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Personal Statement Additional Information
Within the evidence provided for this module I have provided emails and testimonies from Managers that could apply to various assessment criteria, therefore I would refer you to those if additional evidence is required, these are;
EV17
EV28
EV29
EV30
LO1: Information / Delivery of  Performance Management Activities at The Premier Group (Word Count 1161)
1.1 Performance Management Policies and Processes and the roles and responsibilities of those involved.  
With the support of JCP Solicitors, who have provided legal backup and interpretation,  I have written all of the company documents required for this module, therefore I have a full understanding of the company policies, processes, roles and responsibilities, for this assessment criteria I have provided:
1.1.1 The process flows for both scheduled performance management (EV1) and reactive performance management (EV2), these form part of our whole employee lifecycle and demonstrate the responsibilities of HR,  the Line Manager and the documents and tools used in the process.
1.1.2 The Employee Handbook (EV3) containing the: 
1.1.2.1 Performance review procedure (EV3.1)
1.1.2.2 [bookmark: _Hlk16234848]Disciplinary Policy and Procedure (EV3.2)
1.1.2.3 Absence Policy (EV3.3)
1.1.2.4 Drug and Alcohol Policy 
1.1.2.5 Instructions to Managers for Instructing a D&A Test & Card (EV4/4.1)
1.1.2.6 Performance Review Document (EV5)
1.1.2.7 Personal Development Plan (EV6)
These documents demonstrate that The Premier Group have these formal policies in place, that they provide a structure for employees, guidance for line managers and process for HR. HR have taken legal advice in their creation and implementation, provided by JCP Solicitors under a retainer agreement.  (JCP Solicitors, 2019).
The Absence policy provides line managers with guidance through the absence process and a formal monitoring and measurement tool The Bradford Factor, Bradford Factor, (2019) to allow them to manage the process fairly and consistently.
The Drug and Alcohol policy provides the rules for employees, what support and outcomes they can expect and guidelines for managers in understanding the process that as a manager they are expected to follow, when and how.
The Premier Performance review documents and HR, guide managers through the process of evaluating employees against the company values and objectives set at the last review, encourages managers to set SMART Objectives, as explained by in CMI, (2011)  and supported by, Taylor, (2016),  for the next review period and both the manager and the employee to work together to agree on a personal development plan, which assigns responsibilities and sets a time frame. 
1.2 Key sources of information which underpin performance management activities.
At the Premier Group the employment relationship begins with an employee induction and onboarding process, this is the company’s opportunity to ensure that the employee has a good understanding of the company policies and processes, set and agree on expectations and be open with regard to what happens when there are issues to address.  The induction covers many aspects of the employment but has two main parts;
· Human Resources; here the employee receives their new starter pack containing;
· Contract of Employment which we are legally bound to provide within 8 weeks of employment beginning (ACAS a, n.d.)
· Employee Handbook,  (EV3) which brings together all job-related information including setting expectations in terms of company rules, policies and processes, standards,  and required behaviours.  In accordance with employment law and regulations sets out what happens when those rules, policies and procedures are not followed, (EV3.2) the sources of information that the company uses to remain in accordance with employment law and legislation are, our employment law solicitor JCP Solicitors, (2019),  ACAS b, (n.d.), Government Legislation, Government, (n.d.) and CIPD, (2019), all of which provide details of employment legislation, the rights of the employee and employer in the employment relationship, the CIPD, ACAS and our Lawyer help to interpret the law and support us with applying it to employment situations, for example, the  Disciplinary Policy and Procedure (EV3.2) 
· Health and Safety, it is crucial that employees are fully aware of Health and Safety regulations in our industry, governed by the Health and Safety at Work Act HSE, (1974), and what their day to day responsibilities are with regard to safety at work.
· They are also expected to work in line with our clients Health and Safety Standards, such as the Shell Life Saving Rules, (EV7),  Shell, (2019), and The Premier Group Health and Safety Policy, (EV8).
1.3 Colleagues are provided with timely and accurate information regarding performance management.
I am currently the key driver and source of information for line managers and the senior management team in all aspects of performance management, this process is a  connected set of practices which are designed to ensure that a person's full range of capabilities is assessed and they are provided with the opportunities to reach their full potential. The flow of this process is demonstrated in Evidence EV1 and EV2 and in the supporting testimony from Ashley Davies H&S Manager and colleague on the Senior Management Team EV30.
Throughout the employee lifecycle I provide managers with:
1.3.1 The required training to enable managers to carry out the process discussed in more detail in 2.2
1.3.2 Human Resources Information System BreatheHR to record and schedule appointments and provide reminders to carry out the actions, from BreatheHR I also have a Dashboard to allow me to provide managers with suitable reminders for these actions which are both demonstrated in EV9 & EV10
1.3.3 Documentation to enable the performance review process such as the performance appraisal documentation (EV5), this is used for probationary, mid-year and annual appraisal and demonstrates that managers have structured document to follow that feeds into the company values, a key performance management point of advice in Reilly, (2016) and also  supported by Investors in People (IIP), in our accreditation report, (Investors In People, 2017).
