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LO1: Be able to provide information on performance management activity within an organisation.

Personal Statement

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

Performance management is imperative to the overall organisational success, as individual
performance leads to organisational performance. CIPD (2018a) note that employees must
understand what is expected of them, they therefore need to be motivated, have the required
training, materials and support from their employers. It is therefore important to manage
performance of individuals, with HR helping to advise line managers and create policies and
procedures to reflect these practices. It is then the responsibility of the line managers to adhere to
and promote these policies so that individual and organisational performance is increased.

For an employee to perform to the correct standard they need to understand what those standards
are, therefore competency frameworks are put in place to set performance objectives and to base
KPls. EV1 is an example of a competency framewaork for senior managers and outlines the
expectations the organisation has of them across three different areas; people, product and profit.
Senior managers should therefore aim to have advanced indicators across all three areas. Job
descriptions can also set performance objectives as it makes the roles and responsibilities clear from
the start; EV2 shows an example of a Bluestone job description. It clearly lays out the main purpose
of the role, the general requirements, the specific requirements (broken down into People, Product
and Profit), the essential and desirable skills needed, and the personal attributes required.

Rees and French (2016) state that performance management is process which follows the employee
lifecycle. It therefore encompasses inductions, training, appraisals, managing poor performance and
rewarding high performance. EV3 is Bluestone’s recruitment and selection policy; this shows the
rigid and complex policy which outlines the selection process to make sure that the right candidates
are selected for the job. ACAS (2019) suggests that recruiting the wrong employee can be expensive
and can lead to managers and HR having to spend time managing them, the new employee could
leave (of their own accord or via dismissal), and there are more costs associated with re-recruiting.
In addition to this, there could be customer complaints and it can be demoralising for the team.
However, good recruitment leads to the organisation and the individual benefitting.

Recognising and rewarding employees is just as important as managing poor performance. EV4
shows Bluestone’s reward and recognition policy, which focuses on the annual ACE awards which
take place to reward our highest achievers across ten different areas; with the overall winners
getting a prize of £1000 each. Perkins and Woodhams (2016) identify that reward management has
many benefits but must align with the organisational strategy, as Bluestone aims to be an employer
of choice it aligns with the effort and money put into rewarding employees.

Managing poor performance helps to improve organisational performance, as those who aren’t
performing well can be detrimental to an organisation. Poor performance can include attendance,
attitude and performance in their job. EV5 shows the Managing Performance policy which guides
managers on how to get the best out of their employees; this is through dealing with excellence,
dealing with the acceptable, and dealing with the unacceptable. HR will often advise managers on



this, especially when dealing with the unacceptable. An example of the importance of managing
performance is when a housekeeper continually does not clean their lodges to the desired standard,
this leads to their supervisor needing to find time to re-clean it before the guest arrives, or if they
don’t have time it could lead to guest complaints. The policy therefore advises managers on how to
deal with this situation, and HR will be involved to make sure the correct procedures are followed.

Whether an employee is performing well or underperforming, they should always have feedback
from their manager or supervisor. This is often in the form of an appraisal. EV6 and EV7 show the
annual appraisal forms which are now completed online, one of which is completed by the appraiser
and the other is a self-assessment completed by the appraisee. It is important for employees and
employers to have an open exchange of views, as stated by CIPD (2018b), so a self-assessment can
help achieve this. | have previously trained managers in our online learning and development
platform that is used to log training, undertake online modules and formulate appraisals. EV8 shows
an SOP that | put together and sent to all managers so that they had a full understanding of what the
system was to be used for.

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

The ACAS Code of Practice (2015) is adhered to by Bluestone; making sure all disciplinary and
grievance procedures are followed correctly and fairly. This lays out what steps to take and what is
deemed as fair; ACAS is a government body and therefore offers sound advice and guidance.
Bluestone therefore follows this to make sure we are abiding by employment law and we do not end
up in an employment tribunal.

It is also important that Bluestone does not discriminate potential, current and past employees
based on any of the protected characteristics (Equality Act 2010). This Act sets out guidance which
employers can use throughout the employment process, from recruitment through to the exit
process. This is reflected in Bluestone’s policies and procedures.

In 2017 Bluestone were awarded with a Gold Investors in People awards (Investors in People, 2019).
This meant that our performance management practices were deemed as being of a high standard,
which was decided upon by members of IIP visiting Bluestone to understand the processes and
speak to managers and employees. EV22 shows the email correspondence from our assessor who
thanked me and my then manager for how we organised the assessment.

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

activities.

It is important that HR support line managers and colleagues by providing accurate information in a
timely and efficient manner. EV9 shows the email correspondence between me and a manager; she
had made these requests on 4™ July and | responded to them on 8" July, ready for our face-to-face
meeting on 9™ The query was over several employees who were under-performing, either through
not cleaning the lodges to a required standard or had a high level of absences. There were also other
queries such as capability reviews and occupational health meetings. | responded to these and the
manager found this to be very helpful. This advice reflects the Managing Performance Policy (EV5).



My main role is to assist with recruiting staff, through liaising with advertising board, recruitment
agencies, direct candidates and contributing to recruitment campaigns. Recently we have filled the
role of Senior Web Developer which was especially difficult due to the skills gap and Bluestone’s
location. EV10 shows an email from the Head of IT who was very thankful that | had helped them
locate a successful candidate. This took a lot of time as | had to deal with agencies, job boards, direct
candidates and also help with administration tasks such as arranging interviews. All tasks were
completed in a timely manner and the contracts sent had the correct information on.

| also oversee the probationary period of employees and therefore advise and assist managers with
employees who are underperforming in their probation period. EV11 shows me noticing that an
employee was due his final probation meeting and offering to help support the meeting. This
supports the Managing Performance policy (EV5). CIPD (2017) notes that employers should have
processes in place for assessing a new employee’s suitability and competence, and are a good way of
terminating someone more they gain more job security.
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LO2: Be able to support line managers to deliver performance management activities within the

organisation.

Personal Statement

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

CIPD (2014a) noted that it is down to the managers to deliver performance management activities in
a meaningful and engaging way. However, it is HR that has to support the line managers by advising
and helping them achieve performance management activities. EV12 shows an email from a Head of
Department thanking me for my support with an employee issue.

EV9 also shows an instance where | supported a manager in relation to performance management.
The email provides information, advice and coaching for the manager. There is also a direct
involvement from HR as | write the letters to invite the individuals in for a meeting, and then take
notes during the meetings.

