, why not? Consider the following: 


· Has performance/behaviour changed since doing the training and development activities? If so, how?


· Is the employee’s performance at the required level?


· Is any further support needed to get the employee where they need to be?





3) S profile – team performance review - Do not complete if you/your staff member is not in an ‘S’ Profile post.

		Question 1 – 4

		Consider work that has been done by your team/their team throughout the year and review the team’s performance and contribution.



		Question 5

		Consider our Council’s values of Innovation, People Focus and Working together.


Give examples of when you believe your team/their team has displayed these in their work.



		Question 6

		Record training and development activities that were planned for your team/their team last year.  Have they been completed? If not, why not? Consider the following: 


· Has your team/their team performance changed since doing the training and development activities? If so, how?


· Is your team/their team performance at the required level?


· Is any further support needed to get the team where they need to be?





Section B: Looking Forward: Objectives

1) Corporate Performance Targets 


Manager and Employee to discuss and choose up to 3 of the target areas listed below.  Complete the employee’s personal contribution objectives for the three chosen targets for the forthcoming year. Consider the following:


· What contribution will you/your employee be expected to make?


· How will this be assessed/evidenced and by when?


· Is any further support needed?


		TARGET AREA

		EXAMPLE



		8. Personal contribution to Council priorities

		· Ensuring that the service area makes a possible contribution to the Poverty Strategy (and agreeing this with the lead for this outcomes)


· Raising awareness about safeguarding and ensuring training is undertaken in the team



		9. Personal contribution to Sustainable Swansea

		· Being a member of a project team delivering one of the Workstream Strands


· Ensuring that the team is generating ideas for income generation



		10. Personal contribution to cultural change

		· Demonstrating the Council’s values on a day to day basis


· Implementing actions from the Employee Opinion survey 


· Increased visibility through team or service visits



		11. Creating the right environment for Innovation

		· Giving a talk in the Purple Room


· Attending meetings of the Innovation Community


· Holding team innovation events or other employee engagement initiative



		12. Delivery of or participation in agreed reviews

		· Ensuring that the budget review of ……. is completed on time


· Participation in a commissioning review



		13. Development of direct reports and the workforce, or team

		· Participating in Senior Manager development sessions


· Being part of an action learning set


· Offering peer learning or challenge



		14. Unique personal contribution

		· An objective over and above the “day job”


· Should be stretching and tangible eg: implementing a new project, undertaking a lean systems review, developing a new policy  area, contributing to regional working





		2) Directorate/ Service/Team Objectives




		What objectives have been set for the Directorate/service and/or team overall which the employee’s individual targets and/or their team’s targets contribute towards?  






		3) Employee’s specific objectives 

		You will need to prepare some realistic objectives for your staff member in advance of the meeting.  Ensure that these link back to the Corporate Improvement Plan and your section Business Plan.  Employee will need to think about some realistic objectives for discussion.



		4) Workforce planning and Succession Planning

		To be completed by post-holders in Grade 10 and above only who are allocated to an ‘S’ Profile post.


Staff in S profiles must consider the following for their team:


· Assess the team members skills and abilities and which posts are ‘critical’ to service delivery


· Posts that are critical to service delivery should be highlighted in the annual Business Plan and succession planning activities should be outlined to ensure sustainability – what actions are you going to take over the next 12 months to address this?


· The age profile of the team and any potential ER/VR requests that may arise and what you will need to action?


· Identify potential loss of skills/knowledge if critical post holders leave and what you will do about it?


Highlight any potential risks that could affect team workforce resource planning over the next 12 months.



		5) Future Directorate/ Service/Team Development

		Do not complete if your staff member is not in an ‘S’ Profile post.


For ‘S’ profile staff


· What training and development activities will your team/the employee’s team need to undertake during the coming year.


· How will this training and development be addressed/resourced?


· What outcome would you expect them to achieve as a result?





Section C: Discussion about competencies 


a) Competency Review


At the meeting, you may choose to use the Performance Wheel as a tool to help aid your discussion for this section.


When completing this part, you will need to discuss and:


· Manager to record the competencies, that you informed the employee would be discussed, in priority order.  These should be the competencies critical to the role that will be the focus over the forthcoming year 


· Use the competencies within the employee’s role profile to discuss expected standards and identify strengths and any areas of development 


· Assess how well the employee currently performs/demonstrates these competencies 


· When considering your feedback, gather evidence from a wide variety of sources to support your views.


· Identify and record what further action is required (training, shadowing, mentoring, research etc)


b) Training & Development activities:


When completing this, manager will need to:


· Consider the aim/objective of any training/development identified – what needs to be learnt


· What support the employee will require from their manager?


· How will the training/development activity to be provided – how and by when?


· How will you know if the training/development undertaken has improved the employees work/behaviour/attitude?


· What review mechanisms will you use?


· How will you record this information?


Section D: Sign off

During the meeting the manager and employee will have discussed and agreed the employee’s performance, work objectives and development requirements for their role.


· Employee and manager sign the completed form 


· Manager forwards the form to the Senior Manager for countersigning


· A copy of the form is given to the employee for their records

Personal Development Training


Introduction to Coaching and Mentoring


Duration: 1 day


Advanced Coaching Skills - Raising the Bar

Duration: 2 days


Business & Report Writing

Duration: 1 day


Confidence & Assertiveness for modern life

Duration: 1 day


Customer Service 

Duration: 1 day


Delegation Skills

Duration: ½ day


Developing Leadership and Management Skills 


Duration: 7 days over 4 weeks


Emotional Intelligence

Duration: ½ day


Equalities

Duration: 1 day


Facilitation Skills

Duration: 2 days


Finance for non-financial Managers

Duration: 1 day


Effective Time Management

Duration: 1 day


How to sell a Business Case

Duration: ½ day


Introduction to Project Management

Duration: ½ day


Managing Change Successfully 

Duration: 3 days


Minute Taking

Duration: 1 day


PAMOVA 1 

Duration: 1 day


Pre- Retirement Course

Duration: 1 day 


Presentation skills

Duration: 1 day


Redeployment Sessions


Duration: 1/2 Day


Selling You

Duration: 1 day 


Speed Reading

Duration: 1/2 Day

Policy Training 


Capability Training

Duration 1/2 day


Employee Performance Management Training 

Duration: 1 day


Bullying & Harassment

Duration : 1 day


Disciplinary Training

Duration: 1 day


Disciplinary Investigation Training

Duration: 1 day


Recruitment & Selection

Duration: 1 day


Sickness & Absence Management

Duration: 1 day


Whistleblowing

Duration 1/2 day

IT Training

Introduction to Office 2010

Duration: 2hrs


Tidy up your Computer

Duration: ½ day


Introduction to Microsoft Office


Duration: 1 day


Microsoft Word 1


Duration: 1 day


Microsoft Word 2


Duration: 1 day


Microsoft Publisher


Duration: 1 day


Microsoft Outlook


Duration: ½ day


Microsoft Outlook 2

Duration: ½ day


Microsoft PowerPoint

Duration: 1day


Microsoft Excel 1

Duration:1day


Microsoft Excel 2


Duration: 1day


Microsoft Access 1


Duration: 1day


Microsoft Access Advanced Queries


Duration: ½ day


Microsoft Access Advanced Forms/Reports

Duration: ½ day


Microsoft Project


Duration: 1 day


Microsoft Visio


Duration: ½ day


Health and Safety Training

Asbestos Awareness 


Duration: ½ day

Basic Health and Safety Awareness


Duration: ½ day

CIEH Level 2 Foundation Course in Health and safety


Duration: 1 day


Confined Spaces Awareness


Duration: ½ day

Coshh (control of substances hazardous to health)


Duration: ½ day

Emergency First Aid at Work


Duration: 1 day


First Aid at Work 


Duration: 3 day certificated course


Food Safety Level 1 Award 


Duration: ½ day

Food Safety Level 2 Award 


Duration: 1 day


Inanimate Load Handling 


Duration: ½ day

Introduction to the Manual Handling of People 


Duration: 2 days


Manual Handling of People - refresher 


Duration: 1 day


Portable Electrical Appliance Testing


Duration: 1 day


Risk Assessment


Duration: 1 day


Sharps Awareness Training 


Duration: 2 hours


Working at Heights Awareness


Duration: ½ day


For more information, please access the links to the staffnet pages here:


Corporate Learning and Development http://staffnet/index.cfm?articleid=8258

Health, Safety and Wellbeing


http://staffnet/index.cfm?articleid=28327

There are also a wide variety of e-learning courses available on our Learning Pool website:


www.learningpool.com/swansea

The Performance Wheel


To be completed by manager and employee


In preparation for the PDR meeting, the manager and the employee will have chosen up to 6 competencies to be discussed. The performance wheel is a tool to help evaluate an employee’s performance in these areas.  


1. Along the outer rim of the wheel, record the competencies that are going to be discussed (one in each segment of the wheel)


2. Gather evidence to assess performance for each competency. 


3. Using the rating process (and appropriate guidance), decide where you feel the performance for each competency sits on the wheel. Mark this on the wheel for each competency segment. 


		The Rating Process



		Outer Rim

		Write down the competency to be assessed here



		Zone 8-10

		Exceeds expected standards



		Zone 5-8

		Meets expected standards



		Zone 2-5

		Developing- needs slight improvement and support



		Zone 0-2

		Needs substantial support
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The Rating Process

The following rating process has been developed to be assist evaluating performance when using the Performance Wheel and the ‘Performance Appraisal Review - Form 2’. These definitions have been designed to help managers decide how to rate their employees. 

Exceeds expected standards


An employee should be awarded an ‘exceeds’ rating when their performance is consistently above the requirements of the role.  If there are a limited number of instances of excellence, the appropriate rating is ‘Meets’ and an additional comment may be appropriate, and the manager could add ‘Sometimes demonstrates exceeds’.


Meets expected standards


An employee should be awarded a ‘meets’ rating when their performance is consistently meeting the requirements of the post and improvement is not needed.  Sometimes an employee and manager agree that the performance is good rather than satisfactory. ‘Meets’ will be an appropriate rating in this instance, but managers can make additional comments if good performance should be noted.


Developing – needs slight improvement and support


Sometimes an employee is very good at most things in their role, but there are one or two areas that could be improved.   We all have our strengths and weaknesses.  An employee and manager should discuss how important these weak areas are to the overall performance of the job under review and then note that in this instance the post holder is ‘Developing’.


If there is an area that needs to improve, it would be appropriate to discuss how this improvement can be achieved and the support that the manager will provide through coaching, mentoring, training, monitoring and feedback.  The employee then needs to agree what they will aim to achieve and take the appropriate steps to improve.


Needs substantial support


If the employee is consistently below the expected standard and is regularly requiring a substantial amount of support from the manager or team, a manager may decide that this is an appropriate rating. 


In these instances it is vital that a manager and employee draw up an action plan to address these areas immediately. You may need to increase review meetings to closely monitor performance and improvement.


Assessing Employee Performance Checklist

		KNOWLEDGE AND SKILL

		YES

		NO



		1.
Did the employee ever perform the task properly?

		

		



		2.
Is the task performed often enough to assure retention?

		

		



		3.
Do they know the task is still expected of them?

		

		



		4.
Is training/development provided?

		

		



		5.
Is the training/development effective?

		

		



		6.
Is enough practice done during training?

		

		



		7.
Could they perform properly immediately after training?

		

		



		8.
Does performance fail to improve with experience?

		

		



		CAPACITY

		YES

		NO



		1.
Does the employee have the ability to learn new skills?

		

		



		2.
Does the employee have the motivation to learn new skills?

		

		



		3.
Do they have the opportunity for training?

		

		



		STANDARDS

		YES

		NO



		1.
Does the employee have set objectives/standards?

		

		



		2.
Does the employee know what they are?

		

		



		3.
Does the manager agree on (1) and (2)?

		

		



		4.
Are there written standards?

		

		



		5.
Does the employee know how they’ll be evaluated?

		

		



		MEASUREMENT

		YES

		NO



		1.
Is performance measured?

		

		



		2.
Are measurements based on task performance?

		

		



		3.
Are measurements based on both the results (what) and activities (how)?

		

		



		4.
Are the measurements objective?

		

		





		FEEDBACK

		YES

		NO



		1.
Are they informed about how they’re doing?

		

		



		2.
Is feedback given soon enough?

		

		



		3.
Is feedback given often enough?

		

		



		4.
Is feedback understandable?

		

		



		5.
Is feedback specific?

		

		



		6.
Is feedback accurate?

		

		



		7.
Is feedback given by someone who matters?

		

		



		8.
Is feedback given in a way they accept?

		

		





		CONDITIONS

		YES

		NO



		1.
Are task procedures clear and workable?

		

		



		2.
Is enough time available?

		

		



		3.
Are tools and equipment available?

		

		



		4.
Are tools and equipment operative?

		

		



		5.
Is necessary information available?

		

		



		6.
Is information accurate?

		

		



		7.
Are distractions and interruptions minimised?

		

		



		8.
Are the internal processes flexible enough?

		

		



		9.
Do they have enough authority?

		

		



		10.
Can the job be done by one person?

		

		



		11.
Is support available for peak periods?

		

		



		MOTIVATION

		YES

		NO



		1.
Is the task seen to be worthwhile?

		

		



		2.
Do they believe they can perform the task?

		

		



		3.
Is there motivation for performing well?

		

		



		4.  Are appropriate measures taken to prevent discouragement?

		

		



		5.
Do they find the work interesting?

		

		



		6. Are there inner satisfactions for good performance?

		

		



		7.
Is there peer pressure for good performance?

		

		



		8.
Is task unpleasantness or stress within acceptable levels?

		

		



		9.
Does poor performance draw attention?

		

		





Note: If the manager has ticked ‘no’ to any of the above, consider carefully what responsibility the manager has to address this, and involve the employee in finding the right solution to address it.


Obstacles to successful performance in the role are the responsibility of both the employee and the manager.  Ensure that a two-way communication process is established to ensure obstacles can be addressed as they arise, and solutions may be implemented to ensure operational and departmental goals are met
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1 Preparing for the Annual Performance Appraisal & Development Review (PADR)

Manager and employee prepare by reflecting on the year’s performance and thinking ahead to the coming years objectives, outcomes and development needs.  Identify and inform employee which competencies will be discussed
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Monthly 121 Form – 2020/2021



		Name:

		Stephanie Rayner



		Date:

		



		Key Activities for this month:

		



		Key Issues from last month:

		







		Progress Against Team Critical Behaviours (as reflected in Oracle)





		CM 4.3 - Identify and Implement Improvements to service delivery, engaging people in the change process and encouraging them to contribute ideas.



		Regular discussions with BP’s to ensure a consistent approach – weekly meetings arranged

Requested ideas from HRA’s regrading support BP’s can provide





		M. Introducing Change and New ways of working (relating to the HR Operating model) 



		BP’s have oversight of case management – Initial meeting to discuss way forward and offer any advice and support to HRA’s

Sickness management – Review of sickness within Catering and Cleaning – Continue to monitor and support





		V. Working Together



		Best Practice Meetings with HRA’s to discuss processes and procedures – Lessons learnt/Good news stories



		Develop Future People



		Support to Swansea Council in developing Future People

		



		Support to the HR Function in developing Future People (including line management responsibilities where appropriate).

		



		Personal  Development Activities 

(achieved and identified for the future).

		HR Diploma – Commencing on 25th September 2019





		Progress Against Objectives and Success Criteria





		Objective 1: Team Objective

Delivery of HR service to time, quality and cost 100% delivery against KPIs



		High quality HR advice provided to Education, Schools and other Departments as and when required.



		Objective 2:

Work with own team and others to maximise resources and share experience and knowledge

		I will always encourage working together as a Team and supporting each other to ensure individuals engage with any improvements/changes.



Whilst I continue to develop my knowledge within Education and Schools, I will support the Team with any queries.





		Objective 3:

Build strong working relationships. Communicate well with colleagues, internal and external stakeholders

		Continue to build effective working relationships within a new area of work and within my role.  Effective communication with Managers and Schools building trust and confidence to ensure a high quality HR service.



Continue to communicate effectively with colleagues to encourage engagement as a team going forward.





		Objective 4:

Trust work colleagues to carry out their work effectively

		Overview of Case Management has enabled me to review the cases and offer advice and support.  Removing myself from the operational procedures.

Sickness management – Arrangements of regular review meetings with HRA’s to ensure progress.

Restructures – Allocate HRA from the outset and determine their role throughout the process.

(All information saved on the shared drive so I am able to monitor any progress being made).





		Objective 5:

Adapt, improve, try, learn

		I feel I have adapted and embraced the new ways of working introduced within the Team and the requirements within my role as HR Business Partner through a challenging period.

My knowledge and experience within Education has provided me with new learning and development opportunities.

I acknowledge that there are areas that I need to learn and improve which hopefully will be gained through further development.





		Objective 6:

Introducing Change and New Ways of Working

		I have embraced the new ways of working 

within the Team and try to encourage others when introducing news systems and processes.

Continue to monitor the Redeployment Portal.



The changes within the Business Partner 

role have at times been challenging however, I feel I have continued to participate with introducing changes and improvements to the HR service 

provided.

I am willing to provide my view in relation to the changes and continue to have a positive work ethic.









		Comments on New Ways of Working Pilot





		Do you consider yourself to be more productive?

		No change





		Has your work life balance improved?

		Yes – More flexibility





		Would you want to revert back to the previous arrangements or continue with the new arrangements?

		Continue with new arrangements





		Has your daily/ work travel changed, reduced or increased?

		No Change, I attend meetings as and when required by the Service Area.



		Do you believe that working relationships have changed and/or improved?

		Changed within the Team however, I believe that is also as a result of the restructure.







		Any Other Comments:

		





		Line Manager Comments:

		













  Council Desired Behaviours

		Work as a team

		Lead by example

		Respect and value everyone



		Focus on the future

		Have a 'can do' attitude

		Be honest and trustworthy
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Appraisal For

ORACLE Rayner, Miss Stephanie Louise

Worker Detalils

Employee name Rayner, Miss Stephanie Louise
Assignment Number 885741

Manager Reid, Mrs. Nicola Jayne
Department HR and OD

Job CCS Non School

Appraisal Details

Appraisal Template 2019/2020 Grade 8-9 A profile posts
Appraisal Purpose Annual Appraisal Review

Period Start Date 2019-04-01

Period End Date 2020-03-31

Initiator Reid, Nicola

Main Appraiser Reid, Nicola

Appraisal Date 2020-04-01

Next Appraisal Date

Competency Details

CE1.1 Work with own team and others to maximise resources and share
experience and knowledge

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating 3-Meets standard required for the role

Comments






ORACLE

Main Appraiser

Appraisal For
Rayner, Miss Stephanie Louise

Name

Reid, Mrs. Nicola Jayne

Performance Rating

3-Meets standard required for the role

Comments

Essential part of the role within the team due to working across all
areas. Steph has provided support to collegues on previous
department and colleagues have provided support to Steph on
Education. Starting monthly BP meeting and best practice meeting with
HR Advisors.