1.3.4 I have recently provided employees and managers with additional information with regard to who manages the performance management process for them individually (EV11) along with a process flow (EV11.1) and organisational chart (EV11.2) in support of the information provided. 
1.3.5 Further evidence of working with Managers and providing accurate information is demonstrated in EV13, feeding on from IIP and our core values I am advising Managers of subjects which they can use to set objectives for site staff, this is notoriously difficult due to the fact work is very fast track with managers changing on a weekly basis, therefore objectives need to be around other elements of their responsibilities.
1.3.6 In providing managers with accurate advice from a legal perspective, I liaise with JCP Solicitors to ensure accuracy as demonstrated in the email chain to JCP (EV12), in this area of my role I also consult, ACAS a, (n.d.) and, (CIPD, 2019), examples of advice to managers for varying issues are provided;
1.3.6..1 Advice to Managers following a challenge from an employee for promotion and career progression (EV14), and an issue with regard to the use of company vehicles (EV17) demonstrating Adhoc reactive guidance for informal action.
1.3.6..2 Information to a company director for conducting disciplinary hearings and meeting to discuss capability issues, demonstrating that I have a thorough understanding of what is required in more formal scenarios and also what the managers need to support them in the process (EV15&16), demonstrating advice that requires investigation and collating of information and documentation.

LO2: Supporting Line Managers to Deliver Performance Management Activities within The Premier Group (Word Count 724)
2.1 An Analysis of the types of support line managers need from HR in relation to performance management;
To establish training needs for our site workforce I have them complete a site skills matrix (EV18/18.1), this is used to determine short medium and long term training requirements, the types of projects the employee is able to work on and also provides managers with a tool for labour allocation and working with a training budget to determine priorities. Furthermore on completion of the performance appraisal all employees have a personal development plan which I have written in a style that promotes the manager to use SMART objective setting as explained in CMI, (2011) and as demonstrated in EV19, from this plan and working with the manager I am able to identify and source the appropriate training and development opportunities.  This also identifies areas where the manager needs support in setting objectives and handling difficult conversations, which I recognise as an ongoing challenge for our managers and is explained well in Opong, (2019) and was also addressed in a Workshop I ran for Managers earlier this year, (EV20).
Managers also require day to day support when managing employee performance in terms of disciplinary matters, in these circumstances I will meet with managers to discuss each case and provide the appropriate advice, if I feel that there are complex legal issues I would check details with our advisor at JCP, as in the examples provided (EV12 & EV17).
2.2 Support Line Managers capability to deliver performance management activities;
I ensure that  line managers have received the appropriate training, (both internal and external), feedback and updated performance appraisal processes and documentation to allow them to conduct performance appraisals and that I have supported them in communicating new processes to their teams, I strongly believe that managers who are happy with the process and the tools available will support their teams more confidently and provide better quality performance reviews a key factor in the CIPD Outlook report, (CIPD, 2015).
2.2.1 EV11 demonstrates supporting managers by communicating with teams in regard to the line manager hierarchy and who is responsible for conducting their performance appraisals, and conducting disciplinary and grievance procedures, this is supported by EV11.1 Escalation Process  and EV11.2 Contract Operations Structure
2.2.2 EV20 – EV23 demonstrates that I have arranged both internal and external performance management training for managers, showing communications and bookings and confirmations with managers.
2.2.3 Following questions raised I created guidance notes for conducting appraisals (EV24)
2.2.4 EV25 is a section of our Investors in People report, Investors In People, (2017), feeding back to us what is required in our organisation with regard to performance management, which is referred to in the email to managers (EV26 & EV27) 
2.3 Working with line managers in the provision of employee performance and development reviews
Managers at The Premier Group have had minimal management training, therefore I believe my role is greater in assisting with performance management and I coach them significantly during the process as demonstrated in EV28 and EV29, these examples demonstrate my involvement in not only ensuring managers receive the appropriate training, but are also supporting throughout the process.
Supporting managers begins with setting employee expectations at induction, this is my first opportunity to support the manager by ensuring the onboarding experience is a positive one, getting this right hands the new employee over to the manager armed with everything they need and the knowledge of what is expected of them in their role, Hixon, (2019) points out that communication in the onboarding process as the biggest opportunity or pitfall for employers.
During onboarding the employee receives training on our;
· HR information system BreatheHR, (2019), 
· How to report sickness absences, which is managed by the Bradford Factor, Bradford Factor, (2019), and reported to managers to assist with managing employee absence (EV30) demonstrates the benefits that managers receive from this support.