The documentation is then scanned in by HR and saved on the individual’'s employee file to keep a
record of conversations that have taken place; this is especially important when employees are
issued with written warnings or dismissed. HR also keep a record of the meetings that have taken
place throughout the year (E13), which is used as a log to identify trends and analyse outcomes. It
also ensures that further meetings are not forgotten. For example, if an employee’s probation is
extended, the log will show the date that the extension ends so that another meeting can be
arranged at the right time.

2.2. Support line managers’ capability to deliver performance management activities.

It is important for line managers to receive sufficient training and guidance to be able to deliver
performance management activities. HR does this by setting policies and procedures and then
informing managers through documents and training. Trullen et al (2016) suggest that HR make a
difference by enhancing the ability, motivation and opportunity initiatives. This is through activities
such as training, support materials, support services, line manager involvement and using

consultants.

EV14 shows me organising training with one of the supervisors who was taking on more
responsibility with recruiting new staff members. | therefore suggested training her in the
recruitment process and the system used.

EV8 shows the SOP (standard operating procedure) that | put together to help managers understand
how our Learning and Development platform worked and the purpose of it; this platform is for
performance management activities such as appraisals, online training modules, competency
frameworks and training records. This therefore gave managers information and guidance to
increase their capability of performance management activities.

EV15 shows a framework that was put together to help employees understand the core values. This
was included as part of compulsory training for all staff members so that they could ‘live the values’.
CIPD (2014b) suggests that if the values and culture are not reinforced it can lead to the overall



business purpose becoming more diluted. This could then lead to a negative impact on individual

and organisational performance.

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

development reviews.

As part of the review process, employees at Bluestone now have a 360 review (EV16) where their
peers, manager and direct reports identify three strengths and three weaknesses of the appraisee
which is used to base the appraisal around. Porter (2017) identifies that these are useful so that
managers can get a better sense of clients’ strengths and weaknesses. However, the feedback needs
to be useful by looking at the big picture, being aligned to the organisation, behavioural and specific,
factual, positive and negative, focused on patterns, linked to the impact, and prioritised. The format
of the appraisal is developed by the Learning and Development team and is the responsibility of the
managers to carry them out effectively.

Once the feedback has been received, the manager completes a Personal Development Plan (EV17)
with the employee. This makes it more relevant and valuable, as the traditional appraisal is now
seen to be pointless and a tick-box exercise. PDPs are a way of setting objectives to help develop an
employee to be the best that they can be. CMI (2011) outlines that objectives should be SMART;
specific, measurable, achievable, realistic and timely. Therefore, managers are encouraged to make
the objectives within the PDP SMART.

The review process also includes probation reviews which are done at 2, 8 and 12 week intervals.
This process has recently changed and EV18 shows my email to inform managers of the changes and
to offer support and guidance. From the back off this | arranged training with several members of
staff.
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LO3: Be able to assess the impact of performance management activities on organisational
performance and make recommendations for enhancement.

Personal Statement

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

Bluestone has many policies in procedures in place for managing performance, and aims to be an
‘employer of choice’. However, improvements can always be made to increase individual and
organisational performance. EV13 displays the amount of probation meetings that have taken place
so far in 2019; which is quite high and therefore suggests we need to improve in this area.

EV19 shows the overall attrition for May 2019, which is 6.4% over target. This suggests that we are
turning over staff more than hoped, which is due to a number of reasons. In the last 12 months a
high percentage of leavers left due to redundancy, which is quite rare within Bluestone. However,
even if this is discounted there were still more people that were dismissed rather than resigned.
Although this suggests we need to look into our recruitment and selection methods, it also shows
that we are adhering to our Managing Performance Policy (EV5). If these employees were not
dismissed we would not be managing performance and this would lead to a negative impact on the
organisation.

Upon investigating the reason why people have left, it was apparent that a high amount of leavers
started and left within the previous 12 months, as shown in EV20. This could suggest that employees
are not becoming ambassadors for the company and feeling loyalty. This should be embedded
within the induction process and throughout their employment through recognition and reward.
Taylor (2014) defines induction as ‘the whole process whereby new employees adjust or acclimatise
to their new jobs or working environments’. It is therefore crucial that new employees receive a
good welcome and feel settled and supported.

The review process has recently been amended to make appraisals more worthwhile. In the past, it
was seen as a tick box exercise that was a fairly lengthy form. However, it is now more valuable as it
identifies strengths and development opportunities rather than grading people (EV16). | believe that
this is a valuable process but it should be monitored annually to make sure it is still valid and fit for
purpose.

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

Taylor (2016) identifies high performance work systems as a bundle of HR management policies and
practices that are introduced to an organisation and reinforce each other. These practices aim to
have a positive effect on individual and organisational performance. Marchington and Wilkinson
(2012) note that high performance work systems include sophisticated recruitment processes, a high
level of investment in training and development, internal promotion systems and flexible working,
amongst others.

EV13 shows the amount of probation reviews and disciplinaries. This suggests that by HR intervening
with low performance during the probation stage, it reduces the amount of disciplinaries that take
place, as employee’s have a high level of performance. This therefore increases the overall
organisation’s performance as there are less health and safety issues, and better guest feedback.



Guest (2000) notes that HPWSs can also include the avoidance of compulsory redundancies.
Bluestone were reassessing the roles of the Housekeeping team and realised that redundancies
would be required, as part of the efficiency process. Therefore, recruitment was halted for other
areas in housekeeping which meant there were only four compulsory redundancies instead of 26.
EV21 shows an email from the Head of Department with the consultation schedule, as part of this |
took two of the individual consultation meetings and also created a document that listed other
vacancies in the business, in case anyone wanted to apply for another role. Although there was
upset within the initial consultation meeting, the employees then realised that we had avoided
many more people being made redundant which they were thankful for.

Overall, the implementation of high performance work systems has a positive effect on individual
and organisational performance.

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

Bluestone is now becoming an employer of choice and has won various awards that recognise how
we look after our employees. From offering employee benefits, a wellbeing scheme and having
performance management processes in place it has allowed this to happen. However, our attrition is
still high in a number of departments so our performance management processes could be further
improved to reduce this. There are several recommendations | would suggest to help overcome this.

EV19 shows the amount of people who have started and left within 12 months; the results could
suggest that there needs to be a better onboarding period. This could include the induction process,
feeling valued, understanding the culture and values, and making friends within the team. These are
some of the HPWs suggested by Guest (2000). | would therefore recommend Bluestone to develop
the induction process, as currently the company induction is online which takes away the warm
welcome, there is also a lack of consistency across departmental inductions.

Due to the amount of people that fail their probation (EV13), | would also recommend relooking at
the selection process for Housekeeping, Food & Beverage and the Blue Lagoon. CIPD (2018) note
that an effective selection process should be based on an applicant’s ability to carry out the job,
ability to contribute to the overall organisational performance, and have potential for development.
Therefore the assessment centres and interviews at Bluestone should pin down candidates’
attitudes and abilities to carry out the role, and identify their future aspirations.