CE3.3 Recognise and respect both their own strengths and weaknesses
and the strengths and weaknesses of their collegues

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE3.4 Listen carefully and actively to gain an understanding of what is
iImportant to colleagues, internal and external stakeholders

Appraisee

Name

Rayner, Miss Stephanie Louise






ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE3.5 Provide practical and moral support to colleagues, sharing and
helping to solve problems

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE4.1 Promote the most effective way of delivering a good quality and
sustainable service to internal/external stakeholders

Appraisee

Name

Rayner, Miss Stephanie Louise






Appraisal For

ORACLE Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE4.2 Take an innovative approach solving problems. Look creatively
inside and outside the organisation for new ideas, actively share good
practice

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE4.3 Engage with other departments and organsiations to plan together
for the future

Appraisee





Appraisal For

ORACLE Rayner, Miss Stephanie Louise

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CES5.1 Be open and transparent in all work activities

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CES5.2 Be consistent. Treat everyone fairly with consideration and respect
for their views, opinions and beliefs

Appraisee





ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CES.3 Trust work colleagues to carry out their work effectively

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

2-Developing - needs some support to develop

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

2-Developing - needs some support to develop

Comments

Steph finds it difficult to pass on work to the HR Advisors and she has
assured the manager/headteacher of what will be done and can't then
control how that is done when it is passed on. Steph prides herself in
her standard of work and carrying out what she has said she will do.

CE5.4 Accept the consequence of own actions and learn from mistakes.
Do not blame others.






Appraisal For

ORACLE . . .
Rayner, Miss Stephanie Louise
Appraisee
Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE1.2 Build strong working relationships. Communicate well with
colleagues, internal and external stakeholders

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

4-Exceeds required standard for the role in this area

Comments

| feel I have built effective working relationships within a new area of
work and a new role within a short period of time. Communicating
effectively with Managers and Schools building trust and confidence to
ensure an efficient and effective HR service. Continue to comminucate
effectively with colleagues to encourage engagement as a team going

forward.

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

4-Exceeds required standard for the role in this area






ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Comments

Steph has work well engaging with a new service area, building trust
and confidence with central education and schools. Al whilst learining
new sets of T&C's.

CES.5 Carry out work as entrusted and make every attempt to deliver what
they say they are going to do.

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE6.1 Be open and willing to try new ideas and ways of working

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne






ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Performance Rating

Comments

CEG6.2 Adapt, improve, try, learn

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

3-Meets standard required for the role

Comments

| feel | have adapted and embraced the new ways of working
introduced within the Team and the requirements within my role as HR
Business Partner through a challenging period. My knowledge and
experience within Education has provided me with new learning and
development opportinuties. | acknowledge that there are areas that |
need to learn and improve which hopefully will be gained through

further development.

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

4-Exceeds required standard for the role in this area

Comments

Steph has gained a significant knowledge in Education in a very short
space of time, she has adapted to the NWOW and BP role and is

contunially bettering herself and her knowledge.

CEb6.3 Be resourceful and encourate others to focus on the solution not the

problem

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating
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ORACLE Rayner, Miss Stephanie Louise

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE1.3 Engage with internal and external stakeholders as much as possible.
Seek to understand and act on their input wherever appropriate

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE2.1 Act as positive role model; focus on solutions, encourage others to
do the same. Address those not demonstrating positive behaviours

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating






ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

M: Employee Conduct

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

M: Equalities

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments






ORACLE

Main Appraiser

Appraisal For

Rayner, Miss Stephanie Louise

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

M: Health and Safety

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

M: Introducing Change and New Ways of Working

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating 4-Exceeds required standard for the role in this area






ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Comments

| have embraced the new ways of working within the Team and try to
encourage others when introducing news systems and processes. | led
on the introduction of the New Redeployment Portal which is starting to
prove successful and has been benficial to the Team, Employees and
Managers. The changes within the Business Partner role have at times
been challenging however, | feel | have continued to participate with
introducing changes and improvements to the HR service provided. |
am willing to provide my view in relation to the changes and continue
to have a positive work ethic.

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

4-Exceeds required standard for the role in this area

Comments

The team has been through a signifucant change over the last year
and Steph has embraced this change as well as leading on the
redeployment portal. Steph is also part of the NWOW pilot.

M: Welsh Language

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments






Appraisal For

ORACLE Rayner, Miss Stephanie Louise

V: Innovation

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE2.2 Be accessible and communicate clearly, face to face where possible;
appreciate that effective communication is two-way.

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

V: People Focus





Appraisal For

ORACLE . . .
Rayner, Miss Stephanie Louise
Appraisee
Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

V: Working together

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

3-Meets standard required for the role

Comments

I will always encourage working together as a Team and supporting
eachother to ensure indivdiuals engage with any
improvements/changes however, | acknowledge that there are times
where | may not provide my true thoughts due to the personalities. |
believe my strength is building relationships with people and believe
that the Departments within the Authority need to work together to

achieve outcomes.

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

3-Meets standard required for the role






ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Comments

Steph works very well with the rest of the team and is already
supportiing them with Education queries, the team are now starting to
discuss things with Steph before taking the query to PBP. Steph
understands her weakness with giving her honest opinions due to
some personalities within the team and is going to work on being more
confident is giving an opinon.

CE2.3 Set high performance standards for themselves and meet them

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE2.4 Speak positively about the Council

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser






Appraisal For

ORACLE Rayner, Miss Stephanie Louise

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE3.1 Value and respect the roles and views of colleagues and partners,
regardless of their place within the organisation

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE3.2 Appreciate and Acknowledge the work and contribution of others

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser





Appraisal For

ORACLE Rayner, Miss Stephanie Louise

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

Over All Competency Information

Total Score NA

Comments

NA

Objective Details

Budget Proposals Delivery support Directorates in the delivery of the
2018/19 proposals and plans in place for 2019/20 proposals

Name

Continue to build good working relationships with the Education
Department and Schools.

Name

Delivery of HR service - To time, quality and cost with delivery against
KPls.

Name






Appraisal For

ORACLE Rayner, Miss Stephanie Louise

Embedding new ways of working and new structure

Name

Provide support to the allocated OD implementation plans. - To time,
guality and cost

Name

Provide Workforce Planning support - Ensure that Directorates have robust
and consistent Workforce plans by 31 March 2020

Name

Review Education Policies (Ongoing)

Name

Sickness Absence - Ensure Directorate compliance with sickness policy
and supporting Managers in the earliest resolution of sickness absence
cases.





Appraisal For

ORACLE Rayner, Miss Stephanie Louise

Name

100% Completion of all mandatory training, monthly 121s and appraisals

Name

Overall Objective Information

Total Score NA

Comments

NA

Overall Rating

Total Score 4-Exceeds required standard for the role in this area

Comments
Steph has made every effort to pick up as much Education
knowedge as possible over the last year and is already
competatnt and confident in giving advice.
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1. Policy Statement

1.1. The City and County of Swansea is committed to delivering effective and
efficient services for the residents of Swansea and staff. Performance
management, motivation and development of Council employees will be
integral to achieving this.

1.2. The Council aims to build an organisation that is committed to excellent
standards of work through the capability and performance of our employees.

1.3. This will be achieved by promoting the well being and morale of employees,
setting and applying standards of work. To ensure maximum effectiveness,
standard setting must be done openly, fairly and consistently, providing
appropriate training and support and dealing with capability issues in a fair,
objective and reasonable way.

City and County of Swansea
Dinas a Sir Abertawe






1.4. All of the above is based on the starting point that poor performance is not
acceptable to the Council.

1.5. The Capability Policy is not a substitute for effective and supportive day-today
line management of performance and capability issues. Nor should such
issues be allowed to accumulate, unresolved, until recourse to the policy and
procedure becomes inevitable. Instead, it is expected that managers will
identify and resolve issues at the earliest possible stage. Managers must be
effectively trained to address capability issues appropriately.

2.1. This policy and procedure applies to all employees of the Council other than
those in educational establishments with delegated powers.

3. What is capability?

3.1. Section 98(3) of the Employment Rights Act 1996 defines "capability" as the
ability of a member of staff to perform required work to an acceptable standard
by reference to skill, aptitude, health or any other physical or mental quality.

3.2. Issues of Health Capability are not included in this policy and are covered by
the Management of Absence Policy. All other capability factors outlined above
will be dealt with under this procedure.

3.3. It is important that the difference between capability and misconduct is
understood.

3.4. Capability issues can be defined as the situation where, despite having
received training, encouragement or warnings, no significant difference to
work performance results. It is then assumed that the employee does not have
the ability to achieve the required standard however hard he/she tries.

3.5. Examples of capability issues include:-

adequacy of skills and/or knowledge;

professional insight or judgment;

ability to manage reasonable workloads;

ability to work to identified standards;

ability to identify and work towards appropriate priorities.





3.6.

3.7.

3.8.

3.9.

In a case of misconduct an employee could do better but will not or fails to
perform due to his/her own carelessness, negligence or unwillingness. Cases
of misconduct will be dealt with through the Disciplinary Policy.

The fundamental distinction between capability and misconduct may be
expressed simply as "can't do” as opposed to "won't do”. The latter implies that
the employee has some degree of control, deliberation and/or choice in the
matter.

This policy is not to be used when an employee is still in their probationary
period. The Probation Policy would apply in those circumstances.

Whilst every effort will be made to enable an employee to improve their
performance and retain them in post, the Council cannot guarantee to
maintain employment if reasonable and appropriate performance is not
achieved following the exhaustion of the Capability Policy.

4.1.

4.2.

Employees obligations

All employees have a responsibility to:

o take full accountability for their own performance and behaviour

. perform to a satisfactory level in line with the Council's objectives
taking into account and actioning agreed personal development needs

o to contribute to and engage actively in appraisals, one to one
meetings and objective setting, problem solving, review and
evaluation

o to work with managers constructively to address any underlying issues
which may be affecting performance

o to move forward their learning and development by taking ownership
for their personal development

. be open to constructive feedback

It is reasonable to expect that the employee will take whatever steps he/she
can to manage his/her personal circumstances and to minimise any impact on
his/her work.

5.1.

5.2.

5.3.

5.4

Managers Responsibilities

Managers will appreciate that the purpose of this policy is to manage capability
and to assist employees to reach acceptable standards of performance.
Regular meetings will enable a manager to identify issues at an early stage.

Managers must ensure the Council’s Training and Development Policy is
utilised fully to ensure that capability issues are addressed.

In order to effectively implement this policy, managers must:

Monitor the performance of staff and ensure Performance Appraisal and
Development Reviews (PARD) and supervision/one-to-one meetings are
carried out on a regular basis in order to identify any problems or issues.

-3-





5.4. Try to identify and rectify any issues as early as possible with the aim of
avoiding the formal action route if possible. This will include assessment of
training needs to meet the specific job requirements.

5.5. Ensure that all employees are aware of the standards of performance that are
expected of them.

5.6. Be prepared and ready to have difficult conversations with their team
members.

5.7. Be encouraging and supportive in all conversations, but particularly where
concerns are identified.

5.8. Set realistic and measurable standards of performance for the job.

5.9. Ensure that all issues are dealt with in a reasonable, timely and constructive
manner and that employees are kept informed of what action will be taken if
they fail to meet these standards.

5.10. Be mindful of the implications of employment legislation such as the Equality
Act 2010 and the Council’s Equality Policy Statement.

5.11. Make line managers and supervisors aware that there might be instances
when they will need to speak informally with an employee about their
performance, at the time that it comes to light. Line managers/Supervisors
should keep a note to this effect and provide a copy to the employee. This
informal approach is important so employees are made aware of any problems
at the earliest opportunity and given an early chance to improve.

6. Stages of the policy

6.1. Capability is to be managed through the following stages:-

o Employee Performance Management, i.e. Performance Appraisal
and Development Reviews (PADR)/Supervision

) Informal Stage

o Formal Stage (i.e. first and second formal stages)

) Final Formal Stage

6.2. During the formal stage, there are 2 levels of written warnings that may be
issued to an employee. The levels of warning are as followed:

. Formal stage warning to remain on file for 6 months
J Final Formal stage warning to remain on file for 12 months

6.3. The Council reserves the right to seek assistance from internal or external
facilitators at any stage of this procedure in the interest of seeking a
satisfactory and objective outcome for all.





6.4. In exceptional cases where a single performance error has serious
consequences (e.g. where it results or could result in the serious jeopardy of
the health and safety of service users or employees) the principles in this
policy may be disapplied. In these circumstances, the matter may be dealt with
as potential misconduct or gross misconduct under the Disciplinary Policy.

7. Non Attendance of Employee at Hearings

7.1.  Whilst every opportunity will be given for the employee to attend all meetings
and appeal hearings, unless there are extenuating circumstances, the non
attendance of the employee will not invalidate the proceedings, and they may
proceed if considered appropriate or be reconvened at another date and time.

8. Managing Employee Performance

8.1 Any issues or causes for concern should be dealt with as soon as they are
identified. These should then be picked up the through Performance Appraisal
and Development Reviews (PADR) to make sure that improvements have
been made. Manages should always address capability issues at the time
they arise in normal circumstances.

8.2 As soon as is reasonably practicable after an issue or cause for concern is
identified, the Line Manager must speak to the employee about the issue and
try to resolve in through conducting a PADR. PADR’s can be conducted at
any time during the Employee Performance Management Cycle. The Council
has a structured Employee Performance Management policy which should be
followed and be referred to. The Performance Appraisal and Development
Review, which is a part of the Employee Performance Management process,
is not the appropriate forum in which to raise concerns for the first time.

8.1. All paperwork supporting the Employee Performance Management Process,
such as forms, supervision or one to one notes etc, can be referred to as
evidence of both a history of problems or of an exemplary work record.

8.2. If an employee fails to perform to the required standard, the matter should be
investigated to ascertain the reason for poor performance and a review period
should be set.

8.3. If an employee’s performance has not improved within a reasonable period,
then the informal stage of the Policy will be invoked.

9. Informal stage

9.1. When a manager has not been able to resolve a performance issue through
normal line management action or the employee performance management
process, the informal procedure for managing capability issues should be
followed.





9.2.

9.3.

Managers need to establish, as specifically as possible, what the performance
gap is. For example:-

failure to meet standards of performance as set out in the job
description or other documents;

failure to meet timescales for the completion of work;

delivery of work that differs from that specified;

unreasonably lower output than normal.

unreasonably high error rates.

inability to recognise and address key issues and priorities.

Managers then need to look into the background and pose the following
guestions:-

Are there any obvious explanations related to the work environment?
For example: changes in work practices; new equipment; new
expectations; higher levels of demand.

Is anything known about the employee, or their personal
circumstances that may help to explain the performance problem?

REASON ACTION

External factor

Determine nature of factor and where appropriate, offer
support such as pastoral support, Helping Hands or
referral to stress counselling.

Lack of required skills Where practicable, assistance through training,

coaching, monitoring of performance and reasonable
time to reach required standards.

Sickness

To be dealt with under the Management of Absence
Policy.

Disability

The needs of a disabled employee should be assessed
and met prior to setting performance targets.
Appropriate advice will be sought and any reasonable
adjustments which may mitigate potential difficulties are
put in place. The provisions contained in the Equality
Act 2010 and the Council’s Equality Policy Statement
should also be taken into account.

Deliberate action / To be dealt with under the Disciplinary Policy.

omission, negligence or
lack of Application

Bullying or Harassment The Harassment and Bullying Policy should be invoked

before continuing with the capability procedure.

9.4.

Managers should arrange to meet with the employee informally and approach
discussion openly. Both parties should jointly explore the reasons behind the
underachievement and seek solutions.






9.5.

9.6.

9.7.
9.8.

9.9.

9.10.

9.11.

9.12.

9.13.

9.14.

The following questions must be asked:

Does the employee understand the expectations placed on him/her?
Are these reasonable?

Is sufficient managerial guidance or support being made available?
Is there a resource issue?

Has appropriate training been given?

Are there underlying health or personal problems?

The manager and employee should agree the reasons causing the
performance problem(s) and agree a course of action to address.

A time scale should be implemented for these actions and a review date set.

This should normally be one calendar month (this may be extended if the
employee / manager is on holiday or sickness absence).

Managers will discuss the possible consequences with the employee if no
improvement is made.

Managers should document the performance issues raised and record the
decisions for improvement in an action plan. The employee must also be
provided with a copy. The action plan should state clearly:-

the specific improvement required;

any targets to be met;

the timetable for improvement;

the support or training to be received / provided to achieve the targets;
anything else the Manager may need to do to facilitate an
improvement in performance e.g. provision of resource;

o the review date and any interim meetings.

At the end of the set review period the manager should meet again with the
employee to provide feedback on progress and improvement.

Managers should inform their relevant Human Resources Officer. Employees
should be offered the opportunity to be accompanied at the interview by a
trade union official or a fellow employee. The accompanying employee must
not be a relative. This will be for the employee to arrange and should not
impede the process. Meetings should normally only be re-arranged once. If
the employee fails to attend a rearranged meeting it may proceed in their
absence.

If it is evident that there has been an acceptable improvement in performance
then this should be clearly acknowledged and the employee reminded of the
need to maintain the improvement. The informal review procedure is then
complete.

If significant improvement has been made but the required standard has not

yet been achieved or mitigating circumstances are identified, the review period

may be extended and continuing support provided. At the end of the extended

review period the manager and employee will meet again and if there has
-7 -





9.15.

9.16.

9.17.

been an acceptable improvement, this should be acknowledged and the
employee reminded of the need to maintain the improvement. The informal
procedure is then complete.

If there has been no marked improvement after the agreed review period, the
formal procedure should be invoked and the employee informed of this in
writing.

If the informal process has been properly followed, the employee has no right
of appeal against a decision to move to the formal stage.

Managers must retain copies of the action plan, record the outcomes of
meetings and reviews, and provide copies to the employee.

10. First formal stage

10.1.

10.2.

10.3.

Where performance remains unsatisfactory and the employee fails to reach
the required standards through the informal stages, the Line Manager must
interview the employee to:

. discuss the relevant issues and any concerns about performance, and
o advise them of the required standard of work / performance expected
of them.

The employee must be given seven working days’ notice of the meeting. A
letter will be sent by Human Resources offering the employee the opportunity
to be accompanied at the interview by a trade union official or a fellow
employee. The accompanying employee must not be a relative. This will be for
the employee to arrange and should not impede the process. Meetings should
normally only be re-arranged once. If the employee fails to attend a
rearranged meeting it may proceed in their absence.