· The documents that will be held in their record including their completed performance appraisal documentation, here they can easily access the feedback, objectives and personal development plan to keep on track
· The company values,  which feed into our performance appraisal process as indicated on the performance appraisal documentation (EV5) a strategy supported by (Bratton & Gold, 2015).
LO3: The Impact of Performance Management Activities on Organisational Performance (Word Count 954)
3.1 An evaluation of the organisation's approach to performance management
The Premier Group currently follow a performance management process similar to that shared by Armstrong, (2018) of the self-renewing cycle and Bratton & Gold, (2015) model which identifies development needs with ongoing support and coaching from myself as the HR Manager.  
[image: ]
Managers are reminded and encouraged to carry out the annual performance reviews from September each year with a view to having them completed in time for the annual pay review each November.  Documentation is written within the organisation by myself and supported with advice and recommendations from Chwarae Teg, Chwarae Teg, (2018) (EV31) and Investors in People, Investors In People, (2017), (EV25).   
Completed performance review documentation is reviewed and signed off by the Managing Director, reviewed by myself to determine and training and development requirements and stored on the individual employee BreatheHR account that can be accessed by the employee and line manager, therefore allowing access at mid-year review and monitoring of the personal development plan to ensure that performance and development remain on track.
75% of the 2018 annual performance appraisals took place, some of which did not take place until 2019, leaving a significant part of the workforce without their annual review, those that did not have an annual performance review were from one department which had seen a significant change in structure in the last 12 months, with responsibility for appraisals being passed to two new roles, the incumbents in these roles have not previously carried out performance reviews hence the workshop and performance management training previously mentioned were carried out.  In discussion with these managers there is a feeling that they were not sufficiently prepared for the number of appraisals required, alongside being new to the role and the level of workload.
Workforce numbers are currently 62, as a result analysis of data in this area is not currently used, Directors and Managers can access individual employee data within BreatheHR on a case by case basis.
3.2 An assessment of the extent to which performance management supports high performance working, which contributes to sustained organisational performance
The Premier Group has been through a lot of change recently, employee engagement has declined, which has been evident from poor quality work and a decline in employee interaction in  Kudos (recognition and reward programme) which is showing a decline of 19% since December 2018, there is also a  lack of enthusiasm in attending events, such as our family fun day.  The senior management team (of which I am a member),  have been working together to try and understand  this decline and recently carried out an employee communication and engagement survey (EV35); the results showed;
· Only 45% of employees took part in the survey
· Feedback comments were quite negative
· Almost all respondents, agree or strongly agree that they understand what is required in their job role and understand how they personally contribute to the success of the projects
Therefore whilst we recognise many areas for improvement, such as the quality of our work declining in line with employee engagement and the failure to complete all of the annual appraisals, (identified in 3.1) those employees that did take part in the survey do recognise how they contribute to the success of the organisation, both these points are discussed in Taylor, (2016) and the black box studies, Purcell, et al., (2003).
The company believes that there are many ways to improving performance and currently supports a number of wellbeing initiatives. I issue an annual Health and Wellbeing Calendar (EV32) that is managed by a team of representatives to ensure each initiative and activity we promote is actively managed, health and wellbeing initiatives are communicated via the staff Facebook page, office posters, email and via the employee representatives.  I have also implemented a health cash plan which incorporates an employee assistance programme (EAP) which actively provides all employees with a variety of support for everyday living, (EV33), and I provide the senior management team with utilisation statistics (EV34).
3.3 Recommendations for developing performance management processes to enhance their impact on organisational performance
Taylor, (2016), highlights the importance of robust performance management systems in the success of the employee and organisational performance, this is something that The Premier Group have tried to achieve for some time, using a model similar to that identified in Bratton & Gold, (2015) and our company documentation is also centred around this model. However, in discussion with our Managing Director and our Senior Management Team we agree that this model does not quite meet our needs, in particular, the annual appraisal with mid-year review and we believe that we may benefit from a more continuous approach inline with more current thinking that annual appraisals are outdated,  the overriding characteristic of  the reinvention of Performance Management, Notion Ltd, (2019).
Due to the fast track nature of our work, the fact that our employees may have more than one manager covering different projects, the annual appraisal and annual objective setting becomes outdated within a short period of time, so we believe that the continuous appraisal approach is more suitable for our organisation offering a more flexible on the job performance review, this also removes the annual event from the calendar and the backlog created by the annual event. 
Myself and the Health and Safety Manager were recently tasked with improving organisation communication and engagement, during the project performance management was highlighted as a contributing factor to poor communication and poor engagement, recommendations from the project are;
· Move to continuous appraisal
· Re-align pay review timing in line with financial results
· Establish clear line managers
Full presentation for this project with action plans provided in EV36. 
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