As stated by CIPD (2014a), it is down to the managers to deliver performance management
activities, but it is HR that has to support the line managers by advising and helping them achieve
performance management activities. Although HR advises managers on a regular basis at Bluestone,
there has been a lack of training for certain HR practices such as disciplinary and grievance
procedures. | would therefore recommend that we need to create and schedule such training so that
managers are more competent and do not rely on HR as often.

By implementing these recommendations | believe it will contribute to higher overall organisational
performance.
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Holder:

Doc No: TLT-JD-001 é}_

Rev No: REV1 Leisure Services Deputy HOD blue - lope
Created: 31/03/2019 e
Last Review: 31/03/2019

Job Title: Leisure Services Deputy HOD

Reporting to: Head of Leisure Services

Reporting to Job Blue Lagoon, Activities, KOTE and Entertainments managers.

PRINCIPAL PURPOSE OF ROLE:

and gues

across th

To provide management and leadership to the Leisure departments, ensuring high levels of safe operation

t satisfaction whilst maximising revenue opportunities and achieving agreed financial objectives.

Also responsible for the quality, delivery standards and compliance of the facilities, services and products

e leisure function.

KEY RESPONSIBILITIES: (the duties and tasks outlined are not intended to be exhaustive and other duties

may be r

SPECIFIC

equired from time to time):

Achieve the highest levels of guest expectation.

Ensure that the Company’s Health & Safety policy and operating procedures are in place and
adhered to at all times.

To oversee implementation and delivery of all events, entertainments and activity programmes.
Monitor NPS and ensure team address areas of concern.

Delegated responsibility in Leisure HOD's absence. To act as Deputy.

To establish a working atmosphere of co-operation, fun and enthusiasm between staff,
departments and guests

Focus on staff development, motivation and engagement.

In conjunction with the Leisure HOD conduct formal reviews with managers and create personal
development plans.

Lead inspection preparation from the likes of the EHO, ROSPA and insurers etc.

GENERAL:

People
[ ]
L ]
L ]

Product

Recruit, train and develop staff as appropriate.

To acknowledge and promote the company culture

Operate a ‘high visual profile’ style and be available for guests and staff in a proactive manner.
To ensure optimum staffing levels; appropriate training, inductions and qualifications as
required.

To maintain own personal development and professional requirements relevant to this post
Ensure that own knowledge is kept up to date in respect of current initiatives and business
priorities for Bluestone

To maintain a solution based approach to management.

Contribute to overall leadership and strategic direction of the business

Ability to work independently and collaboratively with other departments

Ensure development plans are created and progressed for all team members

You may be required to carry out other tasks within your department and within other
departments which naturally fall within the reasonable expectations of the post.

To ensure the smooth running of facilities and programmes that fall within Leisure

(TLT-JD-001) Created: 31/03/2019 Last review: : 31/03/2019 Next Review: 31/03/2021 Owner: D.Rainbow
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e Ensure compliance across all areas.

e Monitor measure and report on operational performance, issues, opportunities and
development plans within agreed formats and timescales.

e Toundertake ad hoc projects, from time to time, as directed by the Leisure HOD.

e Together with the management team, develop, implement and monitor all procedures required
in the day to day operation of the department.

e Evaluate departmental processes and working practices

e  Monitor and maintain the highest quality and delivery standards

e Operate a safe and compliant business

e To carry out Resort Manager shifts on a rota basis, including weekends and be fully au fait with
critical incident procedures

e  Fully comply with brand standards and values in the execution of the role

e Contribute to the delivery of revenue and profit growth

¢ Demonstrate clear understanding of commerciality in department and able to identify
opportunities for profit improvement

e To prepare budgets in conjunction with the Leisure HOD and Finance department.

*  Manage payroll efficiencies and departmental contribution

PERSON SPECIFICATION:

EXPERIENCE/KNOWLEDGE / SKILLS / UNDERSTANDING:

Essential
e A minimum of 5 years working in a managerial role with budgetary and people accountability

e Sound understanding and compliance of current Health & Safety Regulations
e Demonstrable track record of progression and achievement
e  Flexible approach to working routines
Desirable
e leisure Management Certificate NVQ Level lll or equivalent
¢ NEBOSH General Certificate or equivalent

PERSONAL ATTRIBUTES / COMPETENCIES REQUIRED FOR POST HOLDER:

e Results driven

e Exceptional Communications Skills
¢ Self-confident

e  Enthusiastic Team player

e Ambitious

e Commercial Acumen

e Innovative

e Solution-focused

. Positive “can-do” attitude.

] Enthusiastic team player

. Attention to detail, methodical and thorough

(TLT-JD-001) Created: 31/03/2019 Last review: : 31/03/2019 Next Review: 31/03/2021 Owner: D.Rainbow
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° Excellent communication skills (verbal and written)
° Firm guest focus to ensure only the highest standards are achieved
e  Ability to prioritise and organise the work of a team

(TLT-JD-001) Created: 31/03/2019 Last review: : 31/03/2019 Next Review: 31/03/2021 Owner: D.Rainbow
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Last Review: 26/11/2018 i
Introduction

The year of 2016 is a good opportunity to re-focus our people on the Culture, Values and Root Beliefs of the business. To
promote this and provide examples of ‘what good looks like’ in our business, the reward and recognition scheme has been
revised to align with these values. By celebrating good practice and showing real evidence of people “living the culture”,
we can showcase role models to echo the “way we do things around here”.

The Annual Awards Ceremony will continue to be the main focus for overall achievement for the year — albeit we are
stepping this up a few notches! In addition, it is intended that these categories will provide criteria for monthly
nominations across the business where we will pick individuals who deserve a commendation and where there is a clear
stand out individual we may award an Employee of the Month.

Nominations can be made by anyone across the organisation, provided they are in line with the guidelines of the scheme.

The scheme has been renamed the ACE Awards as the focus is on Attitude, Culture and Excellence and is broken down into
eight categories that reflect the Bluestone Culture and Root Beliefs. These awards are about recognising and celebrating
those individuals and/or teams who have consistently demonstrated that they have exceeded expectations and have

clearly brought our Root Beliefs to life.

The Eight Root Beliefs

We aspire to excellence

We aspire to excellence and we are continuously seeking to improve
ourselves, our relationships, our processes and the company’s
performance.

We have ownership
We make decisions in the best interests of the company as a whole

understanding the impact of the decision on the success of the team. We
accept responsibility for all our actions and are passionate about our
company and our purpose within it.