A Human Resources Officer will be present at all the formal meetings to
advise the Line Manager and during the meeting the Line Manager should:

o Give example(s) of under performance

. Determine how long it has been occurring

. Discuss and explain the required standard

o Consider the employees reasons and investigate any problems the
employee is having

. Offer appropriate training, support and guidance

. Explain how under performance affects the section, team etc.

o Set a timescale for improvement

o Warn the employee of the action to be taken if they do not meet and
maintain the standard i.e. progressing this procedure, and that their
employment could ultimately end if the required standard is not met;

o If considered appropriate, explore the possibility of alternative
work/duties throughout the Council, if available and mutually
agreeable.





10.4.

10.5.

10.6.

10.7.

10.8.

10.9.

The employee will be given every opportunity to put forward any mitigating
circumstances and managers should encourage employees to do so.

If it is justifiable to do so, a first formal stage warning will be issued and a letter
will be sent by Human Resources to the employee confirming this within 7
working days of the meeting. This warning will remain on the employees file
for 6 months.

A warning will be appropriate where despite supportive measures being put in
place; the employee fails to reach satisfactory levels of performance and / or
targets.

A warning would not be appropriate in cases where the employee is clearly
making a conscious effort to improve, and despite performance not being at
the required level at that point, it is clear it will be reached at a future time and
so an extended review date is required to monitor the individual.

The manager must record the reasons for issuing or not issuing a warning and
a letter will be sent by Human Resources to the employee to advise them of
the outcome.

The employee has no right of appeal against a decision to issue a first formal
stage warning unless in exceptional circumstances the procedure has not
been followed correctly. In these circumstances Human Resources will
undertake a case review, their decision will be final.

1. Second Formal Stage

11.1.

11.2.

11.3.

11.4.

During the 6 month warning period the Line Manager must continually monitor
the employee’s performance and hold regular fortnightly progress meetings
with the employee. Any appropriate mechanisms to improve performance
should be put in place as necessary.

In addition to the regular progress meetings, a ‘formal review meeting’ will also
take place.

The date on which the ‘formal review meeting’ is held will depend on the level
of the employee’s progress. It is not necessary to wait until later in the process
if the employee is not making satisfactory progress immediately, but it will be
unusual to hold a formal review meeting within the first month after the
warning is issued. The trigger for a formal review meeting will be one of the
following:

If the employee is

o not meeting performance targets,
o improvement continues to be unsatisfactory and
it is felt necessary to progress to the next stage of the process





11.5.

11.6.

11.7.

11.8.

11.9.

If the employee is meeting targets and performing satisfactorily and it is not felt
that progression to the next stage of the process is necessary, the formal
review meeting will normally take place one month before the expiry of live
warning.

The employee must be given seven working days’ notice of the formal review
meeting. The letter, written by Human Resources, will offer the employee the
opportunity to be accompanied at the interview by a trade union official or a
fellow employee. The accompanying employee must not be a relative. This will
be for them to arrange and should not impede the process. Meetings should
normally only be re-arranged once. If the employee fails to attend a
rearranged meeting it may proceed in their absence.

If at the time of the review meeting, the employee's progress is judged by the
Line Manager to have reached the appropriate standard, the employee will be
informed that the required standards have been met and that no further action
will be taken. It should be stressed that the decision to take no further action is
conditional upon the employee maintaining the standard consistently. Human
Resources will send a letter to this effect to the employee within seven working
days.

However, if, at the time of the review meeting, the employee's standard of
performance is still considered inadequate, the Line Manager should:

o Give example(s) of under performance

. Set out how long it has been occurring

. Discuss and reiterate the required standard

. Consider the employees reasons and investigate any problems the
employee is having

. Offer appropriate training, support and guidance

. Explain how under performance affects the section, team etc.

. Set a timescale for improvement

. Explore the option of redeployment, if appropriate

o Warn the employee of the action to be taken if they do not meet and
maintain the standard i.e. progressing this procedure, and that their
employment could ultimately end if the required standard is not met;

o If considered appropriate, explore the possibility of alternative
work/duties throughout the Council, if available and mutually
agreeable.

If following this discussion, the line manager, in consultation with Human
Resources, considers the employees explanation to be unsatisfactory, the
employee will be issued with a second stage formal warning where it is
justified to do so. This warning will remain on the employees file for 12
months.

11.10. This should be confirmed to the employee in writing by Human Resources.

11.11. The employee must be made aware that if improvement is not considered to

be satisfactory at any point during this warning period, that a further meeting
may be held which could ultimately result in dismissal from the Council.
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11.12. The employee has no right of appeal against a decision to issue a second

formal stage warning unless in exceptional circumstances the procedure has
not been followed correctly. In these circumstances Human Resources will
undertake a case review, their decision will be final.

Managing an employee with a second formal warning

12.1.

12.2.

12.3.

12.4.

12.5.

During the 12 month live warning period, the Line Manager will continually
monitor the employee and hold regular weekly progress meetings for the first
month and then as agreed by the manager as appropriate to the particular
circumstances.

If it is found that the employee’s standard of performance remains inadequate
and there is no reasonable explanation the Manager in consultation with
Human Resources, may proceed to the Final Stage of the Policy where this is
justified.

This may occur at any point during the 12 month warning period. It would be
unusual hold a formal review meeting within the first month after the warning
has been issued.

If the employee’s performance improves to a satisfactory level during the
warning period and dismissal is at no point considered necessary or justified,
the employee will be invited to a formal review meeting as set out in sections
10 and 11. This will take place one month before the expiration of the second
formal warning.

At the meeting the line manager should clearly acknowledge the progress and
the employee reminded of the need to maintain the improvement. This
outcome will be notified to the employee in writing.

13.1.

13.2.

13.3.

13.4.

Final formal stage - Termination of Employment

Where it is decided to proceed to the final formal stage, Human Resources will
send the employee a letter giving seven working days’ notice of the final
formal stage meeting. The letter will offer the employee the opportunity to be
accompanied at the interview by a trade union representative or a fellow
employee. The accompanying employee must not be a relative. This will be for
the employee to arrange and should not impede the process.

The letter will give the employee the reason for the meeting and will contain
sufficient information to enable the employee to know the allegations being
made and to allow her / him to prepare for the meeting.

The meeting will be heard by a ‘Responsible Officer’ who will be a higher level
of manager e.g. Head of Service or third tier manager. The Responsible
Officer will be accompanied by a Human Resources Officer. The Line
Manager will present the case.

The full nature of the issues will be presented by the Line Manager to the
Responsible officer together with supporting evidence.
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13.5.

13.6.

13.7.

13.8.

13.9.

13.10.

13.11.

13.12.

13.13.

13.14.

13.15.

13.16.

The employee and/or his/her companion will have the opportunity to ask any
guestions of the Responsible Officer.

The Responsible Officer and the Human Resources Officer will be entitled to
ask whatever questions they deem appropriate.

The Employee and / or companion will then present their case to the
Responsible Officer and Human Resources Officer.

The employee may be questioned on any aspects of his/her stated case and
withesses may be questioned on their evidence by the line manager, the
Responsible Officer or the Human Resources Officer.

The line manager officer will then sum up. This should be a summary of the
case and may be presented in writing provided that a copy has been given to
the employee and their companion.

The employee or companion will then sum up. This should be a summary of
the case and may be presented in writing provided that a copy has been given
to the line manager.

If, after the meeting, the Responsible Officer decides that, having listened to
the employee’s explanation and considered any mitigating circumstances, the
employee’s performance has not improved to the required standard, s/he will
firstty consider whether there is a possibility of suitable alternative
employment, possibly in a lower graded job if appropriate. There will be no pay
protection.

If suitable alternative employment is found for the employee, the Human
Resources Officer will make the appropriate arrangements and deal with any
contractual matters.

If alternative employment is not available or is deemed inappropriate, the
employee’s employment will be terminated on the grounds of capability. This
must be communicated to the employee in person, by the third tier manager
and/or nominated representative.

The dismissal will take immediate effect and the employee will receive the
appropriate pay in lieu of notice net of proper deductions. The decision will be
confirmed in writing and the employee should receive this letter within seven
working days of the meeting. A copy should be placed on the employee’s
personal file.

The employee must be informed of their right of appeal against dismissal and
this will be confirmed in writing.

The process for appeals can be found in the Appeals Procedure.
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13.17. If, after the meeting, the Responsible Officer decides that, having listened to
the employee’s explanation and considered any mitigating circumstances, the
employee’s performance to have reached the appropriate standard, the
employee will be informed that the required standards have been met and that
no further action will be taken. It should be stressed that the decision to take
no further action is conditional upon the employee maintaining the standard
consistently. Human Resources will send a letter to this effect to the employee
within seven working days.

14. Policy Monitoring

14.1. The Council will monitor the application of this policy and has discretion to
review it at any time through the appropriate consultation mechanisms.

14.2. Responsibility for the implementation, monitoring and development of this
policy lies with the Head of Human Resources. Day to day operation of the
policy is the responsibility of nominated officers who will ensure that this policy
is adhered to.

Version Details of Change Date
Number
2.0 To mirror changes to the Employee 11" August 2015

Performance Management Policy
(see Paragraphs 5.4; 6.1; 8,1 and 8.2)
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Coronavirus (Covid-19)

Training | More...

performance management tr

Staff home
Training

Corporate learning and
development courses

Leadership, management and
development courses

Disciplinary investigation training

Employee performance
management training (updated
appraisal process)

An introduction to finance and
financial governance

Recruitment and selection training

Sickness and absence
‘management course.

External council site

Meetings + buildings \

\ Self serve \ Departments \ Staff information

ing > Corporate learning and development courses > Leadership, management and development courses > Employee
g (updated appraisal process)

Employee performance management training (updated appraisal

process)

This face to face training course is designed to equip managers with the skills, knowledge and tools
to effectively carry out performance appraisal and development reviews.

Duration: 1 day

Course dates

New dates wil be added when next course is arranged.

Open Oracle to book on this course &

If you don't have access to Oracle & contact the corporate learning and development team to book.
Who should attend?

This course is aimed at any member of staff whose role includes or will include undertaking performance
appraisal and development reviews.

What will be covered

The training will help managers recognise the importance of performance management, develop skills to
undertake effective meetings and deal with difficult conversations.

Prior to attending the course managers should familiarise themselves with the policy and the forms on Absence,
discipline, grievance, capability and performance.
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Welcome blurb from Senior Management 










Management Skills Programme



Corporate HR & OD

		Management Skills Programme

		Name 

		Start Date for MDP



		

		

		



		

		

		



		

		

		



		PROGRAMME



		PERIOD

		TOPIC

		COURSE TYPE

		COMPLETED ON:



		Month 1

Welcome and Introductions

		Meet and Greet

		Classroom Course

		



		2 – 5 Months 

Management Skills

		Leadership and Management Skills

		Classroom Course

		



		

		Emotional Intelligence 

Communication Skills

		Classroom Course

		



		

		Understanding Change 

		Classroom Course

		



		

		SME Unit

		Classroom Course

		



		6 – 9 Months 

Interpersonal Skills

		Employee Engagement 

		Classroom Course

		



		

		Managing Difficult Behaviour

		Classroom Course

		



		

		Crucial Conversations

		Classroom Course

		



		

		SME Unit

		Classroom Course

		



		10 – 13 Months

HR Skills 

		Disciplinary Investigation Skills

		Classroom Course

		



		

		Performance Management

		Classroom Course

		



		

		Coaching and Mentoring

		Classroom Course

		



		

		HR SME Unit

		Classroom Course

		



		

		SME Unit

		Classroom Course

		



		

		Disciplinary Investigation Skills

		Online Course

		



		

		Sickness Absence Management

		Online Course

		



		

		Recruitment and Selection

		Online Course

		



		14 – 15 Months

		Presentation Day

		Classroom Course
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Management Skills Programme Outline



Month 1     Time Scale: April 2019    Topic: Welcome and Introductions

Face-to-Face Units Covered:

· Meet and Greet



Months 2 – 5    Time Scale: May 19 – Aug 19     Topic: Management Skills

Face-to-Face Units Covered:

· Leadership and Management Skills

· Emotional Intelligence

· Communication Skills

· Understanding Change

· SME Unit 



Months 6 – 9   Time Scale: Sept 19 – Dec 19     Topic: Interpersonal Skills

Face-to-Face Units Covered:

· Employee Engagement

· Managing Difficult Behaviour

· Crucial Conversations

· SME Unit 



Months 10 – 13   Time Scale: Jan 20 – April 20     Topic: HR Skills

Face-to-Face Units Covered:

· Disciplinary Investigation Skills

· Performance Management

· Coaching and Mentoring

· HR SME unit 

· SME Unit 



Online courses covered:

· Disciplinary Investigation Skills

· Sickness Absence Management 

· Recruitment and Selection



Months 14 – 15   Time Scale: May 20 – June 20    Topic: Final Presentations

Face-to-Face Units Covered:

· Participants presentations 





Months 2 - 13   Time Scale: May 19 – April 20    Topic: Subject Matter Expert

Face-to-Face Units Covered:

· Finance for non-financial managers and Introduction to Procurement

· Think Commercially and Innovation

· SME TBC



Online courses covered:

· Finance for non-financial managers

· Introduction to Procurement 

· Innovation
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Job Description



		Directorate: 

		Corporate Services



		Service Area & Section:

		Human Resources & Organisational Development



		Unit Manager:

		Strategic HR & OD Manager



		Post Title:

		HR& OD Business Partner



		Job Family & Role Profile:

		



		Post No:

		

		Grade

		







		Summary of Role



		Reporting to:

		Principal HR Business Partner



		Purpose of the Post:













		1. To support the Principal HR Business Partner in providing generalist strategic and operational HR & OD support and internal HR consultancy to specific business areas within the Authority. 

2. To work in partnership with line managers to proactively identify and meet the HR & OD needs of the business, assisting the Authority in achieving its organisation goals.

3. To support the HR & OD function to successfully deliver credible, customer focused, cost-effective and innovative solutions using a range of techniques.



		The post holder is responsible for the following:











		1. To be responsible for the management of employee relation cases, including disciplinary, grievances, in line with and leading on policy.

2. To advise managers in the implementation of robust recruitment and selection, performance management and employee relations processes to facilitate shared responsibility for the management of people issues and case management.

3. To assist the Principal HR & OD Business Partner and managers in the development and modernisation of services and related workforce requirements to include: organisational development, innovation, effective workforce utilisation, role design, workforce restructuring, skill mix and management of change in line with innovative best practice, policy and procedure

4. To seek to continuously improve the quality and value of the HR & OD service provided to the Council in order to develop the ability to deliver commercially focused HR services and initiatives.

5. To maintain and develop specialist expertise and professional contacts, cascading knowledge and sharing best practice and legislative change throughout the Council.

6. To provide responsive, high quality specialist advice supporting managers on all aspects of the human resources function.  Will be required to provide professional HR advice and guidance to Responsible Officer.

7. To advise on pay and grading issues including grading assessments and job evaluation. 

8. To participate in negotiations and consultation on corporate and service area employee issues. To promote good working relationships with the trade unions.

9. To assist managers in achieving effective performance outcomes.

10. To manage employee relations caseload.  

11. To provide interface to Occupational Health Service.

12. To act as a champion for HR & OD best practice, enhancing the reputation of the service throughout the Authority.

13. To monitor legislation for new developments and bring them to the attention of the Principal HR & OD Business Partner.

14. To deputise for the Principal HR & OD Business Partner where appropriate.



		Job Working Circumstances



The post holder will be 



		1. Office based but will be required to travel to other locations both within and outside the boundary of the City & County of Swansea;

2. Expected to have considerable PC use on a daily basis;

3. Expected to deal with sensitive/emotive issues and difficult situations;

4. Expected to work in a flexible manner across tasks and locations
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Person Specification



		Directorate: 

		Corporate Services



		Service Area & Section:

		Human Resources & Organisational Development



		Unit Manager:

		Strategic HR & OD Manager



		Post Title:

		HR & O D Business Partner



		Job Family & Role Profile:

		



		Post No:

		

		Grade

		







		
Role Criteria No.1

		Education, Qualifications & Training



		Essential

		Candidates should hold or be studying for a full Membership of the Chartered Institute of Personnel Development or have significant, relevant experience in human resource management.



		Desirable

		



		Evidence

		All certificates to be provided at interview for validation.



		
Role Criteria No.2

		Skills /Technical / Professional Competence



		Essential

		Candidates must have a high level of technical competence in the areas specified in the Job Description.  

Candidates must have sufficient generalist experience as a HR practitioner in a service focused environment

Up to date knowledge of employment law and best practice HR policy and practice 



		Desirable

		



		Evidence

		Valid certification and/or registration/CPD



		
Role Criteria No.3

		Experience



		Essential

		Candidates should have relevant and sufficient experience of:

1. Experience as a general Human Resources practitioner

2. Experience of producing and analysing management information

3. Experience of advising and supporting managers on complex disciplinary and grievance investigations/process and sensitive issues

4. Experience of assisting with policy development and implementation

5. Experience of employee and organisation consultation

6. Experience of working effectively and in co-operation with a wide range of internal customers and Trade Unions

7. Experience of managing organisational change including restructures and service review changes

8. Experience of assisting with the delivery & development of OD strategies & functions



		Desirable

		



		Evidence

		At interview, then in post



		
Role Criteria No.4

		Competencies & Abilities



		Essential

		Candidates for this post should already have a number of key skills and abilities which will enable him/her to carry out the duties effectively:-

1. The ability to integrate as an effective team member.

2. An understanding and appreciation of the roles of Members and the Officer/Member working relationship.

3. Good interpersonal skills with the ability to develop and sustain relationships with a variety of people both within and external to the organisation.

4. Strong planning and organisational skills.

5. Good communication skills, both oral and written.

6. The ability to assist in the development of corporate and departmental policies.

7. A high degree of flexibility with a capacity to adapt to changing priorities.

8. Good analytical skills with the ability to solve work problems logically, and make decisions appropriate to the level of the post.

9. The ability to contribute to the process of change by persuading and influencing individuals to adopt new working practices, ideas and corporate initiatives.

10. The ability to respond positively to changes in the working environment and to deal effectively with work pressures when they arise.



		Desirable

		



		Evidence

		At interview, then in post



		
Role Criteria No.5

		Commitment to Equal Opportunities



		Essential

		Candidates will demonstrate that all activities are undertaken in accordance with the Equalities Act 2010 and the City and County of Swansea’s Equal Opportunities Policy and Procedures.

All employees and managers must be aware of the Equality Act so that it is considered in their work, where relevant, to ensure compliance with legislation.



		Desirable

		



		Evidence

		At interview, then in post



		
Role Criteria No.6

		Current Driving Licence



		Essential

		Use of own car:

Should the post holder have a disability and/or be unable to drive, then they may seek alternative means of transport/assistance, which must be an effective and cost effective method of travelling



		Desirable

		



		Evidence

		Evidence the post holder is appropriately insured for business purposes to be provided annually



		
Role Criteria No. 7

		Compulsory Requirements for Introducing Change and New Ways of Working



		Essential

		1. Demonstrate commitment to the Council’s new ways of working, providing a positive and supportive environment that initiates and enables innovative and sustainable working practices that deliver high quality services for our citizens. 

2. Embrace change through actively and flexibly participating in and adapting to new ways of working with our citizens, as agreed through formal consultation with Trades Unions and HR Policies and procedures



		Desirable

		



		Evidence

		At interview, then in post



		
Role Criteria No. 8

		Other Requirement (1)



		Essential

		The postholder may be required to attend certain meetings outside of normal office hours.



		Desirable

		



		Evidence

		At interview, then in post







		Health Surveillance and Monitoring:

		This post will require the post holder to take part in health surveillance and monitoring procedures.







		Safeguarding:

		The authority is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.







		Welsh Language



		The Authority is committed to delivering an equally high quality service in Welsh and English and will support staff in providing this.



		Assessment of Posts



		All posts have to be assessed in respect of the Welsh Language requirements.  The evidence of which has to be retained and available for (a) audit trail and (b) inclusion in annual report figures.



		Requirements for this post

(See attached Welsh Language Skills Assessment)



		Understanding

		Level: 0

		Speaking

		Level: 0



		Reading

		Level: 0

		Writing

		Level: 0



		Based on the above, requirement for this post is as follows:



		Essential

		

		Desirable

		



		To be learned

		

		Not required

		√







		Disclosure and Barring Service (DBS):



		This post requires the postholder to have the level of DBS disclosure as indicated below:



		

		Standard DBS Disclosure Application

		Enhanced DBS Disclosure Application

		No DBS Disclosure Application



		

		

		

		√







		Review/

Right to vary:



		This Person Specification is as currently applies and will be reviewed regularly according to the Employee Performance Management Review Policy and the Performance Development Review and Appraisal process. The Job and Person Specification may be subject to other Variance within the remit of the Role Profile.



		Sign off



		Line Manager:

		

		Date:

		



		Post Holder:

		

		Date:

		







March 2018

Welsh Language Skills Framework



		Level 0



		No Welsh language requirement identified for the post – but all recruits should be aware of the corporate requirements of the Welsh language standards and completion of the Welsh language awareness course is advised. 



		Understanding

		Speaking

		Reading

		Writing



		· No Welsh language requirement identified

		· No Welsh language requirement identified

		· No Welsh language requirement identified

		· No Welsh language requirement identified



		Level 1



		Can understand basic everyday phrases if the speaker talks slowly and clearly and is willing to help.  Can introduce yourself and others and can ask and answer questions regarding basic information, e.g. Where someone lives; what they like doing.  Can pass on a simple message or make a straightforward request, e.g. via e-mail.



		Understanding

		Speaking

		Reading

		Writing



		· Can understand simple personal information details; e.g. where someone lives, his/her name, who the person wishes to see



		· Can pronounce place names and personal names correctly.

· Can greet individuals face to face or over the telephone

· Can open and close a conversation or open and close a meeting.

		· Can read short sentence, e.g. basic signs, simple instructions, agenda items, simple information on forms



		· Can open and close an e-mail or letter 

· Can write personal names, place names, job titles

· Can write a simple message to a colleague on paper or e-email, e.g. such and such has called.



		Level 2



		Can understand sentences when people talk about everyday situations, e.g. simple personal and family information.  Can hold a basic conversation with someone to obtain or exchange straightforward information, e.g. discuss how a person is feeling; something which has happened; simple plan for the future.  Can write and read messages in letters or e-mails describing familiar issues and written in short sentences.



		Understanding

		Speaking

		Reading

		Writing



		· Can understand when people speak slowly about everyday situations, e.g. providing personal information, talking about what they have been doing, what they would like to do, how they feel in general

· Can understand when people ask you do something



		· Can communicate simple information or ask common questions, e.g. to acquire information from an individual

· Can use Welsh to get to and emphasise with the individual but not able to conduct the entire conversation or session in Welsh

· Can hold a short conversation with an individual or exchange relatively straightforward information

· Can contribute to a meeting, but need to revert to English for specialist terms.

		· Can read short message and certain letters or e-mails, e.g. Those which make a request or ask you to pass on a message



		· Can write a short message to a colleague asking a question, thanking her/him, explaining something, e.g. time and place of a meeting

· Can write a short letter or e-mail to arrange an appointment







		Level 3



		Can understand the main points when an individual or colleague is talking about familiar subjects, e.g. during a conversation or small group meeting.  Can hold extended conversations with fluent speakers about familiar subjects involving everyday work.  Can describe experiences and events and provide concise explanations and reasons for opinions and plans.  Can read articles, letters or e-mails about general subjects.  Can write letters or e-mails about most subjects, e.g. requesting something; providing information; inviting somebody or organising an event.



		Understanding

		Speaking

		Reading

		Writing



		· Can understand individuals and colleagues when exchanging information or discussing plans, if the subject is familiar.

· Can understand a discussion at a meeting if the subject is familiar.

· Can understand individuals and colleagues in a familiar situation or in everyday conversation.



		· Can take part in most conversations with colleagues about work and plans if the vocabulary is not to technical.

· Can hold a conversation with an individual or exchanging relatively straightforward information.

· Can contribute to a meeting but need to revert to English for specialist terms.

· Can adapt the style of language to suit the audience.

		· Can understand most e-mail messages or letters concerning day to day work.

· Can guess the meaning of a word based on context if the subject is familiar.

· Can read a simple, straightforward article in a newspaper or magazine types of written material.



		· Can write a letter or e-mail to an individual, or colleague about most topics in order to request something; provide an explanation; describe an experience or situation; invite people or organise an event.

· Can write relatively accurately when drafting a short information leaflet or information Welsh as required.



		Level 4



		Can usually follow most conversations or discussions, even on unfamiliar topics, unless the speaker has a strong or unfamiliar accent.  Can talk confidently with fluent speakers about familiar subjects relating to work, and an express an opinion, take part in discussion, and talk extensively about general topics, e.g. In meetings or one-to-one situations with individuals.  Can understand most correspondence, newspaper articles and reports intended for fluent speakers with the aid of a dictionary and can scan long texts to find details.  Can complete forms and write reports relating to work and respond accurately.



		Understanding

		Speaking

		Reading

		Writing



		· Can follow most conversations and discussions with individuals or colleagues even if the subject matter is unfamiliar.

· Can understand differences in register and dialect.



		· Can contribute effectively to internal and external meetings in a work context.

· Can converse comfortably with individuals and exchange information as required.

· Can argue for and against a specific case.

· Can chair meetings and answer questions from the chair confidently.

		· Can read most correspondence and scan long texts to find details.

· Can understand most newspaper articles and reports with the aid of a dictionary.

· Can understand novels and other texts, unless written in a very formal or colloquial form.

		· Can produce correspondence of all types, short reports, documents and literature with support of an editor or electronic aid.





		Level 5



		Can understand everything that is being said. Can talk extensively about complex issues, presenting difficult information and can facilitate and summarise extended or complex discussions.  Can summarise information from different sources (orally and in writing) and present it in a coherent way.  Can express themselves spontaneously, fluently and in details, adapting the language to suit the audience.



		Understanding

		Speaking

		Reading

		Writing



		· Can follow all conversations and discussions with individuals or colleagues.

· Can understand the ambiguity and nuance of language.



		· Can express yourself fully in detail, even when discussing complex issues.

· Can adapt the style and register of your language to suit the audience.

		· Can read and understand almost all written texts without difficulty, referring to a dictionary occasionally.

· Can read long texts to find relevant details and can understand most types of written material.

		· Can write reports in a clear style appropriate to the reader with the support of electronic language aids.

· Can write formal or informal Welsh as required.

· Can write a range of documents accurately and with confidence.

















Disclosure and Barring Service (DBS)

Disclosure Checks



The DBS was established under Part V of the Police Act 1997 and was launched in March 2002.



The DBS enables organisations in the public, private and voluntary sectors to make safer recruitment decisions by identifying candidates who may be unsuitable for certain work, especially that involve children or vulnerable adults.  



The DBS can issue 5 levels of Disclosure Certificates, depending on the position applied for, namely Standard, Enhanced, Enhanced with ISA check (children), Enhanced with ISA check (adults) and Enhanced with ISA check (children and adults)



Prospective applicants should be aware that before any offer of appointment is confirmed the successful candidate will be required to complete an online application form for the appropriate level of disclosure.  Proof of the successful candidate’s identity will also be required in the form of the following: Passport, Driving Licence, Birth Certificate and Utility Bills.



The Authority actively promotes equality of opportunity for all existing employees and prospective applicants.  Candidates are selected on the basis of skill, qualifications and experience, and their match against the Person Specification.  A criminal record will not necessarily bar applicants from working with the Authority.  It will depend on the nature of the position and the circumstances and background of the offence.



The Authority has a written Policy on the Recruitment of Ex-offenders, which complies with the DBS Code of Practice, and undertakes to treat all applicants fairly.



The following information is available from the Employee Services Helpdesk, Room 323, The Guildhall, SWANSEA SA1 4PE; Telephone 01792 636098, email employee.serviceshelpdesk@swansea.gov.uk.



· DBS’s Code of Practice;

· Authority’s Policy on the Security of Confidential Disclosure information;

· Information on the Rehabilitation of Offenders Act 1974



Further information about the Disclosure Scheme is available at www.homeoffice.gov.uk/agencies-public-bodies/dbs/.
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Corporate Plan 2017 - 2022



Delivering a successful and sustainable Swansea





Our ambitions and commitments to residents – our well-being objectives 



We have prioritised five well-being objectives. These are:  



· Safeguarding people from harm 

· Improving education and skills 

· Transforming our economy and infrastructure 

· Tackling poverty 

· Transformation and future council development 





Our Values



Our plans will be built on three clear values which will guide the way that we work, how we develop as an organisation and our decision making through the years ahead.



· People Focus

	We will focus on community needs and outcomes and on improving the lives of the people who live and work in Swansea. We will also respect, value and support our employees and demonstrate the highest standards of integrity.



· Working Together

	We will promote a whole partnership approach, working across services to maximise resources and knowledge and joining forces with others outside the Council to ensure we prioritise our resources and get the best for our communities.



· Innovation

	We will promote and support a culture of innovation. We will think and work differently to improve our ability to deliver and to meet the financial, demographic and societal challenges we face. We will share learning across the Council, as part of our Innovation Programme.
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Weekly Case Review



HR Business Partner - Stephanie Rayner

HR Advisor – CM

HR Advisor - KF



Agenda

· Discuss ongoing cases

· Discuss new cases

· Identify any concerns/barriers in relation to investigations

· Lessons learnt



SR asked HRA’s if they were ok and if they wanted to discuss anything in general terms?



KF/CM stated they are concerned about the increased queries as a result of COVID 



SR signposted them to the Schools, FAQ document, Risk Assessment and Operational Plan which may aid them in answering queries.  Advised an option to consider whether it would be beneficial for the to arrange a half hour catch up meeting each day to discuss queries and invite SR into the meeting should they require further advice and support.



KF/CM agreed that this approach would be beneficial.



SR explained if there are any further concerns, to raise in the Team meeting with the Principal HR Business Partner.



Ongoing Cases

Discussed ongoing cases, no concerns however, SR requested for 1 case to be progressed as a priority due to the pro longed timescales – KF AGREED



New Cases

3 new disciplinary investigations have commenced – KF/CM provided a brief of each case.

Sickness cases are ongoing, continue to concentrate of the sickness pilot area with the aim to progress cases and ensure welfare contact is being made with employees.



Identify any concerns/barriers in relation to investigations

CM raised concerns in relation to the sickness pilot area in that the manager is not engaging in discussions.  Whilst the HRA’s are having meetings, nothing seems to be progressing.

SR advised that this area has limited resources due to the change of demand as a result of Covid, concerns have been identified in the monthly meeting with the Director and Heads of Service, service areas is trying to consider a resolution, SR to provide an update following further discussions with Senior Management.



Lessons Learnt

Concerns have been raised in Disciplinary hearings whereby the allegations are not reflective of the investigation and as such, the hearing has either been adjourned or allegation unproven.  SR requested for CM/KF to ensure allegations are continuously reviewed throughout the investigation process.

CM/KF agreed the importance of ensuring the allegations are correct, reiterate the importance to Investigating Officers.



SR thanked KF/CM for their hard work and commitment during a very challenging period.

SR provided reassurance that she is available to provide advice and support.
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EV11– Case Review Meetings
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Redeployment

		From

		Stephanie Rayner

		To

		Charlotte Morris (Charlotte.Morris@swansea.gov.uk); Karen Fulcher; Jill Page; Alison Summers; Price, Anne; Rhys Curtis (Rhys.Curtis@swansea.gov.uk)

		Cc

		Leanne Evans; Mathew Fisher

		Recipients

		Charlotte.Morris@swansea.gov.uk; Karen.Fulcher@swansea.gov.uk; Jill.Page@swansea.gov.uk; Alison.Summers@swansea.gov.uk; Anne.Price@swansea.gov.uk; Rhys.Curtis@swansea.gov.uk; Leanne.Evans@swansea.gov.uk; Mathew.Fisher@swansea.gov.uk



Hi All


 


I wish to advise that I have reviewed and updated the documentation in relation to redeployment which is saved in the shared drive via the hyperlink below:


 


I:\HR OPERATIONS\A - HR Advisor\1 - General\Casework Templates\Redeployment


 


To ensure consistency within the Team going forward, please can you use the templates provided?


 


If anyone has any specific letters that would be beneficial to share, please can you save as a template in the folder?


 


Any queries please let me know


 


Thank you, Steph
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Stephanie Rayner


Partner Busnes AD a DS


HR and OD Business Partner


 


( 01792 636098


* stephanie.rayner@swansea.gov.uk
* stephanie.rayner@abertawe.gov.uk


 



image001.jpg

Cyngor Abertawe
Swansea Council







image003.jpg

¢
S

Cyngor Abertawe
Swansea Council

e —







image15.emf
EV13 - Contract  Advice.docx


EV13 - Contract Advice.docx
EV13



From: Stephanie Rayner <Stephanie.Rayner@swansea.gov.uk>
Sent: 18 March 2021 13:51
To: Charlotte Morris (Charlotte.Morris@swansea.gov.uk)
Subject: RE: Grievence policy



Hi Lot,



All staff of maintained schools are appointed to work under a contract of employment at a school, whilst being employed by a Local Authority (Education Act 2002 & Staffing of Maintained Schools (Wales)Regulations 2006) 



It is the role of the governing body (or delegated officer/governor) for staff appointments which includes the issuing of contracts.



Below is the Guidance on Swansea.gov website which clearly indicates their roles, which includes staffing e.g. staff appointments.



The_Role_of_a_School_Governor_(English).pdf



I have also attached a further link to the Welsh Government induction training for School Governors, the relevant section with regards to the roles of the governing body, I have added below.



Scope and content of induction training for school governors in Wales



vi. Staffing*1 – deciding the number of staff, the pay policy and making decisions on staff pay, staff appointments, suspension, disciplinary issues and dismissal, grievances, performance management and matters affecting the work/life balance of the headteacher and staff, all with due regard to the School Teachers’ Pay and Conditions Document (STPCD). 



*1 covering the differences between governing bodies’ responsibilities for staff and those of local authorities as the employer, where appropriate



Thanks

 

Stephanie Rayner

Partner Busnes AD a DS

HR and OD Business Partner



 01792 636098

 stephanie.rayner@swansea.gov.uk
 stephanie.rayner@abertawe.gov.uk
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EV14



From: Stephanie Rayner <Stephanie.Rayner@swansea.gov.uk>
Sent: 13 October 2020 14:39
Subject: IMPORTANT - Redundancy Process - Nov 2020 - April 2021



Dear All, 



Should your school find themselves in a redundancy situation at this time, all the relevant documentation has been attached to aid you and your governing body through the process.  



Attached is the following:



1. The redundancy flowchart which summaries the steps that need to be followed.

1. Indicative timeline (due to the tight timescales).  

1. A checklist to complete which will guide you through the redundancy process and assist at any potential appeal.

1. Letter – Redundancy Proposals

1. Letter – confirming selected for redundancy – issuing PR date and Appeal date.

1. Letter – confirming outcome of PR

1. Letter – redundancy confirmed – No Appeal or Appeal Unsuccessful (issued by Local Authority).

1. Draft Selection Criteria (Primary & Secondary)

1. Draft Skills Questionnaire (Primary & Secondary

1. Redundancy Policy



Should you need to follow the redundancy process within your school at this time, please contact the HR team for an advisor to be allocated to provide support and advice throughout the process. 



Consultation meetings to take place virtually with Trade Unions between the 9th and 12th November 2020 and you will need to book in a suitable date and time to consult during this period.



To book a date and time please email the HR team at HRandOD@swansea.gov.uk 



Once you have booked in your time slot it will then be your responsibility to ensure that all relevant paperwork as detailed within the checklist is issued to the TU’s no less than 7 days prior to your consultation meeting, failure to provide this could result in your slot being cancelled which could affect your ability to make any potential redundancies by the 30th April 2021. (All TU contact details are contained in the redundancy proposal letter).



If you have received applications for ER, ER/VR or VR, it is advised that you continue to follow the compulsory redundancy process until any requests are both approved by the Local Authority and subsequently signed and accepted by the individual themselves.    



Virtual Redundancy Training has been scheduled for Monday 19th October 2020 at 9.30 – 11.00am, if you wish to attend this sessions please email HRandOD@swansea.gov.uk and the appropriate meeting request will be forwarded to you.



Should you require any further information or advice in relation to this redundancy process please contact the HR Team on: HRandOD@swansea.gov.uk 



Many thanks



Stephanie Rayner
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REPORT TO CMT



PERFORMANCE MANAGEMENT



13th November 2019





1.0 Purpose of the Report

	1.1	This report serves to re-affirm the current position in respect of the Council’s 	current appraisal process, and propose a more focused alternative approach 	to performance management.



1.2	The report asks CMT for discussion and agreement around a direction of 	travel for the Employee Performance Management Process.





2.0 Context and Background

	2.1.	CMT has previously been presented with detail in respect of the existing online 	appraisal process. As previously reported actual take up of the current online 	process is extremely low. 



	2.2.	Coupled with this, it is evident that the Employee Performance 	Management Policy is limited in its use across the Council with 	minimal/no employee relations cases relating to performance/capability. 

 	

	2.3	A small working group has also examined national preferences and best 	practice and a workshop has been undertaken with some Senior Managers 	across all Directorates of the Council.