We are understanding

We strive to develop understanding by listening to all points of view in
our relationships. We value individual differences as a source of
inspiration and innovation.

We have a ‘can do’ attitude

We have a positive attitude and always look for ways in which we can
help each other do what is right for the Company. We are forward
thinking, innovative and can demonstrate that we consider every
alternative.

We are open and honest
We have integrity, are honest and open about ourselves and others.

We communicate well
We are available and respond in a timely manner to all communications.

We are professional

We set and maintain clear objectives, we understand the importance of
detail, prepare well, and are continuously improving our understanding
and expertise.

Teamwork
We achieve through clear and positive communication in all our

relationships.

(Do No) Created: 00/00/0000 Last review: 00/00/0000 Next Review: 00/00/0000 Owner: A.AAAA 2
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Date: Nov 14 Performance Review TP Al AT Pare
ASSESSMENT FORM (to be completed by Appraiser)

Name: Position:

Department: Period Covered:

Time in present position:

Length of service:

Appraisal date & time: Appraisal venue:

Appraiser:

Al

1. Briefly list the key responsibility areas set for the appraisee in the last appraisal

A2 Discussion points:

setin the last appraisal (exceeding/on track/below track)

1. Have the last year been good/bad/satisfactory or otherwise? Please detail all notable performance, including what the
individual has done well and needs to develop. include detail of how the individual is performing with the objectives

HR-PM002 Created: 10/14 Last Review: 10/15 Next Review: 10/16

Owner: D.Rainbow Page 1 of 5
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HR-PM-001 :
ey Annual Appraisal bluestone
Date: Nov 14 Performance Review natlonal park resort

2.  What training and development actions have been carried out to assist in improving performance since the last
appraisal?

3. What other steps have been taken to improve the individual’s performance further?

HR-PMO002 Created: 10/14 Last Review: 10/15  Next Review: 10/16 ~ Owner: D.Rainbow Page 2 of 5
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Date: Nov 14 Performance ReVIEW national park resort
COMPETENCY REVIEW
Guest Tick to Reason
Select
Level 1 - Lower Please list at least 2 examples of the employee’s
Level 1 - Medium performance at your chosen level this year:

Level 1 - Higher
Level 2 - Lower
Level 2 - Medium

Level 2 - Higher

Level 3 - Lower

Level 3 - Medium

Level 3 - Higher
What development is needed in this area?

Product Tick to Reason
Select
Level 1 - Lower Please list at least 2 examples of the employee’s
Level 1 - Medium performance at your chosen level this year:

Level 1 - Higher
Level 2 - Lower
Level 2 - Medium
Level 2 - Higher

Level 3 - Lower
Level 3 - Medium
Level 3 - Higher
What development is needed in this area?

Profit Tick to Reason
Select
Level 1 - Lower Please list at least 2 examples of the employee’s
Level 1 - Medium performance at your chosen level this year:

Level 1 - Higher
Level 2 - Lower
Level 2 - Medium
Level 2 - Higher
Level 3 - Lower
Level 3 - Medium
Level 3 - Higher
What development is needed in this area?

HR-PM002 Created: 10/14  Last Review: 10/15  Next Review: 10/16  Owner: D.Rainbow Page 3 of 5
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Team

Tick to Select

Reason

Level 1 - Lower

Level 1 - Medium

Level 1 - Higher

Level 2 - Lower

Level 2 - Medium

Level 2 - Higher

Level 3 - Lower

Level 3 - Medium

Level 3 - Higher

Please list at least 2 examples of the employee’s
performance at your chosen level this year:

What development is needed in this area?

Safety

Tick to Select

Reason

Level 1 - Lower

Level 1 - Medium

Level 1 - Higher

Level 2 - Lower

Level 2 - Medium

Level 2 - Higher

Level 3 - Lower

Level 3 - Medium

Level 3 - Higher

Please list at least 2 examples of the employee’s
performance at your chosen level this year:

What development is needed in this area?

Self

Tick to Select

Reason

Level 1 - Lower

Level 1 - Medium

Level 1 - Higher

Level 2 - Lower

Level 2 - Medium

Level 2 - Higher

Level 3 - Lower

Level 3 - Medium

Level 3 - Higher

Please list at least 2 examples of the employee’s
performance at your chosen level this year:

What development is needed in this area?

HR-PM002 Created: 10/14 Last Review: 10/15 Next Review: 10/16

Owner: D.Rainbow Page4 of 5
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B1 - FUTURE FOCUS

Key focus and objectives for the next 6 months:

DEVELOPMENT PLAN

Training/Development Area

Skills Required (to link to
performance criteria)

Level of Urgency and Desired
Completion Date

Uploaded to PDP? (tick to
confirm)

B2 - ADDITIONAL COMMENTS

Other points agreed during discussion

Signed:

Dated:

HR-PMO002 Created: 10/14 Last Review: 10/15

Next Review:_10/16

Owner: D.Rainbow Page5 of 5
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Date: June 16 Self Assessment Form vl et v
SELF ASSESSMENT FORM
Appraisee to complete before the interview and return to the appraiser 10 days prior to Review Meeting
Name: Position:
Department: Period Covered:
Time in present position: Length of service:
Appraisal date & time: Appraisal venue: Appraiser:

Al

1. How have the last 6 months been for you personally in terms of your health and wellbeing?

2. Doyou take part in any of the company Wellbeing initiatives? If so, do you feel that it is has made a positive impact on
your wellbeing and performance at work?

3. Briefly list your key responsibility areas and roughly the percentage of time spent on each area

A2 Discussion points:
1. Hasthe past year been good/bad/satisfactory or otherwise for you and why?

2. What do you consider you have done particularly well during the past year i.e. what are your most important
achievements?

HR-PMO003 Created: 10/14 Last Review: 10/15  Next Review:_10/17  Owner: D.Rainbow Page 1 of 6
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3. By your own standards, what do you feel you have done least well during the past year?

4. What elements of your job interest you the most, and least?

HR-PMO003 Created: 10/14 Last Review: 10/15 Next Review: 10/17  Owner: D.Rainbow Page 2 of 6
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bluestone
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A4 - COMPETENCY REVIEW

Guest

Tick to Select

Level 1 - Lower

Level 1 - Medium

Level 1 - Higher

Level 2 - Lower

Level 2 - Medium

Level 2 - Higher

Level 3 - Lower

Level 3 - Medium

Level 3 - Higher

Please list at least 2 examples of your performance at
your chosen level this year:

How would you like to develop in this area?

Product

Tick to Select

Level 1 - Lower

Level 1 - Medium

Level 1 - Higher

Level 2 - Lower

Level 2 - Medium

Level 2 - Higher

Level 3 - Lower

Level 3 - Medium

Level 3 - Higher

Please list at least 2 examples of your performance at
your chosen level this year:

How would you like to develop in this area?

Profit

Tick to Select

Level 1 - Lower

Level 1 - Medium

Level 1 - Higher

Level 2 - Lower

Level 2 - Medium

Level 2 - Higher

Level 3 - Lower

Level 3 - Medium

Level 3 - Higher

Please list at least 2 examples of your performance at
your chosen level this year:

How would you like to develop in this area?

HR-PMO0O03 Created: 10/14 Last Review: 10/15  Next Review: 10/17

Owner: D.Rainbow Page 3 of 6
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Team

Tick to Select

Reason

Level 1 - Lower

Level 1 - Medium

Level 1 - Higher

Level 2 - Lower

Level 2 - Medium

Level 2 - Higher

Level 3 - Lower

Level 3 - Medium

Level 3 - Higher

Please list at least 2 examples of your performance at
your chosen level this year:

How would you like to develop in this area?

Safety

Tick to Select

Reason

Level 1 - Lower

Level 1 - Medium

Level 1 - Higher

Level 2 - Lower

Level 2 - Medium

Level 2 - Higher

Level 3 - Lower

Level 3 - Medium

Level 3 - Higher

Please list at least 2 examples of your performance at
your chosen level this year:

How would you like to develop in this area?

Self

Tick to Select

Reason

Level 1 - Lower

Level 1 - Medium

Level 1 - Higher

Level 2 - Lower

Level 2 - Medium

Level 2 - Higher

Level 3 - Lower

Level 3 - Medium

Level 3 - Higher

Please list at least 2 examples of your performance at
your chosen level this year:

How would you like to develop in this area?

HR-PMO003 Created: 10/14 Last Review: 10/15 Next Review:_ 10/17

Owner: D.Rainbow Page 4 of 6
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A5 - FUTURE FOCUS

In light of your current capabilities, your performance against past objectives, and your future personal growth and/or job
aspirations, what activities and tasks would you like to focus on during the next year?

A6 - ADDITIONAL COMMENTS

Is there anything else you wish to discuss during your appraisal?

Signed: Dated:

HR-PMO03 Created: 10/14  Last Review: 10/15 Next Review: 10/17  Owner: D.Rainbow Page 5 of 6
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Guide to grading:

Lower — | meet some of the criteria for this level

Medium — | meet more than half of the criteria for this level
Higher — | meet all/almost all of the criteria for this level

For example:

Guest — If you find that your performance meets 5 of the 8 criteria listed for level 2 then you would mark
yourself as performing at Level 2 — Medium

Please ask your line manager/supervisor or a member of HR if you require any further support with this

HR-PMO003 Created: 10/14 Last Review: 10/15 Next Review: 10/17  Owner: D.Rainbow Page 6 of 6
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Rev No: 000 Flow SOP ﬁ
TR bluestone
Last Review: 16/12/2017 i

Scope

This procedure applies to all Flow ‘training managers’ that manage staff training within their departments.

Purpose
The purpose of this document is to enable the correct understanding of the system and the responsibilities of

managers/supervisors to allow for learning and development of staff members.

Definition
Flow is Bluestone’s online learning and development platform. This is set up for every member of staff to be

used as a tool to monitor their competence and further their knowledge and progression.

Features

Flow serves a variety of functions including:

Online training modules (including Module Builder)
Training record log

Appraisals

Competence log

Career Path

News and Noticeboard communications

e  Reporting

Logging In
The Flow link can be found under the ‘quick links’ of the intranet. There are two sections of Flow; Manage
Trainees and My Own Training. Manage Trainees is the option to select if using it to manage staff. My Own

Training is only to be used to log into your personal account.

Permissions
Flow is set up for all employees; within 24 hours of being set up on the Fourth payroll system they will appear

on Flow with the relevant training and appraisals allocated to them. Flow training managers are set up
manually by the L&D team and permissions are granted so that managers/supervisors can see staff within their

remit.

Online Training Modules

Flow has pre-populated training modules that feature training content and competence tests. This includes
modules that focus on compliance, service, workplace standards and department specific training. Flow
training managers are able to assign this training to employees using the ‘Create a Course’ tab. Training
modules can also be created by managers using the Module builder function, allowing online training to be
bespoke to Bluestone using our content from text to images, videos and module tests. Bluestone courses
currently include Net Promoter Score, Product Knowledge and Energy, Waste and Water.

Training Records Log
When a training course takes place, a training record should be filled in by all attendees (found on the Intranet

under Human Resources > Learning and Development). The training then needs to be marked as completed for
every person that has signed the training record, using the External Training tab within each employee’s
profile. Notes must be entered in the notes section to say who the trainer was and how long the training took.
This is so that the training hours can be reported on and sent to the Payroll department. Therefore, this needs
to be done within the same month that the training takes place. If the training course is not listed on the
employee’s list of external training, it will need to be assigned to them by using the Create a Course tab and
then selecting the course from the External Training drop down list.

(TRA-SOP-001) Created: 16/12/17 Last review: 16/12/17 Next Review: 16/12/18 Owner: C.Roberts
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Appraisals

Probationary reviews and annual / 6 month appraisals are to be done on Flow and not in paper format. This
limits paper usage and makes it easier for managers and the employees to view past appraisals. As part of each
employee’s probationary period, they will receive a 2 week, 8 week and 12 week review. The forms are pre-
assigned automatically on Flow under the ‘Appraisal’ tab; managers/supervisors are required to fill in the pre-
existing forms and do a 1:1 review with the employee as close as possible to the date it specifies. The annual
and mid-year appraisals are also to be completed using Flow, with the annual appraisal requiring a self
assessment to be filled in by each employee.

Competence Log

The competence log is available for each employee under their profile and can be used for several documents.
When a new employee commences employment at Bluestone, the manager/supervisor should upload their
performance criteria on Flow under the Competence tab. Other forms of evidence of competence can also be
uploaded such as competence observation forms, certificates, developments plans and competence tests.

Career Path

This function configures career paths for employees by providing them with clear visibility of how their career
can progress within Bluestone. Employees will be able to see which online modules, classroom based training
and competencies are required for them to progress to the next level. Managers can add a career path for
their employees under the ‘Details’ tab within the ‘Edit Trainee’ option. Development opportunities should be
discussed within appraisals so that the relevant career path can be added by the manager/supervisor.