	2.4	General consensus is that the process is cumbersome and removes 	focus from the key aspect of managing performance which is the dialogue 	between the employee and his/her Manager.  



	

3.0 Brief Summary of Current Position



	3.1	The audit undertaken in 2018 highlighted that there has been continued non-	compliance with the Employee Performance Management policy. 



3.2	The current Oracle appraisal module is limited in its application and arguably 	is not fit for purpose for the following reasons highlighted through an audit 	of 	the existing process:



· The system doesn’t link to Corporate Training or succession planning activities therefore corporate training are unable to analyse the demand/need for training across the Authority	

· the introduction of new behaviours was confusing and there are too many therefore making the process clunky and confusing.  This is due to the current process/policy issue having been developed in the system, so arguably could be rectified if the process changed, but would mean re-designing the Oracle module.

· Only 16% of the workforce with access to the on line appraisal system actually completed their appraisals.

· Even though our current contracts of employment state that annual incremental progression within salary grades is dependent on satisfactory performance, in reality employees automatically progress through increments without any reference being made to performance.

· There are approximately 7000 employees across the organisation that do not have access to the on-line Oracle system as they are either non-it users or are school based staff.  Those with no online access have continued to have a more simplistic paper-based system in place.  General feedback from these areas is positive that compliance is higher 



4.0 Feedback from Senior Manager Workshop

4.1	The general view of Managers at the workshop was that the existing online 	appraisal process was ineffective. The opinion was that it lacked flexibility and 	was effectively implemented on the basis of a one size fits all approach. 



4.2	A mixture of approaches are currently being used across different areas of the 	Council. These include the existing online system, various paper based 	approaches and in some cases team appraisals.



4.3	In general, those who attended the workshop were of the view that 	performance management needed to be a constant process as opposed to a 	once a year conversation.



4.4	Regular conversations not necessarily always in formal settings were 	considered as a key element of effective performance management.







	5.0	National Trends in Performance Management 



5.1	Organisations are recognising that regular communication and interaction with 	employees leads to increase in productivity.  Therefore, there has been a shift 	to regular one to ones or ‘check-in’s’ as a result. 



5.2	CIPD Research report on performance management found that for complex 	roles or tasks, personal development objectives focused on learning and 	behaviour were more effective than SMART performance goals. 



5.3	During the past few years, more and more organisations have eliminated 	annual performance ratings. CEB recommend that organisations who remove 	ratings have a robust system to ensure employees are receiving regular 	feedback.

5.4	Organisations are becoming increasingly employee-focused and less 	process-driven, with this there is a need to review performance 	management systems and try new things.

5.5	CIPD has published research into performance management, highlighting one 	of the key aspects was around ‘goal setting’.  Goal setting is intrinsically linked 	to appraisals and are powerful in improving workplace performance, however 	applying them effectively can be difficult. 



6.0 	Newport Council 

6.1	Discussion has taken place with Newport Council who have reviewed their 	whole approach to performance management and moved to a system of 	regular review in September 2017. 

6.2	Newport purchased Clear Review, a bespoke performance management 	system which is based on the following:-

· Regular, future-focused, performance and development conversations

· Continuous feedback

· Near-term goals directly linked to Service Plans that are reviewed regularly.

· No ratings, competencies or behaviours.

· No annual appraisal

6.3	Prior to the introduction of Clear Review, compliance with their previous 		appraisal system was very low. However, within the first 12 months of 	implementation, compliance increased to 60%.They have gradually introduced 	Clear Review across different areas of the Council.



6.4	Feedback from both Managers and staff has been positive with staff feeling 	more engaged and focused. 



6.5	Clear Review costs Newport Council in the region of £20,000 per annum. As 	with all Councils, budget pressures now mean that they are considering the 	viability of continuing to pay this fee on an annual basis. They are therefore 	looking at developing their own system based on the Clear Review concept. 	

6.6	An in house developed system will continue to be based around the concept of  	regular reviews with no annual appraisal.



7.0 	Summary

7.1	It is clear that performance management across the Council is inconsistent and 	that our current processes (especially the online appraisal process) are 	ineffective. 

7.2	Current best practice indicates that annual appraisals are becoming out-dated 	and that effective performance management processes involve regular 	discussions, with particular focus on rolling service specific objectives and the 	employee’s personal development.

7.3	From discussions with Senior Managers at the workshop, some areas of the 	Council currently undertake regular reviews, however these in the main tend 	to be via formal professional supervision. 

7.4	General feeling at the workshop was that a regular check in / review process (4 	or 6 weekly) would be a more efficient means of monitoring performance and 	if undertaken correctly, would also help staff identify where and how their roles 	contribute to the overall Service Area and the Council as a whole.

7.5	Colleagues from Digital Services have indicated that the performance 	management functionality within Oracle Cloud should be able to incorporate a 	regular review process.  However, given that implementation of Oracle 	Cloud will take some time, consideration should be given to piloting this process 	initially on a paper-based approach pending the availability of a digital 	solution. 

7.7	The key focus of this approach to performance management is ensuring that 	regular conversations are taking place and employees and Managers 	engage effectively. 

8.0 	Recommendation

8.1	CMT agree;-

	a)	Development of a process of regular review focused on rolling service 		specific objectives, behaviours and individual development.  Thus 			removing the competencies and ratings (as per current system). 

	b)	Pilot the system within key teams / areas preferably across a range of 		services. (It is suggested that this is piloted across three very different 		services for an initial period of 6 months).  

	c)	Allow the designated pilot areas to develop their own 1:1 forms with 		support from HR&OD and test these as part of the pilot process.

	d)	Develop a paper-based system for the pilot due to current work on 			Oracle Cloud.  If successful, develop the system in Oracle Cloud. 

	e) 	Any further roll out would be dependent on review and feedback from 		the pilot to CMT. Feedback to CMT will be on key success factors 			(effectiveness in addressing poor performance, developing good 			performers, recognising positive performance)
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Activity 1

Meet with your line manager or other relevant person to thoroughly understand your organisation’s approach to performance management. If possible, attend an organisational training course on Performance Management.



During a discussion with a Principal HR & OD Business Partner who has taken the lead on reviewing the Performance Management process, I now have a thorough understanding of the approach within Swansea Council.



The current situation regarding the performance management process is that those who have access to the online appraisal system (approximately 4,000 employees) undertake the annual appraisal process.



The current process comprises of two strands being competency framework and objectives settings, in additional to a developmental aspect.

Ultimately, everyone has been discouraged by the competencies, as individuals and managers are required to select the appropriate competency; however, it is difficult to determine what is relevant to both the individual and roles.

List of competencies was not effective or flexible and as such contributed greatly to the poor uptake on completion of appraisals.

Objective setting can be adopted to meet the requirements of the individuals however, the competencies were having a negative impact.



The online system is not an effective tool as it is not user friends and doesn’t get the best out of performance management discussions.  Managers and Employees end up focussing on the system rather than the discussion itself.  Again, contributing to the poor uptake of the appraisal system.



Outside of the on line process, there are different mechanisms of appraisal throughout the organisation ranging from 121 appraisals to group appraisals e.g. corporate building undertake group appraisals which is not something that is encouraged.  Performance Management should be personal to the individual.  There is a high percentage of take up for group appraisals however there is question as to whether there is any benefit to the individuals.  This evidences that there is no consistency across the organisation.



Some areas of work i.e. Social Services undertake regular supervision which is built into their way of working, however, there is a difference between supervision and appraisal and sometimes that shouldn’t get lost in discussion.  If individuals are having regular supervision, they may not have an appraisal.  Supervision is focused on case management rather than individual targets, development and training needs.



If there are regular 121’s or check in’s, which are ongoing throughout the year, anything raised during an annual appraisal should not be a surprise.



Whilst it is recognised that Swansea Council is a diverse organisation and as such difficult to have a one size fits all approach there still needs to be some consistency with the process.



Performance Management is incorporated into the Organisation Development strategy which identified that the process for organisation needed to be reviewed and updated.  A comparison was undertaken to other LA’s which identified national trends around performance management and it was clear that more and more organisations were recognising regular communications and interactions between managers and employees was leading to check in’s and regular 121 meetings.



During conversations with Local Authorities, it seemed that the approach was similar to that of Swansea Council however, Newport purchased a performance management process software tool, ‘clear review’, which was effectively a process that sends automatic notifications in relation to check in’s which encouraged managers.  Newport were looking of ways to adapt the system for their operational workforce which was difficult in itself due to IT accessibility.  Positive feedback in relation to office based staff.



Unfortunately, Swansea Council were unable to consider the purchase of this software due to budget constraints.



A decision was made by Swansea Council to progress with the development of the Oracle Fusion system.  As a result, HR were trying to find a LA who had implemented Oracle Fusion to which they had discussions with a Council in South East England, who provided a  webinar to see what the Oracle system was able to do and how they adapted it.



The next steps were that HR held a workshop with key managers across different directorates within the Council, office based and operational workforce.  Discussions around the current performance management process, obtaining their views in relation to regular reviews and this was practical within the areas of work.  The response was generally positive and felt it would be beneficial.



Ongoing discussions have taken place with CMT and Leadership regarding the developments of the performance management process.  November 2019, report to CMT reminding them of current process, feedback from workshop, reaffirmed the trends previously reported.  Summary/recommendation – CMT agreed to development of process, regular reviews, rolling service specific objectives, behaviours and individual development requirements.



Remove competences and ratings from the system

Pilot the system within key teams and areas, range of services for an initial period of 6 months, some paper based systems.

Pilot areas to develop their own 121 forms with support from HR&OD and test as part of the process.

Provide paper based system, if successful mirror development in the Oracle Cloud system.



Due to the COVID-19 pandemic, build of the system is currently on hold and as such the Authority it continuing with the current process.  The Oracle project is due to recommence in January 2021, with the reintroduction of the process in Autumn 2021.
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HR POLICY TRAINING – 2021

AGENDA


Thursday 22nd April 2021


9.30am
Management of Absence


10.30am
BREAK


10.45am
Safer Recruitment


11.15am
BREAK


11.30am
Disciplinary


12.30am
End of Session


Thursday 20th May 2021


9.30am
Management of Absence


10.30am
BREAK


10.45am
Safer Recruitment


11.15am
BREAK


11.30am
Disciplinary


12.30am
End of Session


All training sessions will be held via Microsoft Teams.
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RE: Management of Absence

		From

		Stephanie Rayner

		To

		J Knight (Brynhyfryd Primary School)

		Recipients

		KnightJ64@Hwbcymru.net



Hi James


 


No problem at all, good luck for the next few months


 


Thanks, Steph
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Stephanie Rayner


Partner Busnes AD a DS


HR and OD Business Partner


 


( 01792 636098


* stephanie.rayner@swansea.gov.uk
* stephanie.rayner@abertawe.gov.uk



 


From: J Knight (Brynhyfryd Primary School) <KnightJ64@Hwbcymru.net> 
Sent: 08 January 2021 17:56
To: Stephanie Rayner <Stephanie.Rayner@swansea.gov.uk>
Subject: Re: Management of Absence




 


Hi Stephanie,



Thank you for all of this information and the call today! Very informative and helpful in these challenging times. I look forward to working with over the coming months.



Stay safe and well



James Knight





Acting Headteacher 



Ysgol Gynradd Brynhyfryd Primary School 



Abertawe, Swansea



 





From: Stephanie Rayner <Stephanie.Rayner@swansea.gov.uk>
Sent: Friday, January 8, 2021 5:51:55 PM
To: J Knight (Brynhyfryd Primary School) <KnightJ64@Hwbcymru.net>
Subject: Management of Absence 


 




Hi James


 


Further to our meeting earlier today, please find attached and below documentation and information in relation to the Schools Management of Absence process


 


Ø  Management of Absence Policy for School based staff


Ø  Template letters in relation to the intermittent sickness process


Ø  Stress Management Referral Form


Ø  Occupational Health Referral Form


Ø  Return to Work Interview Form 


Ø  Record of Action Form


 


Please see below contact details in relation to Occupational Health and Stress Management


 


Ø  Occupational Health Team A Occhealth.TeamA@swansea.gov.uk – Occupational Health Referral Form


Ø  Confidential Counselling Confidential.Counselling@swansea.gov.uk – Stress Management Referral Form


 


Please can you confirm the full name of the employee we discussed so I can contact Occupational Health to determine whether any previous referrals have been made?


 


If you wish to discuss anything further, please do not hesitate to contact me


 


Thank you, Steph


 


[image: ]Stephanie Rayner


Partner Busnes AD a DS


HR and OD Business Partner


 


( 01792 636098


* stephanie.rayner@swansea.gov.uk
* stephanie.rayner@abertawe.gov.uk


 




*****************************************************************
Mae'r e-bost hwn ac unrhyw ffeiliau a drosglwyddir gydag ef yn gyfrinachol ac at ddefnydd yr unigolyn neu'r corff y cyfeiriwyd hwy atynt yn unig. Os ydych wedi derbyn yr e-bost hwn drwy gamgymeriad, dylech hysbysu'r gweinyddydd yn y cyfeiriad canlynol: gweinyddydd@abertawe.gov.uk
Bydd yr holl ohebiaeth a anfonir at y Cyngor neu ganddo yn destun cofnodi a/neu fonitro yn unol â’r ddeddfwriaeth berthnasol
Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin â gohebiaeth Gymraeg a Saesneg i’r un safonau ac amserlenni.

This e-mail and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom they are addressed. If you have received this e-mail in error, please notify the administrator on the following address: administrator@swansea.gov.uk
All communications sent to or from the Council may be subject to recording and/or monitoring in accordance with relevant legislation
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.
*******************************************************************








Ar gyfer yr unigolyn y cyfeirir yr e-bost hwn ato yn unig y mae'r neges a'r atodiadau sydd ynghlwm.
Os ydych wedi derbyn y neges e-bost hon drwy gamsyniad, rhowch wybod i'r anfonwr a'i dileu'n barhaol o'ch system. Os oes cynnwys yn y neges e-bost hon sy'n bersonol neu os oes ynddi gynnwys nad yw'n gysylltiedig â gwaith Llywodraeth Cymru, ysgolion, y consortia addysg rhanbarthol neu unrhyw awdurdod lleol yng Nghymru, nid ydym yn derbyn cyfrifoldeb am gynnwys o'r fath nac atebolrwydd drosto. Gallai data mewn negeseuon e-bost sy'n cael eu hanfon dros y rhyngrwyd gael eu llygru, neu gallai negeseuon gael eu darllen cyn iddynt gyrraedd pen eu taith neu gael eu diwygio heb awdurdod; nid oes gennym unrhyw reolaeth dros hyn.
Nid ydym yn atebol am unrhyw feirysau cyfrifiadurol a allai fod yn y neges hon nac am unrhyw golledion yn sgil feirysau. I gael gwybodaeth am y sail a ddefnyddir ar gyfer casglu gwybodaeth bersonol drwy http://hwb.llyw.cymru, ewch i http://hwb.gov.wales/Privacy, ac i weld telerau defnydd y wefan, ewch i http://hwb.gov.wales/TermsAndConditions 

This e-mail and any attachments are intended solely for the addressee.
If you have received this e-mail in error, please notify the sender and permanently delete it from your system. Where the content of this e-mail is personal or otherwise unconnected with the business of the Welsh Government, the schools, regional education consortia or any local authorities in Wales, we do not accept any responsibility or liability for such content. Internet e-mail may be susceptible to data corruption, interception and unauthorised amendment over which we have no control.
We do not accept liability for the presence of any computer viruses in this e-mail or any losses caused as a result of viruses. For information about the basis on which we collect personal data through http://hwb.gov.wales, see http://hwb.gov.wales/Privacy, and for website terms of use see http://hwb.gov.wales/TermsAndConditions 
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FW: Thank you

		From

		Adrian Chard

		To

		Stephanie Rayner

		Cc

		Nicola Reid; Helen Morgan-Rees

		Recipients

		Stephanie.Rayner@swansea.gov.uk; Nicola.Reid@swansea.gov.uk; Helen.Morgan-Rees@swansea.gov.uk



Hi Steph,


 


Please see following email received from Sarah at Ynystawe School.


 


Thank you for being “incredible” and “amazing”.


 


Praise well deserved!


 


Have a lovely Christmas.


 


Adrian


 


From: S Williams (Ynystawe Primary School) <WilliamsS692@Hwbcymru.net> 
Sent: 21 December 2020 18:20
To: Adrian Chard <Adrian.Chard@swansea.gov.uk>
Subject: Thank you




 


Good evening, 


 


I hope you don’t mind me contacting you. 


I wondered if you would be kind enough to pass on my thanks and gratitude to Stephanie Rayner for her incredible support to me this year.  I took on the role of acting headteacher at the end of February 2020,  for many reasons it has been an extremely challenging year for me personally and Stephanie has been kind enough to not only guide me through some difficult situations, but she has also managed to look out for mine and my family’s well-being.  She always takes the time to ask how I am and has made herself available whenever I have asked for her assistance. I cannot thank her enough and I also wanted you to be aware of what an amazing member of staff you have (although I’m sure you already know). 


 


Thank you so much for your time. 


Have a very merry Christmas. 


 


Best wishes, 


Sarah  


 









Ar gyfer yr unigolyn y cyfeirir yr e-bost hwn ato yn unig y mae'r neges a'r atodiadau sydd ynghlwm.
Os ydych wedi derbyn y neges e-bost hon drwy gamsyniad, rhowch wybod i'r anfonwr a'i dileu'n barhaol o'ch system. Os oes cynnwys yn y neges e-bost hon sy'n bersonol neu os oes ynddi gynnwys nad yw'n gysylltiedig â gwaith Llywodraeth Cymru, ysgolion, y consortia addysg rhanbarthol neu unrhyw awdurdod lleol yng Nghymru, nid ydym yn derbyn cyfrifoldeb am gynnwys o'r fath nac atebolrwydd drosto. Gallai data mewn negeseuon e-bost sy'n cael eu hanfon dros y rhyngrwyd gael eu llygru, neu gallai negeseuon gael eu darllen cyn iddynt gyrraedd pen eu taith neu gael eu diwygio heb awdurdod; nid oes gennym unrhyw reolaeth dros hyn.
Nid ydym yn atebol am unrhyw feirysau cyfrifiadurol a allai fod yn y neges hon nac am unrhyw golledion yn sgil feirysau. I gael gwybodaeth am y sail a ddefnyddir ar gyfer casglu gwybodaeth bersonol drwy http://hwb.llyw.cymru, ewch i http://hwb.gov.wales/Privacy, ac i weld telerau defnydd y wefan, ewch i http://hwb.gov.wales/TermsAndConditions 

This e-mail and any attachments are intended solely for the addressee.
If you have received this e-mail in error, please notify the sender and permanently delete it from your system. Where the content of this e-mail is personal or otherwise unconnected with the business of the Welsh Government, the schools, regional education consortia or any local authorities in Wales, we do not accept any responsibility or liability for such content. Internet e-mail may be susceptible to data corruption, interception and unauthorised amendment over which we have no control.
We do not accept liability for the presence of any computer viruses in this e-mail or any losses caused as a result of viruses. For information about the basis on which we collect personal data through http://hwb.gov.wales, see http://hwb.gov.wales/Privacy, and for website terms of use see http://hwb.gov.wales/TermsAndConditions 
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EOTAS Consultation

		From

		Stephanie Rayner

		To

		Amanda Taylor (Education)

		Cc

		Mathew Fisher

		Recipients

		Amanda.Taylor@swansea.gov.uk; Mathew.Fisher@swansea.gov.uk



Hi Amanda

 

Further to our discussion this morning, please find attached project plan and consultation timeline outlining details regarding the EOTAS consultation process

 

I have included potential dates up to the point where staff will have an opportunity to slot and match to posts or complete a skills matrix however, I am unable to advise the next steps until we have a full understanding of what pools of staff are affected and whether there are going to be any potential redundancies.

 

I have arranged a review meeting on Wednesday 5th February 2020 at 1pm, at the Guildhall to discuss further

 

In preparation for the meeting, please can you consider the following:

 

&middot;       Identify affected staff i.e. posts are being deleted

&middot;       Identify new posts on the structure

&middot;       Details of current establishment list to identify pools of staff and where they will fit in the new structure

 

To enable formal consultation to start week commencing 10th February 2020, a meeting request needs to be sent to the Trade Unions 7 days prior to the meeting along with the consultation documentation.  Following this, a full staff meeting will be arranged for you to present the proposed structure.  Staff will then be provided with an opportunity of 121 meetings to discuss their individual circumstances.

Trade Unions details are included within the consultation timeline document.

 

In addition, please can you consider what communication channel will be used to collate the consultation feedback and whether you are going to include a questionnaire for stakeholders to complete?  I have attached an example questionnaire for discussion.  In relation to previous consultations within Education, the Education mailbox has been used as a central point for all stakeholders to respond to the consultation so perhaps this is something that can be considered and discussed with Helen Morgan-Rees.

 

Also, please can you identify any other stakeholders who will be consulted with?  In relation to Schools, the information is normally communicated via the newsletter issued by Rhodri Jones.

 

I am on leave until Tuesday but Matthew will be available Monday should you have any queries

 

Thank you, Steph

 

 

Stephanie Rayner

Partner Busnes AD a DS

HR and OD Business Partner

 

( 01792 636098

* stephanie.rayner@swansea.gov.uk
* stephanie.rayner@abertawe.gov.uk
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Education 2020 Project Plan - EOTAS Updated 20.01.2020.xlsx

EOTAS Plan - Milestones


			Project Title: Social Services Workforce Planning Project Plan																		Start Date: Jan 2020									Finish Date: Dec 2020





			Product			Person 
Responsible			Duration			Timeframe 2020																																				Timeframe 2020


												Jan			Feb			March			April			May			June			July			Aug			Sept			Oct			Nov			Dec			Jan			Feb			March			April			May			June			July			Aug			Sept			Oct			Nov			Dec





			Project planning			LP/NR/SR			1 hour


			Milestones agreed


			Project team agreed


			Roles and responsibilities


			Project Management framework agreed									basic


			Stage 1


			EOTAS


			Communications Plan - timescales


			Teams identified and impact assessment completed


			Delegated Powers report


			Job Descriptions drafted


			Job Descriptions sent to JE and evaluated


			All relevant approvals completed


			Stage 2


			ER/VR and flexible working offered and responses collated


			Consultation commences						30 days						wc 10th			13th


			Staff meetings and 1-2-1s planned												wc 10th			13th


			Staff meetings and 1-2-1s completed


			Consultation completed															13th


			Stage 3


			Consider consultation responses and actions planned															16th-20th


			Final report drafted and signed off															25th CMT


			Feedback to staff following consultation completed															wc 30th


			Matching and slotting issued															wc 30th


			Matching and slotting completed and returned																		????


			Easter Holidays																		3rd - 20th


			Interviews (where necessary)


			Expressions of interest interviews


			Advert


			Issue formal notice - letters etc


			Implementation planning completed


			Implementation rolled out and completed


			Redeployments completed


			Final redundancy letters issued 


			Stage 4


			Appeals


			Close project








&"Arial,Bold"&14Project Plan	






Project group





			Project Role			Name			Duration








			Programme Sponsor			Nick Williams


			Project Sponsor


			Project Manager			Amanda Taylor


			Education Manager (EOTAS)			Amanda Taylor


			Subject Matter Expert HR			Nicola Reid 			ALL


			Subject Matter Expert HR			Linda Phillips 			ALL


			Subject Matter Expert HR			Stephanie Rayner 			ALL


			Subject Matter Expert HR			Matthew Fisher			ALL








Consultation group





			Department/Service area			Manager			Comment














































Consultation Timeline.docx

Consultation Timeline - ALNU





Amanda Taylor/Stephanie Rayner/Matthew Fisher





30 Day Consultation





			Date


			Action





			Week Commencing 10.02.20











			Initial Meeting with Trade Unions


Provide documentation 7 days prior to the meeting – Trade Union details below





Full staff Meeting


Staff will be offered the opportunity of individuals meetings following the staff meeting





			13.03.20


			End of consultation





			16 – 20.03.20


			Consider consultation feedback responses





			25.03.20


			CMT approval





			Week commencing 30.03.20


			Feedback to staff





			


			Issue Slotting and Matching/Expressions of Interest Forms


Dates of potential interviews to be confirmed in the email





			


			Deadline to return Slotting and Matching/Expressions of Interest Forms





			


			Provisional Interview Dates





			[bookmark: _GoBack]


			Issue formal notice of redundancy if required


















UNION CONTACT DETAILS





			UNION


			E-MAIL





			NAME





			NAHT


			ruth.davies@nahtofficials.org.uk





			Ruth Davies 








			NEU


			Hayley.steel@neu.org.uk


			Hayley Steel








			NEU


			Lynne.berezanski@neu.org.uk





			Lynne Berezanski





			UCAC


			gareth@ucac.cymru


			Gareth Morgan








			ASCL


			Matthew.salmon@ascl.org.uk 





			Matthew Salmon








			NASUWT


			hmjnasuwt@outlook.com





			Helen Johns








			NASUWT





			a.jones015@btinternet.com


			Andrea Jones, Swansea Assistant Negotiating Secretary





			Unison


			Unison@swansea.gov.uk


			Chris Cooze








			GMB


			Dorothy.Gordon@swansea.gov.uk


			Dorothy Gordon








			Unite


			Jason.Strannigan@swansea.gov.uk


			Jason Strannigan
















Consultation Questionnaire Template.docx
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EOTAS Review





Your response to this consultation





Provide a brief summary of the proposal


			


			I agree with the proposal


			I disagree with the proposal


			I neither agree nor disagree with this proposal





			


			


			


			





			


			


			


			





			Please explain your view below























1. 


			


			I agree with the proposal


			I disagree with the proposal


			I neither agree nor disagree with this proposal





			[bookmark: _GoBack]


			


			


			





			Please explain your view below




















If you would like to make any general comments on the proposals, please do so below in a language of your choice. 


			























Please return via the email below:


education@swansea.gov.uk 





3
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EV22 - EOTAS Restructure following consultation.msg
EOTAS Restructure

		From

		Stephanie Rayner

		To

		Amanda Taylor (Education)

		Recipients

		Amanda.Taylor@swansea.gov.uk



Hi Amanda


 


Please see below email template to be sent to all staff following the consultation meetings


 


Dear all,


 


Further to the staff briefing held on Friday 28th February 2020 whereby proposed options were presented and discussed following a review of EOTAS.  I wish to advise you that the consultation process commenced on 28th February 2020 and will close on Friday 27th March 2020.


 


During the consultation process, you have the opportunity to submit any comments/feedback/alternative proposals by completing the response questionnaire, at the end of the consultation report document via education@swanea.gov.uk which will be considered along with feedback from other Stakeholders.  


 


If you wish to arrange 121 meetings to discuss your personal circumstances or have any queries regarding your options during the process, please contact HR via the communication methods below and they will be able to advise you further:


 


			Stephanie Rayner – Stephanie.rayner@swansea.gov.uk / 07471 145371


			Matthew Fisher – Mathew.fisher@swansea.gov.uk / 07471 145370





 


Please find attached a copy of the consultation questionnaire, presentation, and Occupational Health Leaflets for information.


 


Kind Regards


 


[image: ]


Stephanie Rayner


Partner Busnes AD a DS


HR and OD Business Partner


 


( 01792 636098


* stephanie.rayner@swansea.gov.uk
* stephanie.rayner@abertawe.gov.uk


 


[bookmark: _GoBack] 
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CONFIDENTIALITY





· The Stress Management and Counselling Service abides by the B.A.C.P’s (British Association of Counselling and Psychotherapy) Code of Ethics and Practice Guidelines.





· City and County of Swansea recognises the need for preservation of confidentiality between an employee seeking support or counselling and the Stress Management and Counselling Service. It also recognises the need for a safe environment in which such work can take


place.





· No information of a personal nature will be disclosed to a third party without the express permission of the employee concerned, except where the public interest overrides the duty of confidentiality.





· In the event of such a situation arising, the employee will be encouraged to disclose the issue voluntarily. Only in the event of refusal to do so would a decision to disclose information be made by the Stress Management Advisor/ Counsellor in consultation with the Corporate Health, Safety and Wellbeing Manager.









LIZ THOMAS-EVANS


PG Cert clin. Supervision; PGDip Couns,        MBACP ( reg. ), MBABCP





Principal Stress Management Advisor & Counsellor 


01792 636027


CARL WILLIAMS


BSc. Psych, MA. Supervision, MA. CCYP, PGDip CBT, MBACP (Reg)





Stress Management Advisor & Counsellor


01792 633988








ANDI PLASTIRAS


Foundation degree in integrative counselling, MBACP (reg.)





Employee Counsellor


01792 637668





Email any correspondence or referrals to confidential.counselling@swansea.gov.uk






Corporate Health, Safety, Emergency Management and Wellbeing Service





Stress Management and Counselling Service 








[image: Counselling and therapy totally4women]


Your Stress Management and Counselling Service Explained
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SERVICE VISION





The Stress Management and Counselling service provides professional, specialist advice to employees and Managers by:


·  Supporting employees and Managers


· Reducing stress


· Promoting well-being





COUNSELLING SERVICE PROVISION





· A confidential individual or group counselling service provided by the qualified Stress Management Advisors and Counsellor


· Specialist interventions i.e. CBT, REBT, EMDR, Systemic and Integrative


· Access to Independent Counsellors


· Referrals to other agencies as appropriate


· Coaching, mentoring and advocacy


· Career guidance


· Advice and support as appropriate and relevant to need





COUNSELLING





Counselling can help. It is a way of helping another person or persons through purposeful conversation. Talking through issues can be helpful and sometimes it can be useful to talk to someone other than friends, family or work


colleagues. Someone who will listen, who is not emotionally involved and, through training, has gained additional skills and knowledge to help.



The service can be accessed in confidence via self-referral, referral by Line Manager, Human Resources Officer or Occupational Health Advisor.


All Teaching Staff will require a referral by their Head Teacher.





The referral can be by telephone, letter, e-mail (marked confidential) or in person.





               01792 635820


Confidential.counselling@swansea.gov.uk





 


STRESS MANAGEMENT PROVISION





· Stress management workshops


· Consultation, advice and support for Managers, teams and individuals


· Resource for practical material and information on stress risk assessments


· Circulation of information as appropriate


· Talk/ training sessions on stress awareness and management


· Training for Managers on after care for staff following traumatic incidents


· Mental Health First Aid training


· Debriefs for Critical Incidents


· Wellbeing Workshops


http://swansea.gov.uk/staffnet/helping


handsevents



APPOINTMENTS





Appointments can be arranged within normal office hours subject to availability. The service can be accessed during sickness absence or whilst on annual leave.


 


HELPING HANDS


Supporting Staff Health and Wellbeing





Helping Hands is a service supported by the Corporate Health, Safety and Wellbeing Service. It offers employee support, advice and signposting on issues that are affecting their health or wellbeing.





Don’t go it alone - get on the phone.





07833 095477





Or contact Helping Hands via email Helping.Hands@swansea.gov.uk





BULLY BUDDIES


Confidential, impartial support service that can signpost and support you if you feel you are being bullied or if you have been accused of bullying.





Text: 07840 944573


Phone: 01792 635300


Email: Bully.Buddies@swansea.gov.uk
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occ health leaflet May 2018.pdf

® L
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THE OCCUPATIONAL HEALTH REPORT Corporate Health, Safety,
Emergency Planning

The report may include information on ACCESS TO MEDICAL RECORDS . .
the following: and Wellbelng Service
Occupational Health records are maintained
« Whether or not there is an underlying in accordance with_ the General Data _ .
medical condition that impacts on work Protection Regulation (GDPR). Records will Occupational Health
activity or attendance be stored for the required time frame before and Wellbeina Unit
+ The potential effects of a health problem they are destroyed. g
on current and future work attendance
and performance To access Occupational Health records an
« Adjustments to the work place or tasks employee can con_tact th? Occupational
that managers might consider to Health and Wellbeing Unit.
accommodate employees with health
problems More information is available at:
* The potential for health improvement
and estimated timescales. www.swansea.gov.uk/staffnet/ ®

occupationalhealth

If further medical information is needed,
the OHA may ask the employee for
consent, under the Access to Medical

Reports Act 1988, to obtain a medical //‘

report from the Doctor providing their

care or treatment. SEQOHS
B

RETURNING TO WORK

Once an employee has returned to work,

The Occupational Health & Wellbeing Unit

if appropriate, the OHA may monitor Room 140, Guildhall, Swansea, SA1 4PE
progress and provide further advice as

necessary.

& “>~ Cyngor Abertawe
k Swansea Council

/

\ &

01792 636230 + 01792 636499

@&
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PHILOSOPHY

The Occupational Health and Wellbeing Unit
(OHWU) provides professional, specialist
advice to employees and managers on:

* The effects of work on health and of
health on work

+ Ways to improve physical &
psychological well-being within the
workplace

+ Strategies to prevent illness & injury
arising from work activity.

WHAT WE DO

The Occupational Health and Wellbeing Unit
aims to support Managers and staff in the
identification of health risks arising from work
activity and health issues that affect well-being
and performance at work.

The OHWU provides confidential, objective
advice both to the referring Manager and to the
employee.

The OHWU will advise on adjustments to the
work activity, environment, hours or tasks to
prevent ill health arising from work activity.

Advise employees on health issues effecting
them at work and provide information to
improve self management.

Advice may include temporary or permanent
adjustments to the work, task, hours or
environment to support an effective return to
work.

The OHWU will advise Managers on the
employee’s fitness to return to work and advise
the employee on strategies for achieving
optimum health and a return to normal work
activity.

WHO IS REFERRED

Managers are required to make written
referrals with the full knowledge of the
employee.

Managers may refer staff to the Occupational

Health and Wellbeing Unit in the following
cases:

Managers may refer staff to the Occupational
Health and Wellbeing Unit in the following
cases:

* A health problem or disability may be
affecting an employee’s work performance or
attendance

* An employee is returning to work following a
period of health or disability related absence

* The Manager is seeking advice on the health
issues affecting attendance

FOLLOWING REFERRAL

Following the referral to the OHWU, advice will
be provided, which may require a consultation
appointment.

Following the consultation a report will then
be sent to the referring Manager and Human
Resources (HR) with employee consent.

OHWU reports advises Managers and HR in
general terms and is concerned with the effects
of a health problem on an individual’s ability to
work and advice on adjustments to work.

Confidential details of an employee’s medical
conditions and treatment are not disclosed
without consent.
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EV23 - Email - Sickness Case.msg
RE: Confidentiality Statement - Virtual Meetings

		From

		Simons, Jo

		To

		Stephanie Rayner

		Recipients

		Stephanie.Rayner@swansea.gov.uk



Thank you so much Stephanie, really appreciate the support


 


Jo


 


From: Stephanie Rayner <Stephanie.Rayner@swansea.gov.uk> 
Sent: 19 March 2021 10:27
To: Simons, Jo <Jo.Simons@swansea-edunet.gov.uk>
Subject: Confidentiality Statement - Virtual Meetings




 


Hi Jo


 


Further to our discussion, please find below points of discussion in readiness for the welfare meeting and also a confidentiality statement which can be sent to RW.


 


			Any updates from RW in relation to her situation


			Request consent from RW to see sight of the OH report following her appointment on 20th January 2021


			Discuss Access to work Report


			Discuss update provided from RW


			Consider responses from RW and determine whether the School are able to accommodate recommendations and also ensure H&S for all within the School





 


Please be advised that this is confidential meeting and as such only invited participants should be party to the discussions.  If you have queries accessing Microsoft Teams, please contact me in advance of the meeting and we can provide you with the relevant support.


 


Hope that helps


 


Thanks, Steph


 


[image: ]


Stephanie Rayner


Partner Busnes AD a DS


HR and OD Business Partner


 


( 01792 636098


* stephanie.rayner@swansea.gov.uk
* stephanie.rayner@abertawe.gov.uk


 



*****************************************************************
Mae'r e-bost hwn ac unrhyw ffeiliau a drosglwyddir gydag ef yn gyfrinachol ac at ddefnydd yr unigolyn neu'r corff y cyfeiriwyd hwy atynt yn unig. Os ydych wedi derbyn yr e-bost hwn drwy gamgymeriad, dylech hysbysu'r gweinyddydd yn y cyfeiriad canlynol: gweinyddydd@abertawe.gov.uk
Bydd yr holl ohebiaeth a anfonir at y Cyngor neu ganddo yn destun cofnodi a/neu fonitro yn unol â’r ddeddfwriaeth berthnasol
Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin â gohebiaeth Gymraeg a Saesneg i’r un safonau ac amserlenni.

This e-mail and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom they are addressed. If you have received this e-mail in error, please notify the administrator on the following address: administrator@swansea.gov.uk
All communications sent to or from the Council may be subject to recording and/or monitoring in accordance with relevant legislation
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.
*******************************************************************
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From: Amanda Taylor (Education) <Amanda.Taylor@swansea.gov.uk> 
Sent: 23 January 2021 10:14
To: Stephanie Rayner <Stephanie.Rayner@swansea.gov.uk>
Subject: RE: Witness Testimony



Hi Steph,



Is this the sort of thing that you need?