News and Noticeboard

The news and noticeboard functions are excellent communication tools between managers and their
employees. It can be used for a variety of reasons such as new menus, updated activity planners, the comms
brief and any relevant policies. The noticeboard is used to upload any PDF document such as those just listed.
The news section is used to send out direct information that is created on Flow (rather than being created as a
PDF and then uploaded). Examples of news items could be the launch of a new product/service, a list of
upcoming training courses or even information about an upcoming teambuilding event.

Reporting

The reporting function provides an in-depth view of all training taken place by employees. The reports can be
exported to Excel so that data can be filtered and sorted. Reports include information such as the pass marks
for online modules, a breakdown of completed training for individuals, a list of who has/hasn’t read
noticeboard items, amongst others reports.

Flow Training Managers Training

For full training on how to use the Manage Trainees section of Flow, please contact Carla Roberts within the
Learning and Development team.

(TRA-SOP-001) Created: 16/12/17 Last review: 16/12/17 Next Review: 16/12/18 Owner: C.Roberts
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From: Carla Roberts
Sent: 08 July 2019 17:52
To: Debbie Downes
Subject: Employee Update
Hi Debbie,

Further to our meeting last week, | have looked into the issues with the employees and would advise the
following:

Kayleigh Edwards ~ invite to a probation meeting on Monday 15" July to discuss her performance and
attendance (probation due in August so can either fail or ask to see an improvement by then)

Courtney Blake — invite to a probation meeting on Monday 15" July to discuss her performance
(probation due 24™ July so can ask to see an improvement by then, or could extend or fail)

Nicola Winkless — invited to a probation meeting regarding performance and attendance, she called in
absent so have rearranged for Friday. She is overdue her probation so need to pass/extend/fail.

Abi Walkey — as she went on maternity before she passed her probation she will return to her probation
period. | would recommend offering re-training. However, she can use KIT days and holiday until she is

ready to return.

Hayley Bennett — this would be a disciplinary rather than a capability, due to the level of absences but we
know she can work. We will need to discount her dependant leave when we discuss the absences that
have led to a disciplinary, but we can raise them as a concern.

Sarah John — we can invite her in for a capability review meeting as she is currently on 2 lodges and needs
to get back to 3 lodges. We can arrange this for next week.

Karla Rogers —we will monitor her absences this week, her probation has already been extended so we
can meet with her and then either carry on until her extended probation period ends, or fail it based on
not meeting the required improvement.

Laura Luke — invite her for a final probation meeting on Monday gt July to discuss her performance.
Jill Jones — could you call her on Tuesday to see if she is returning on Friday? If not, she will have had 4
consecutive weeks off so we can therefore invite her for an absence review meeting to support her back

into the workplace and to understand when she thinks she will return.

Seasonal staff — we will treat them the same as if they were permanent staff members, so will meet with
the three employees who have a high level of absences.

Occupational health —the next one is on August 28" so the four employees you mentioned can be
booked on, | have emailed Jess to make sure they are on her list.

Any questions, please et me know. Thank you.

Kind Regards,
Carla Roberts
Recruitment Officer

Bluestone National Park Resort

file://192.168.1.37/users/Documents/croberts/My%20Documents/Carla's%20Develop... 22/07/2019
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Tel: 01834 869900 ext, 456

Web: www.bluestonewales.com
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From: Michael Frampton
Sent: 02 July 2019 15:20
To: Carla Roberts
Subject: Re: Steve / Developer

Excellent. Thanks
Get Qutlcok for iOS

<l--[if IsupportLineBreakNewLline]-->
<l--[endif]-->

On Tue, Jul 2, 2019 at 2:55 PM +0100, "Carla Roberts" <CRoberts@bluestonewales.com> wrote:

Hiya,
Spoke to Steve earlier and he seemed quite happy but is going to have a think and let me know ©

Kind Regards,

Carla Roberts

Recruitment Officer

Bluestone National Park Resort
Tel: 01834 869900 ext. 456

Web: www.bluestonewales.com

From: Michael Frampton
Sent: 30 June 2019 16:58
To: Carla Roberts

Subject: Steve / Developer

Hi Carla,

Can you please call Steven and let him know that he was unsuccessful for the senior developer role. Another candidate

had greater experience and certifications.
However, we, were very impressed with him and don’t want to miss an opportunity to work with him. We feel he’s a

good fit for the team and will have valuable contributions.

We'd like to make him an offer as follows:
o Salary of £47,500 plus £2,500 bonus (based on project deadlines) — He wanted an offer of £50k; this is the only

way | can do it!
e The position is for Senior Developer for a fixed term of 24 months
e We're happy to wait the 2 month notice period he has
e Some homeworking is likely but based on a common sense approach

Please let him know we’re really keen to work with him and Fixed Term Contract is the only way | have enough budget
to be able to afford him. We will remain open minded about the future of the role ©

I'm away from the office Monday & Tuesday but he’s expecting a call tomorrow. If he likes the idea and has further
questions | can give him a call from home.

I'll be checking my emails so please let me know how it goes.
Stephen’s contact details are: Phone — 07833 097045

Thanks,
Michael
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From: Carla Roberts

Sent: 11 June 2019 11:24

To: Pratik Bose

Subject: RE: Nigel Davies Probation
Hiya,

Is he likely to pass?

Kind Regards,

Carla Roberts

Recruitment Officer

Bluestone National Park Resort
Tel: 01834 869900 ext. 456

Web: www.bluestonewales.com

From: Pratik Bose

Sent: 11 June 2019 08:02

To: Carla Roberts

Subject: RE: Nigel Davies Probation

Hi Carla,

Neil and I are catching up with him if that’s okay with HR. Nigel has been on holiday and returned to work
yesterday.

Thanks,

Pratik

From: Carla Roberts

Sent: 10 June 2019 15:31

To: Pratik Bose

Subject: Nigel Davies Probation

Hi Pratik,

Nigel’s probation was extended for 6 weeks which would have been until the beginning of June. Do we
need to arrange a meeting with him to decide on an outcome?

Kind Regards,

Carla Roberts

Recruitment Officer

Bluestone National Park Resort
Tel: 01834 869500 ext. 456

Web: www.bluestonewales.com
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Carla Roberts

From: Carla Roberts
Sent: 22 July 2019 18:47
To: Carla Roberts
Subject: RE: Babs Maternity

From: Sian Straczek

Sent: 10 July 2019 15:18
To: Carla Roberts

Subject: RE: Babs Maternity

Hi Carla

Thanks very much for doing this. I will put a case together tomorrow.

I understand it is completely out of the norm, and I wouldn't have normally asked, but due to circumstances we really
need the help.

Really appreciate your support.
Thanks

Sian
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From: Cara Deakin

Sent: 27 February 2019 10:57

To: Carla Roberts

Subject: RE: Bluestone - Guest Services 16 hours weekend

Yes this would be good Carla as | have no idea how it all works but would love to know for future etc!
When are you available ©?

From: Carla Roberts

Sent: 25 February 2019 14:57

To: Cara Deakin

Subject: RE: Bluestone - Guest Services 16 hours weekend

Hey Cara,

It's to your discretion really, she won’t have accrued the holiday by then so you could either let her take it
as unpaid, or you could claw it back at a later date.

In terms of her contract, once the interview feedback has been done (! think Katie was going to do this
with you), she will then be sent her contract once another form has been filled in on Reach with her

hours, pay etc.

Might be worth us catching up about the recruitment process with some Reach training been as you're
having input into this now? ©

Kind Regards,

Carla Roberts

Recruitment Officer

Bluestone National Park Resort
Tel: 01834 869900 ext. 456

Web: www.bluestonewales.com

From: Cara Deakin

Sent: 25 February 2019 09:56

To: Carla Roberts

Subject: FW: Bluestone - Guest Services 16 hours weekend

Hi Carla

Are you able to help me? | have never done this before so unsure how this all works!

Thanks
Cara

From: Cori [mailto:cori3@btopenworld.com]

Sent: 23 February 2019 09:29

To: Cara Deakin

Subject: Re: Bluestone - Guest Services 16 hours weekend

Hi Cara,

file://192.168.1.37/users/Documents/croberts/My%20Documents/Carla's%20Develop... 22/07/2019
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It was lovely to meet you both last week, | would be more than happy to accept the position.

| just wanted to mention as I'm not sure it came up in my interview- | have got a holiday booked on the
23rd April -7th may (two weeks inclusive) so would be unavailable for one of my scheduled weekends.

It is the only planned holiday | will be having this year - but being as it would be so soon to me starting the
position | thought it would be best to check before accepting the role as | don't want to leave you guys
short.

I am in Narberth all this weekend and | am available on monday and Tuesday as well if you wanted me to
come in and sign a contract or discuss this any further.

Look forward to your response

Many thanks

Cori

On 22 Feb 2019, at 3:44 pm, Cara Deakin <Cara.Deakin@bluestonewales.com> wrote:

Hi Cori,

Thank you for taking the time to meet with me and Emma last Friday for an interview for the
Guest Services alternative weekend role. | am pleased to offer you the position if you if you
wish to accept this?

I look forward to hearing from you.
Kindest Regards,
Cara Deakin

Guest Services Supervisor
01834 869900 ext 584

Please be aware that e-mail is not a secure medium. Please do not send any payment details electronically.
If you wish to book anything, please visit 'Manage your Booking'or call us directly on 01834 862 400.

Sales Tel: +44 (0) 1834 862400

Admin Tel: +44 (0) 1834 8693900

Fax : +44 (0) 1834 891408

Registered Office: Bluestone Resorts Ltd, The Grange, Canaston Wood, Narberth, Pembrokeshire, SA67 8DE
Bluestone Resorts Ltd is & company registered in England and Wales.

Company Registration Number: 06797991 and VAT number: 167458358

Check out our blog at http://www.bluestonewales.com/blog for all the
latest news and what's going on at Bluestone.

www,bluestonewales.com www.bluelagoonwales.co.uk

Privileged/Confidential Information may be contained in this message. If

you are not the addressee indicated in this message (or responsible for
delivery of the message to such person), you may not copy or deliver this
message to anyone. In such case, you should destroy this message and kindly
notify the sender by reply email.
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AMI 2 12UMQ 6TOT/F0/LT *MIIAIY IXIN 8TOT/VO/LT :MIIAI ISETT 8T0Z/Z0/TO :PAIBAID TL0-d-Sd

TjoTadeq
‘3|q1ss0d a13ym S351|EUOSID ° san8es||02 pue siaguiaw wea) ul AJenpIAIpUL Sanjep .
I3|qeus uy . S|9A3] ||B 1B pUE S3WI} [|B 1. Jjed . AJesoowap ueyl Jayles AjoyIne sinoAe4 .
ajqeyoeoiddy . s9N3es|j02 pue Wea) 119yl INoge SaIed pue s}oadsal ‘sisni| e W3] J9PIM JO $153J31UI JISAO SISRUBIUL JIBS UI DY e
aunj1eu Ag sayiun ° Fuiesiunwiwod sAolua — ajdoad saxn °
$101B2IpU| pajuBApY $103B21pU| BAINSOd :siojeaipuj aanedan
LSANwnf papuaixa ino sy auojsanjg,,
JI41N3D 31d03d
S|gejuIYIUn S| umop wea) uila) Jeyl os sjdoad sauidsu) ° anoiduwi 0] aAlp pue Ja8uny e sey ®
ajdoad uyum saay s1ysn . apesnid jey) pea)
s101eAIIOW 01 Suljjim pue panosdui aq sAemje ueds Juiyihiana sanaijeg . aleunisesnoud o3 Aduapua ] .
Ingramod a1 Wisill[2 3(111] B PUB 3IUIPLUOI JBY] SMOUY ° op Asyl 1eym sholua Ajpuinuag e INoAB3PUA Sy2€| “Anoueawap ajqeydeoiddeun .
'152q 9Y31 aq 03 JUBM WED) JIdY] SR ° piemal pajoadxa ou Joj aiow SaAIS Ajjueisuo) . SUOIIN|OS UBY) J3Y3eL $3|28I5qO puly 03 Aduapua] .
wiou 8yl sawodaq 1 1eyl 0s wea) 113y} ul uoissed siapuadug ® 9eig
3wWono poo3 pue ABJaua ‘WSeISNYIUD Yum sysel |je saydeolddy .
3|qeidadnde Ajuo sy S 3IU3|[IX3 JeYL ANYNI € Sa1eal) .
$103821puj pAJUBApPY SA0}EDIPU| BA}ISOd :s10}edipu) aapedan
«3 AT "H 3YI03Ig "} 3A3l|ag,,
A1LVNOISSYd
pueisispun uona|dwod 01 YEn0.ayl SMO||0) PUE WNJUBLIOW SUIRILIRIA 0 3104 anoA ulyum saijiqisuodsal Sulioud) .
ued 3uaipne 112y a8en3ue| e Ul WYL 31LJIUNWILWOIT 0] 3|qe .801) @Y1 1E9, —UoINjOSAI AWl e SUOIIBNNS JNJIYIP SPIOAY o
pue Aj23einade aung| pue s19e) 31EINIIE JO ||EIJ JURISUI SEH ° SUOIIIE 113y} JO AIBAI|2P BY] Ul J31|2 PUE UOIIBUILIB(Q . SUOIIE UMO Ul IUSPYUOD JO yIE] o
1IN0 3pisul 123lgns J13Y) smouy .
$103e21puU| padueApYy $J01EJIpU] BAI}SO4 is101e31pu| aanedan
#UINLIP S}NS3Y,,
SNODVNIL
JA|OAD pue 3)eaouul AjJUBISUOD JSNW
UE []13S puels Jouued 1anpoad ay) eyl spueisiapun Ales
1uawaseuew Pue IS puey Ll HiaREIoRUERIoR nwm:m“_w ¢ 28ueyd Jo ieaq .
a8ueyd spea| pue wmzm:_“ J0 edun w;mﬂmncm“ﬂwu:: Ajiea) . 2 10U A|PULAP PINOYS 1eyM pue paBueyd aq 0} spadU mmwuoa pue w:_SE :_mtou:tou .
weal Jisy} uiyim pauoidweyd pue padeinodua si Ajialeal) . 1eym ‘pagueyd 3q UEI JeYM MOU 03 3IUBPILO Y} SEH ‘ 1depe pue agueyd o3 Sulmun .
Beliuaot 2] PUBIULION SUY SEUOREAOUL| * anpadoad pue 1onpoud jo onb snieis ayy sadus|jeyy °
$101E21pU| PAJUBAPY 5J03Ee21pU| 3AISOd 15103e31pU| aAResaN
~P3u4n3un 3uUojs ou anpaij,
ONIY33INOId
M e
w058z yiod foUCHDY 8T0Z/¥0/LT SIA3Y Jseq
UG an 810¢/20/10 :pareas)
#% ﬂs sanualdwo) 310) Auedwo) z00 ‘ON A3Y
Z240-d-Sd ‘ON 200