Amanda

 

Amanda Taylor

 

Pennaeth Uned Cyfeirio Disgyblion Abertawe (UCD) ac Uned Cefnogi Ymddygiad

Adran Addysg

Amanda.taylor@abertawe.gov.uk

 

Headteacher  Swansea PRU and Behaviour Support Unit

Amanda.taylor@swansea.gov.uk



Witness Statement for Stephanie Rayner

Context:



Following a review of EOTAS provision in Swansea in 2016, options were considered by Cabinet in order to extensively overhaul the entire education other than at school (EOTAS) service in Swansea to ensure future provision best meets the needs of vulnerable young people. As an outcome of this process, a final model was agreed. 



In order to achieve the final agreed staffing model to realise the aims of the new strategy, there was a need to review the staffing structure across the service which involved over 80 staff. This process commenced late Autumn 2019 and was intended to be completed by late spring 2020. As a result, the complexity of consultation, communication and change management necessary to realise the final staffing model was further complicated by the National lockdown and subsequent fire breaks applied by Government in their response to the Covid-19 pandemic.



Witness Statement:

Given the scale of the project and the number of staff involved, specialist and timely advice and support from HR was a priority. Mrs. Rayner was able to quickly demonstrate a clear understanding of the vision, purpose and aims of the re-structure, what the desired outcomes were and the steps needed to achieve this. She was able to  quickly build positive professional relationships with key stakeholders including myself, key members of the leadership team and staff in general from across the service area. Her level of knowledge and expertise in relation to employment law and National and council policy quickly built up a strong level of trust in her, which supported the confidence of all involved in the change process. 



Mrs. Rayner supported the development of a clear timeline for communication and consultation with all stakeholders, and adapted this as necessary in the changing ‘Covid’ context. She provided clear and evidence based advice with regard to next steps in order to advise and support the process at all levels. Where there were queries from stakeholders or personal challenges, she was able to deal with these sensitively and thoughtfully in a solution focused way, always demonstrating due care to the well-being of all stakeholders throughout the process. As a result of the investment of time in this area, she was able to clearly support



· Stakeholders’ understanding of change.

· Enhance and improve the communication between management and employees.  

· Identifying and mitigation of risks – both as a planned process and a dynamic process.

· Building trust between management and employees.



Mrs. Rayner was able to provide templates for letters and communication to all stakeholders to guide the process, ensure consistency and maintain the trajectory and pace of the process. She arranged regular reviews to ensure that a clear 2 way process of communication and information sharing was on-going which further developed a sense of trust in her and in the process itself. The regular avenues of communication – both through formally arranged meetings and through her availability to be available via email or phone call at the point of need, ensured that everyone was clear about what was happening and the next steps in addition to enabling problems or potential problems to be picked up swiftly and managed effectively.  



As a result of the support provided by Mrs. Rayner throughout the process, her understanding of the vision and planned outcomes and her understanding of the needs of the people involved and the legal framework of employment law, the overall process was a very successful one. Despite the challenges in terms of timelines and increased levels of anxieties that the covid-19 pandemic added to the normal pressure of change management, employees were all taken through the process in a guided manner, where they were clear in terms of the vision and the process and were able to rationalise the changes in a positive way and ultimately, embrace the new structure. This was despite the structure involving many changes to key roles, job descriptions, team structures and numbers of some posts being available. 



On a personal note, the advice, guidance, challenge and support that was provided to me at all levels of translating the vision for the service into a clear staffing structure that was able to deliver on this vision, was outstanding. Mrs. Rayner provided clear advice and direction based on her specialist knowledge of HR processes and employment law, coupled with an excellent understanding of what the desired outcomes for the service were and the staffing structure that was needed. 



She was able to support me in all aspects of policy and law, guide me throughout the process and ensure that timescales were adhered to and communication to stakeholders was timely, accurate, informative and of an appropriate frequency so as not to either overly bombard them to the extent that the communication became stressful in itself, or deprive them of information leading to them becoming anxious or suspicious of the process. She was able to take on board my own concerns, deficits in knowledge or experience or queries and support them to enhance my personal knowledge and skills in managing the process.



Most importantly, I felt throughout the process that I was supported. Mrs. Rayner worked in a friendly, open and supportive manner throughout. Her solution focused approach to hurdles and complicating factors that we met along the way supported the management of the process hugely. Her ability to understand my own workload and points of stress, led to her being able to juggle timescales to match my needs which in turn allowed me to better manage the process and the demands. Her ability to make connections between interrelated HR processes enabled and supported me to make the better and more informed decisions throughout the process.



Her own work ethic was incredible throughout, and this along with her knowledge, skill set, professionalism, ability to empathise, understanding of the impact of change on people and ability to guide and navigate us all through the process has led to development of an exciting new staff structure which is purpose led and marries with the original vision perfectly. Most importantly, as a result of the way that she has supported the whole process, nearly all staff have felt part of a process which may have changed their roles, their line management, and their position within the structure quite dramatically, but has led to a better overall structure to take us forward.
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Report to Head of HR Service

Employee Performance Management Policy: 

Review of Implementation of the Appraisal Process FY 2017/18



1.0 	Context



1.1 	Under the Employee Performance Management Policy, the HROD service has an 	obligation to review its implementation on a regular basis.  This year the online 	Appraisal process utilising Oracle was implemented, thus requiring a two prong 	approach to the review.  



1.2 	The HR specialist therefore requested random samples of paper-based appraisals, 	from each service area, following the audit process undertaken in March 2016.  A 	random sample was also taken of the completed online appraisals, data extracted 	from the Oracle Appraisal report.  



1.3 	It should be noted that the current Oracle Appraisal report is not sufficient for 	undertaking an audit review.  The IT support team are currently designing a new 	Appraisal audit report utilising APEX, which will be completed by March 2018.  	Therefore, the HR specialist utilised the existing Oracle Discoverer Appraisal report 	to undertake the review of the online process which is limited to compliance 	reporting, and does not allow for quality assurance.



1.4	Changes to the paper-based forms (excluding the front line CBS form were made to 	align the process to the online appraisal, therefore behaviours assessment is the first 	section of the paper-based forms.  The forms were available on Staffnet, alongside 	managers’ guidance.   However, there were some instances where the previous   	paper-based forms were used instead of the new one.  



1.5	The front line form specifically designed for CBS, Parks and Waste was not changed 	for 17/18 as it was proven in the previous audit to be effective for these staff groups 	and front line role team appraisals.



1.6	This paper outlines positive and negative outcomes of the implementation of the 	current online and paper-based processes, and makes recommendations for 	moving forward.



2.0 	Paper-based appraisals – outcome of the review



	The HR Specialist chose 100 managers at random to provide copies of their 	appraisals for audit.  There were a number of instances where managers had not 	completed their appraisals and offered extenuating circumstances such as 	restructuring of the service area over the past 12 months as a reason for not 	completing them.  As the paper-based audit is based on a random sample of only 	100 managers, and compliance for paper-based completion is impossible to quantify,  	the following will only offer a qualitative assessment:



2.1 	Findings from the Competencies section



· A significant proportion of managers completed this section, but many failed to use the scoring mechanism provided on the form itself

· Only one manager completed this section correctly to the expected standard

· Some managers focused on Mandatory competencies as these were the most relevant for the work area (e.g. Health and Safety)

· Some managers chose to invent their own competencies 

· In some cases it was apparent that the line manager had completed this section first, and then the employee ‘agreed’ with the comment, contrary to guidance provided in training (and the policy)  

· Actions and support were not articulated correctly, and sometimes just left blank.

· Managers avoided making an ‘assessment’ or ‘judgement’ on competency and did not refer to the scoring mechanism made available on the forms

· Managers tended to agree with the employee’s assessment rather that providing critical feedback to assist with performance improvement and/or career progression

· The future actions section were often blank or incorrectly completed 

· Some managers completed this section covering all of the core competencies, but made no reference to the Mandatory competencies.

							



2.2 	Findings from the Objectives sections and manager’s comments on achievement of 	objectives review:



· There were a number of instances where last year’s paper-based forms were used instead of the current forms.

· Managers and employees are recording objectives as tasks that are required of the post rather than relating these tasks to overall corporate priorities 

· Objectives and timescales generally were not SMART/ER 

· When objectives were not met, the employee and manager gave a rationale for this and steps to address.  

· Managers used terms such as 'ongoing', ‘achieved’, ‘agreed’ or ‘asap’ instead of an actual date for meeting the objectives.

· Managers used the terms ‘agreeing’ and ‘noting’ employee comments rather than providing written evidence that a ‘performance discussion’ has taken place. 

· In some instances it was apparent that the Manager had completed their sections before the employee, which is contrary to the policy and to the guidance provided by training.  

· In a number of instances, this section was not completed if this was the first appraisal for a number of years, or the first appraisal with a new manager.

· Review of training was perfunctory (attendance on X course or non-attendance ‘due to lack of funding’ were common comments).  

· In the majority of cases, there was no clear assessment of improvement in performance as a result of the training.



Overall, completion of the paper-based objectives section correlates with the previous audit.





2.3	Findings from the Training, Learning and Development section							

· Most managers completed this section correctly

· Some managers left out this section completely

· Support from managers was often listed as ‘release to attend …’

· Articulating what success would look like – misinterpreted in most cases, as this requires an assessment of what new behaviours and/or skills will look like in practice

· In some instances there was a confusing mixture of last year’s training review with setting out next year’s training requirements.  

· The Corporate Learning and Development team have only received 6 forms – all from the same director for their HOS direct reports.  		

3.0 	Front Line Appraisal form for CBS, Parks and Waste

	

3.1	A review of a sample of these forms shows that when used for individuals, they are 	used correctly to record actions and improvements, and praise was offered where 	appropriate.  Managers seem to understand the process and use the form effectively.  	There were some instances where part 2 of the form was 	missing, but overall the 	form is used well.



3.2	The form was also used for team appraisals with staff undertaking roles such as litter 	pickers and arborists.  In both sections, the form was used 	appropriately, team 	members all signed the form, and feedback and comments were appropriate.  This 	seems to confirm that the front line form works for 	front line teams undertaking 	outdoor work.



3.3	Overall, the outcome is similar to the 2016 review, and this paper-based form seems 	to meet the needs of the employees and supervisors using it, and that completion of 	part 1 of the form meets the required standard of the policy.  However, understanding 	the use of part 2 of the form needs to be addressed.  See recommendation 1.

	

3.4	As previously, the only issue is that the corporate message is difficult to integrate into 	the process, and the Swansea employees’ and managers’ behaviours are not 	included in the current version of this form, as the form is designed to be relevant to 	front line staff (wearing PPE etc.)



3.5	As with the previous audit, some senior managers have requested that this form be 	put online to assist with managing the process going forward, but this will need 	further consideration as the system may not be able to accommodate the specific 	requirements covered in this form, and accessibility for staff working out in the 	community may be problematic, thus requiring some administrative support resource, 	which in the current climate, is not practicable.





4.0	Online appraisals developed in Oracle 

	

4.1	The review of the online appraisals utilised existing Discoverer reporting, which will 	no longer be available going forward.  As a result of this, a new appraisal audit report 	is being designed in APEX.  The APEX Appraisal Audit Report will enable the HR 	service to audit consistency of implementation of the online process going forward, 	and provide quality assurance monitoring of the process.



4.2	The Managers Appraisal dashboard has been developed by IT colleagues and will be 	available from April 2018.  This enables managers to view compliance at any 	time, thus ensuring appraisals are undertaken according to the appropriate timeline, 	thus aligning more closely with the Business Planning calendar.



4.3	Online appraisals were available from December 2016, and training was also 	available in time for the new appraisal year that commenced in April 2017.  Managers 	were informed that if they had access to Oracle, it was mandatory that the online 	version was to be used for 2017/18.



4.4	Support was offered through direct access to 3 officers involved in testing the 	system, and also a screen by screen guide was uploaded to Staffnet, and by May, 	there was also an e-learning module on offer to employees and managers.



4.5	Training uptake for 2017/18, 1 April 2017 to 30 January 2018 is as follows:

	

· 143 Managers/employees used the e-learning

· 48  Managers accessed face to face training, out of a potential 83 requests for the course



4.6 	Statistics from the Staff net pages indicate that between 1 April 2017 and 31 January 	2018:

· Managers appraisal guide page – 1750 page views

· Employee appraisal guide page – 1404 page views



4.6	The review of the online process demonstrated the following:

	

	675 managers and 4056 potentially have access to online appraisal

	154 managers completed appraisals online, but they did not complete 100% of their 	appraisals online

	651 appraisals were completed online

	638 appraisals are incomplete in the system

	3093 were not started at all

	336 appraisals were deleted (and therefore are classed as errors)

	13 appraisals were created in the system but not sent (again, classed as errors)



	In summary, 

	23% of managers with access to Oracle completed appraisals online

	16% of employees with access to Oracle completed their appraisals online

	16% of employees with access to Oracle have incomplete appraisals online

	8.6% in the system are errors

	76% who could potentially have used Oracle, declined to do so

	77% of managers who could have used Oracle, declined to do so

	

	There is a close correlation between numbers accessing the e-learning and numbers 	of managers who completed online appraisals.  



· Some sections of Finance have not completed appraisals for 2017/18, with Head of Service agreement

· One section of Corporate Building Services attempted Online appraisals, but returned to paper-based, and many managers in that service followed this example

· Education services Senior Managers were briefed by the HR Specialist on Online 	Appraisals, but only one section decided to go ahead with online appraisals 

· The Chief Education Officer approved use of the paper-based process for the Directorate

 



5.0	Anecdotal Notes on the Process 



5.1	As part of the online process roll-out the HR Specialist requested feedback on how 	employees and managers found the process compared to last year’s paper-based 	version.  Formal feedback on the process was not forthcoming.  



5.1	Verbal feedback from managers/employees to the HR specialist



	‘the paper-based version is different to the online version’

	‘the new behaviours are repetitive’

	‘there are too many behaviours’

	‘the online process is too clunky’

	‘there is nowhere to record training’

	‘I liked the online process, it is much quicker and much easier’

	‘the guidance for the process is confusing’

  



6.1	Summary



6.1 	Positives from the review:



· Managers have had an appraisal conversation with their staff, and a good proportion of them have attempted to have a performance and competency review discussion which is recorded and can be referred back to at a later date.



· Managers have reviewed training undertaken and performance improvement as a result of that training, thus enabling some performance discussion to take place.



· Managers have set out plans for the forthcoming year to undertake training within their teams to assist employees to improve and/or learn new skills



6.2 	Issues highlighted by the review:



· There is a general misunderstanding of the competency part of the process

· There is a lack of linking up training and development, workforce planning and performance review with the wider corporate agenda of transformational change to working practices and service delivery

· There is a significant proportion of the workforce that are not receiving an appraisal (as indicated by the list of employees categorised as ‘not started’ for the appraisal process.  There is no way to know from the paper-based process.

· There is little connection to workforce planning activities in the paper-based and online appraisal process

· The online process can only record training activity if it is listed as an objective in the Objectives sections (achieved objectives for training that has taken place, and future objectives for forthcoming training that will take place in the next 12 months).

· There is no mechanism currently to review objectives and competencies section of the online process for quality assurance purposes.



7.0 	Recommendations



7.1 	Continued non-compliance with the EPM policy is now a critical point of concern.  	Managers, under the policy, are subject to disciplinary action.  However, the HR 	Service understands that all managers are under increasing pressure, and this action 	is not recommended at this time.



7.2	Many managers are currently required to undertake formal supervision, and this is 	understood by many to replace the need for appraisal.  It is HR’s view, that this 	function is not necessarily the same as undertaking an appraisal review, and 	therefore managers need to be directed to comply with the HR EPM policy.



7.3	Service areas that are undertaking restructuring should be considering EPM 	appraisals as a key took to help settle employees into the new structure, providing 	clear guidance on what is expected of them in their roles in the new teams.  Opting 	out of appraisals in this situation seems counter-productive.  Managers should be 	instructed by HOS and Directors that in these circumstances, appraisals are more 	crucial than ever, not be allowed to avoid them.  In some cases, managers may be 	able to gauge where change is not being handled well and provide support and sign-	posting, thus reducing stress and other related illness that could contribute to staff 	absence and team discord.



7.4	The Team Appraisals, using the front line form, continue to be completed well by 	supervisors, and it is suggested that these forms remain unchanged for another 12 	months. 



7.5	The face to face training for Employee Performance management will be available 	through e-learning going forward.  It is recommended that this is reviewed in 12 	months, as the current course provides managers with support and opportunities to 	exchange views and experience, which will not be available using purely online 	training. New managers and supervisors may need additional support, particularly 	when handing capability issues.



7.6	The current Oracle appraisal module is limited in its application, as it does not clearly 	differentiate training requirements, and we cannot identify section, service or 	individual training needs clearly from a central perspective.  



7.7	It is the HR specialist’s view that the current Oracle appraisal module is not fit for 	purpose for the following reasons:



· it does not 	directly support Corporate Training planning or succession planning activities.  	

· the introduction of new behaviours was confusing and there were too many of them.  Verbal feedback from managers and employees commonly stated that they were off-putting, laborious to trawl through, and some mentioned that the original role profile competencies were preferred.  

· The current role profile competencies have been in existence for over 5 years and were due for review in 2017 (5 years after original 	draft). 



It is recommended that the current behaviours and role profile competencies are revisited with the view to implementing a new framework future-proofed to take us through LG Reorganisation in 2021/2022.





8.0	Options for taking the Council forward





8.1	The level of non-compliance is such that CMT could take the decision to forgo annual 	appraisal reviews and replace it with a process that allows managers to undertake 1-	2-1s only, using a straightforward form to record conversations that take place, 	instead of formal annual reviews.  This is currently good practice adopted by the  	private sector, and technically we should expect managers to be doing 1-2-1 	meetings on a regular basis in order to ensure service delivery across the board.  	This will require an update to the existing Employee Performance Management 	policy.



8.2	CMT decides to postpone current appraisals process for 2018/19 in order to redefine 	the competency frameworks and redesign the online appraisal process, and provide 	appropriate IT 	based training for all managers, and also appropriate e-learning 	training for all employees on the software and paper-based processes.  Current 	policy remains unchanged until changes implemented. 	



8.3	Until appropriate online appraisal can be provided that offers direct links to training 	and succession planning modules in Oracle (or any other HRM system), we return to 	a redefined paper-based process for 2018/19.  Current policy remains unchanged 	until changes implemented.



8.4	Any new competency framework implemented going forward needs to be aligned to 	both the recruitment and appraisal processes in order to join up Employee 	Performance Management mechanisms that are fit for purpose and ensure 	sustainable future workforce (and comply with WFG Act Sustainability Principle)



 8.5	A CMT decision is also required whether to map any new competency framework to 	role profiles or to remove them.  The existing role profiles include the original 	competency framework, and they were issued as part of Single Status 	implementation.  Technically, the existing role profile competencies could be 	considered to be part of employee terms and conditions (this needs to be checked 	with Legal).











Appraisal Audit Reviewing Officer

Linda Phillips x 6339

2 February 2018


Appendix: Online Appraisal



I introduced the new paper-based online appraisal process as part of the implementation phase of the Single Status project. 

The paper-based process was designed in conjunction with the development of a competency framework for the whole Council pay structure which needed to be cohesive for front line staff up to and including Directors.

The appraisal process needed to be flexible enough for front line minimum wage staff right up to Heads of Service and Directors, but also visibly be the same process throughout. 

These were the project interdependencies, and thankfully my role was the lead officer role for all of them, so I had the responsibility of design and implementation for all three, so this made it easier to ensure that they worked together effectively.



A key part of the design of the appraisal process was the engagement of the pilot groups and the Unions representatives.  It is my firm belief that using negative statements in competency frameworks is counter-productive, and there the design of the appraisal process was also going to be based on this view.  



I set out the paper-based process first, and I asked Legal and Corporate Buildings to help me test it in practice.  This provided me with a real variety of test roles for the process, and as a result of this, we designed a specific form for Corporate Buildings and Parks that worked so well for front line staff it was adopted by Social Services for their front line carer roles as well.  



So, the paper-based process was implemented for a year, and while that was ongoing, I worked with the Oracle developer to set up the online appraisal process in Oracle.  This required working to understand how the process was set up in the system, and then translating our paper-based process into the online system.



In the mean-time, our Innovation community had come up with some new employee and managers ‘behaviours’ that the Chief Executive wanted to roll out in the appraisal process.  This required a redesign of the online process and the paper-based process, and a parking of the existing professional competencies in the actual role profiles.



Some of the difficulties:

The Chief Executive and Innovation Community came up with new ‘behaviours’ that they wanted to roll out as part of the appraisal process, which required a change to all of the forms and the online system to accommodate them.  The behaviours took no account of the system, so it has not been as successful if the original competencies had been included in the online process.
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City and County of Swansea Council

Role Profile
Date September 2012
Family Organisational Support

Role Profile Level

45A

PURPOSE

To deliver specialist services and/or provide specialist advice and support for the Council
using specialist/technical expertise either individually, managing defined work packages
such as cases and projects with other team members.

ROLE ACCOUNTABILITY

| END RESULT

Planning

Plan and organise own workload and
project work to meet day to day policy
objectives over the medium term,
allocating work and providing instruction
to colleagues

Policy objectives met
Self usefully employed
Work packages / projects managed
effectively as required

Work

Research, analyse, and interpret
information and situations to arrive at
decisions and conclusions and
recommendations within defined
policies.

Problems identified and addressed

Risks, issues ,and opportunities identified
and explained

Decisions and conclusions arrived at
Good judgement

Policy

Develop processes, procedures and
standards to implement defined policies.

Effectively implemented policies and
procedures
Implemented identified improvements

Management Support

Support, and advise managers in area
of expertise.

Managers supported

Customer Service

Provide advice and guidance on matters
in own area of expertise to customers
internally and externally, individually
and/or as a multi-disciplinary
group/working party member.

Queries answered clearly and promptly
Solutions put forward and delivered
Sound advice and opinion given
Actions successfully negotiated

Compliance

Monitor and review the implementation
of regulations, Council policy and
standards

Non-compliance identified
Corrective action taken
Improvements suggested

Performance Management

Report on work and investigations /
conclusions and information covered by
area of expertise for internal monitoring

Quality and timely reports
Problems / opportunities identified
Trends on performance and outputs
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ROLE ACCOUNTABILITY END RESULT

and performance management. e Procedures followed

Representation

Represent the area of expertise to e Accurate information provided

groups and individuals internally and e Other opinions and standpoints understood

externally to provide advice within
operational guidelines.

People
Give guidance and support to junior and | ¢ Technical and procedural advice given
senior colleagues in area of expertise. | ¢ Colleagues aware of technical framework

e Work quality and outputs checked

Nature of contacts

Consult and communicate with groups and individuals internally and externally to inform of
facts, explain matters, give advice, inform and influence approach.

Colleagues and management — present information in a suitable format to argue the case
and inform and influence decision making on matters in own area of expertise.

Internal and External Customers — engage and interact with, provide response to queries
and give advice in area of expertise. May have to deal with challenging customers.
Encourage and support staff in the team.

Working environment

Mainly office based may travel between locations. May be required to travel to other sites,
including outdoor sites.

Procedural context

Make informed decisions about referred problems within a level of delegated authority.
Analyse relevant policy / procedure to give a qualitative answer. Proactively seek out
information and apply judgement to identify solutions using own initiative. Work within own
specialism and defined Council policies setting standards for areas influenced by the area
of expertise. Impact may be on a unit or aspect of the service area. Planning would need
to take account of external influences, deadlines and Council reporting requirements

Key facts and figures

No formal team management responsibilities.

May be involved with managing resources (e.g. financial, human) including monitoring
budget expenditure.

May monitor service/section/project budget.

Indicative Qualifications

Relevant degree. May be part qualified in own discipline and working towards
professional qualification. Or equivalent experience/skills.

Work knowledge

Specialist/technical knowledge in a key area, including in depth knowledge of relevant
Council systems, policies and procedures. Awareness of Council, National, and regional
context. Ability to provide specialist advice and guidance.

Project Management Techniques as necessary

Equipment and associated skills

Office and associated relevant equipment.
IT literate in standard office software.
Full operating knowledge of relevant Council computer systems.






OS45A V1.0

COMPETENCIES

A note on Competencies

The above section of the role profile describes the type of tasks you are likely to undertake
as part of your role. The following section describes the behaviours required of you while
undertaking your role. These competencies will become part of your role in future and are
included now so that you become accustomed to them. We will continue to consult with
the Trades Unions and our workforce, according to current HR Policies and procedures,
regarding the implementation and use of these competencies going forward.

Compulsory Requirements for Health and Safety

All employees, supervisors, managers, and the Corporate Management Team have
statutory duties under Health and Safety Legislation.

As a result of these requirements, every Job Family Role Profile will include compulsory
requirements, depending on the level of responsibility of the role.

The level of responsibility and accountability is described in the following statements:

Employees

1. The post holder shall, while at work, take reasonable care for the health, safety and
wellbeing of themselves and of other persons who may be affected by their acts or
omissions

2. The post holder shall comply with the provisions of the Health and Safety at Work etc
Act 1974, and regulations made under that Act relevant to their work activities

3. The post holder shall fulfil their responsibilities for health and safety as detailed in the
City and County of Swansea Health and Safety Policy and its arrangements.

Compulsory Requirements for Equalities (Equalities Act)

The City and County of Swansea, as a public body, has legal obligations under the
Equality Act 2010 and Equality Act 2010 (Statutory Duties) (Wales) Regulations 2011 that
includes the Public Sector Equality Duty.

All employees and managers must be aware of the Equality Duty so that it is considered
in their work, where relevant, to ensure compliance with legislation.

Compulsory Requirements for the Welsh Language

The authority has obligations to meet the requirements of the Welsh Language Act 1993
and the Welsh Language (Wales) Measure 2011.
This is achieved through implementing its Welsh Language Scheme.

All employees and managers are expected to understand their obligations within the
remit of their own role in order to implement the Scheme and ensure compliance with
legislation.

Compulsory Requirements for Employee Conduct:

ALL Employees Must:

1. Dress in an appropriate and professional manner, as set out in our Corporate Dress
Code

2. Ensure that our Corporate Customer Standard is met or exceeded

3. Promote a positive image of the Council to customers, Councillors, the public, partners
and other staff.






OS45A V1.0

Compulsory requirements for Introducing Change and New ways of working

The Council is experiencing an unprecedented period of change and budget pressures
that are having a profound impact on the organisation. Compulsory requirements for all
employees regarding the implementation of service improvement and the requirements to
take a positive approach to change initiatives that lead to service improvement have been
defined in order to embed our behaviours around how we handle change into ‘business as
usual’. In order to support this, the following ‘change’ competencies have been defined in
order to assist employees and managers with understanding their role and responsibilities
within this context:

All Employees must:

Embrace change through actively and flexibly participating in and adapting to new ways
of working with our citizens, as agreed through formal consultation with Trades Unions,
and HR Policies and procedures.

Role Profile Specific Behaviours

Behaviour 1 | Job Knowledge and Professionalism — Level 2

Purpose Employees demonstrate a professional and ethical attitude to own role
and also to have a clear understanding of where it fits within the
team/service and Council.

1 Has a professional attitude that sets an example of professional conduct
to colleagues

2 Appreciates the ethical issues and implications of own actions

3 Projects a positive professional image to all colleagues and customers
internally and externally

4 Treats all employees, colleagues and customers fairly and equitably

5 Provides consistent professional/ethical advice and guidance to

colleagues to support efficient and effective service delivery

Behaviour 2 Planning and Organising — Level 2

Purpose Employees demonstrate effective planning and organisation of own/team
work output

1 Sets productive deadlines for self and colleagues for daily routine tasks

2 Manages own time and workloads efficiently, and consistently meets
deadlines

3 Demonstrates an ability to respond effectively to the unexpected

4 Actively enables provision of resources to deliver work on time

5 Is prepared to say ‘no’ to unreasonable demands on own time and

delegates appropriately when necessary

Behaviour 3 | Decision Making — Level 2

Purpose Employees demonstrate effective decision making for the team / service /
Council

1 Demonstrates confidence in own judgement

2 Demonstrates clear thinking and consistent decision making within own

area of responsibility without unnecessary escalation

Willingly owns up to mistakes and learns from them

3
4 Understands and complies with the decision making frameworks within






OS45A V1.0

the team and wider service area

Utilises available information to make decisions in own work area, taking
account of the associated risks and impact

Behaviour 4

Building Working Relationships — Level 2

Purpose Employees demonstrate an ability to build working relationships with
others, working collaboratively and successfully with others

1 Manages own emotions in difficult situations consistently, recognising
own impact on such situations

2 Actively addresses obstructive attitudes and behaviour within the team
with positive results

3 Acknowledges the opinions and contributions of others, recognising the
benefits of difference and diversity

4 Demonstrates commitment to joined-up collaborative working across
teams (internally and externally as appropriate)

5 Encourages collaborative working environment in the wider service
context (internally and externally)

Behaviour 5 | Communicating and Influencing — Level 2

Purpose Employees demonstrate effective communication, and use influence
ethically and professionally in the interests of the Council and its citizens.

1 Encourages two way communication, including appropriate use of giving
and receiving feedback

2 Demonstrates ability to speak and write clearly in all communications

3 Demonstrates confidence when communicating/presenting to groups

4 Presents difficult information/communication sensitively and appropriately

5 Demonstrates ability to understand the views of others in order to

influence and negotiate effectively to achieve agreed outcomes

Behaviour 6

Customer and Citizen Focus — Level 2

Purpose Employees demonstrate enthusiasm and willingness to serve the
community in their role, ensuring customer satisfaction, on behalf of the
Council.

1 Deals with conflict and complaints fairly and rationally

2 Maintains standards of customer service/customer care for self and team
and monitors their delivery and effectiveness

3 Ensures changes to service delivery guidelines and procedures are
implemented effectively

4 Seeks to improve service delivery and standards in own area of work [for
self and wider team]

5 Demonstrates fairness when investigating internal and external
complaints

Behaviour 7 Team Working and Achieving Results — Level 2

Purpose Employees understand the Council’'s team work ethic and values, and are
committed to delivering own and team outcomes.

1 Demonstrates commitment to meeting personal and team / service
priorities / objectives

2 Demonstrates personal accountability for performance of self and
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colleagues in the team setting

3 Demonstrates high level of motivation and willingness go the ‘extra mile’

4 Demonstrates determination and personal commitment when faced with
problems and barriers (works well under pressure)

5 Demonstrates willingness to assist others to meet team targets, even

when outside the remit of own role

Behaviour 8

Information, Finance and Resources — Level 2

Purpose Employees understand the rules and regulations for managing the
Council's data and financial resources, and utilises information and
financial resources effectively, and actively support the Council’s
efficiency agenda.

1 Effectively manages the allocation of financial (and other) resources for
the service (internally and externally) and supports the drive to achieve
efficiencies within the service

2 Supports, assists and encourages service budget holders to make
efficient and effective use of financial and other resources

3 Effectively reviews the allocation and use of financial and other resources
and suggests/agrees appropriate improvements and actions

Behaviour 9 | Programme and Project Management — Level 2

Purpose Employees demonstrate the ability to co-ordinate, manage and deliver of
projects and programmes, managing the change and activities within
them to meet Service/Council aims and objectives.

1 Proactively collaborates across the organisation to achieve project
outcomes on time and on budget.

2 Effectively identifies project/programme risks and records and tracks
them appropriately

3 Effectively reviews and monitors project progress using agreed Council

methodology and reporting mechanisms.

Behaviour 10

People and Performance — Level 2

Purpose

Employees and managers understand the requirement to ensure their
own development is maintained and that the right people are in the right
place at the right time with the right skills to deliver our services to the
highest performance standards.

Encourages and supports the learning and development of others
through formal and informal methods (motivating and coaching)

Is committed to regularly initiating opportunities to provide feedback to
team members, both formal and informal, to improve performance

Willing to provide coaching and mentoring support to colleagues in order
to support development and improvement, sharing best practice when
appropriate

Actively promotes and supports Service/Council improvement initiatives
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HR policies

Find the full list of HR policies here.

Additional annual leave purchase scheme policy

Adoption leave policy

Agency workers policy

Agile working policy

Agreement for Dealing with Facilities and Time off for Trade Union Duties and Activities

Annual leave policy

Anti-fraud and corruption policy

Anti-money laundering policy

Appeals procedure policy

Apprenticeship and traineeship policy

Capability policy

Car travel and subsistence policy

Career break policy

Casual relief employment policy

Code of conduct policy

Collective grievance policy

Compensatory rest policy

Disciplinary policy

Disclosure and barring service (DBS) policy

Dress and appearance policy

Driving at work policy

Early retirement and redundancy policy (LGPS)

Employee performance management policy

Employing people who are related policy

Employment of ex offenders policy

Entitlement to drive a minibus policy

Equality policy statement

Extraneous duties policy

Fixed term workers policy

Flexi time policy

Flexible working policy

Grievance policy

Guidance on the use of social media

Harassment and bullying policy

Home to work policy

Home working policy

Human Resources and Data Protection Act

Human Resources and Freedom of Information policy

Jury service policy

Management of absence policy

Managing the employment establishment - short version

Maternity leave policy

Maternity support leave policy

Overpayment of salary policy

Overtime policy

Parental leave policy

Paternity leave policy

Pay policy 2021-2022

Politically restricted posts policy

Pool bikes policy

Probation policy

Recruitment and selection policy

Recruitment of overseas nationals policy

Redeployment policy

Redundancy policy

References policy

Relocation policy

Salary re-grading application policy

Secondary employment policy

Secondment policy

Severe weather policy

Shared parental leave policy

Sick pay scheme

Special leave policy

Staff and member parking policy

Standby and call out policy

Supporting employees affected by domestic abuse and sexual violence policy

Time off for dependants policy

Time off in lieu (TOIL) policy

Training and development policy

Voluntary and flexible retirement policy

Voluntary workers policy

Whistleblowing policy

Working time policy
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RE: Performance Management

		From

		Nicola Reid

		To

		Stephanie Rayner

		Recipients

		Stephanie.Rayner@swansea.gov.uk



Hi Steph, 



 



Steph in her role as HR&OD Business Partner carries out a number of functions giving support and advice to both Team Members and Managers, which have a direct impact on their performance which enables them to meet their individual and organisational objects.  I have detailed below some of the ways that Steph carries out these functions:



·       Arranges briefing sessions for the team on complex issues



·       Provides training the team on all Education matters



·       Manages the casework of the team, which scheduled monthly meetings, providing advice, guidance and support



·       Provides corporate training and bespoke training to managers within the Authority, Headteachers and Governors



·       Provide briefing notes for schools on complex HR matters.



·       Provide additional documentation to Schools to support them with HR policies, most recently the redundancy policy.



 



Thanks



 







 



From: Stephanie Rayner <Stephanie.Rayner@swansea.gov.uk> 
Sent: 19 April 2021 11:13
To: Nicola Reid <Nicola.Reid@swansea.gov.uk>
Subject: Performance Management



 



Hi Nic



 



Would you be able to provide a witness statement as my line manager in relation to the advice and support I provide to both the Team and Managers in relation to Performance Management activities and comment as to whether the support I provide is effective from your perspective?



 



Thank you very much



 



Steph







Stephanie Rayner



Partner Busnes AD a DS



HR and OD Business Partner



 



( 01792 636098



* stephanie.rayner@swansea.gov.uk
* stephanie.rayner@abertawe.gov.uk
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[bookmark: _GoBack]Discuss your development needs with your line manager as a result of the above activities, using the CIPD Profession Map as a basis for your discussion. Consider whether or not your skills in this area require improvement (for example delivering training on the topic/coaching line managers). Record your discussion (300 words approximately).



Following the discussion with a Principal Officer, it was clear that whilst I have an understanding of the operational appraisal process, I lack knowledge of the strategic approach to performance management and believe this is an area for improvement.



In line with the CIPD Profession Map, my aspiration is to work within band 3 for all aspects of my role however, as a HR & OD Business Partner, I have limited opportunity to engage with the strategic element of performance management.



Whilst I advise on some elements outlined within Band 2 of Performance and Reward, as outlined within my discussion, historically the appraisal process within Swansea Council has been seen as a ‘tick box’ exercise and as such, Managers are disengaged with the process.  As a result of the review being undertaken by the Authority, my role going forward will be to engage managers and encourage them to see the overall benefits performance management brings to individuals, teams and the organisation as a whole.



As part of my development going forward, I have requested to be part of future performance management workshops specifically within Education which will enhance my knowledge and enable me to have meaningful discussions with Senior Management as I will have a thorough understanding of the process.

Engaging with the Education Team will enable me to provide the necessary data i.e. training needs analysis of current workforce and identify any gaps which will enable senior management to be ‘on board’ with the implementation of the new process and allow them to make informed decisions regarding their employees i.e. promotional opportunities.



Prior to COVID-19, as a HR Team advising Education and Schools, we were supporting the Department in undertaking a training needs analysis of the roles required within the Service, identifying any gaps and succession planning.  At the time, I didn’t feel I have the necessary knowledge to undertake such analysis however, having now completed this module, I feel I have enhanced my understanding of Performance Management which will be beneficial to any further advise and support provided.



Going forward, I feel I will be working between band 2 and 3 however, being part of ongoing discussions will enable me to meet my aspiration of working towards band 3.
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