| Ga

S\Nd



WML HRUMQ BTOT/Y0/LT MY IXIN BTOZ/P0/LT M1 IS8T 8T0Z/Z0/TO :PRI8RI) Z£0-d-Sd

zjo g aded
ITHATA NG (0 HRL = 512410 JO 12adsau sule3 .
Aupwiny smoys . SIS DOE BEISHI A1sauoysig .
L]
Hoddns 10} $I3Y10 01 $§00| PUR S3SSIUNEIM UMO SITPajMOUNIY ° mc_:hwm._ucwucmmm_m:ow . }2eqpaay (213110 JO ajqeidaddeun 1o aAlleSaU 5| .
WOIINO BAIIIYD UB O X ) JBQPa3y 3 NAYIP SULIBAIRP SPIO
in 34 : a2e|thiJOM BY) Ul SDWIY || 38 [BNIJRY PUB [BIIedWI SUIBWSY ° APBAP33 AP SULIBAISP SploAY *
Jauuews aAIsuas INg 1YS1yLIo) Ul yoeqPaay I NP SIsnRg .
$103B21puU| padueApY $103edIpuj 3ARISOd isiojed|pu| aApesan

«4ni3 3y1 Apoquia sAomyy,

1SINOH

seapt
Mau 1o sadueyd 0y uado Jou pue 3|qeyoeosddeun .
apnune aaledau e ysnoayy Apaneald sapis ®
Jomod si 93p3amou sanaljeg °

Jahe|d wesay, .
snondiqueun ‘quasedsuel ) .
auinuad ‘|nyyniy .

uoddns sajeipey
uolleI0qEe||09 SY20s AjDAijoe0Id
MO 0} PaauU, uey} I3yl MOUY O} JoU pasp

S10}E2IPU| PAJUBAPY SI0}BIIPU| AISO :si01e21pu| aanedan

~21qoyanoiddy pup ajqissaiy,,

N3dO
= SJ3Y10 10J 3482 3UINURY . SI2Y10 40} UISIUOD JO '] .
UESD.IE JoASN * a8en3ue| Apoq aa1lis0d . andaJs|p olul auoisan|g Suuq
SossSUbjenM pue SISUBLS JD aIeMY * SS9UP00S JO pasId B SMO|j04 ° PIN02 1By} Aem DAI1ESBU Ul JO AjgRINOARUN Yeads °
pocisispun pue JUB3W SI PIES ST JRYM, aI22ulsul pueisauoysig e
1U@1sISUDY — 5J31|3q SullaAemun )3y Ajdaap pue Ajns sa10wWoid .
S403}e31pu| pasueapy s103e21pu| BAISOd :s10)edpu| aanesan

DS NOA Joym upaw — upaw noA Joym Aos,,

JHIONIS

U puly 3snw noA — 118 e sey auoAiana ey sadpajmouay °
Jnowny Jo 3suas e sey °

UMOp 1IpaJd sasseq

SJ3YJ0 10J UIBDUOD BUINUBT SMOYS o 124310 pue |35 Jo awdoj@aap pue Sulules| 3y} Ul 515aAu| .
uosal yiod [pucpbu 8T0C/v0/LT IM3IARY 1se
U®1ISIAIN 8102/20/10 ‘pajean)
#M MQ. sa1pualedwo) a10) Auedwo) Z00 10N A3Y
¢L0-d-Sd 10N 20Q

7 8 aing



ITAVALS v \

Feedback

NAME OF APPRAISEE
Key Strengths

Strength 1
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Strength 3
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Key Development Opportunities
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Subject: FW: Prohation Reviews

From: Carla Roberts

Sent: 2 July 2019 16:56
To: Manager

Subject: Probation Reviews

Hi all,

Asyou're aware, probation reviews are currently done via Flow. However, going forward they are going to
be done via Reach. This enables us to schedule the reviews in automatically based on a new employee’s

start date.

We believe this completes the onboarding process and will continue to follow the 2, 8 and 12 week
reviews. When a probation review is due you will be sent a prompting email to get you to fill in the form.
The questions are based on the current form which is on Flow.

If anyone needs any training on this please let me know, as I’'m aware that several line managers /
supervisors who conduct probation reviews will not be set up on Reach or will have received Reach

training.
If you have any questions please let me know. Thank you.

Kind Regards,

Carla Roberts

Recruitment Officer

Bluestone National Park Resort
Tel: 01834 869900 ext. 456

Web: www.bluestonewales.com
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From: Carla Roberts

Sent: 14 March 2019 15:58

To: Sian Straczek; HR Staff; Housekeeping Senior Team; Andrew Charlton;
Steven Slaughter; Claire Lewis

Subject: RE: Housekeeping Efficiency Documents

Attachments: Current Vacancies March 2019.pdf

Hiall,

Please also see the resort-wide vacancies that are currently being advertised. Thank you.

Kind Regards,

Carla Roberts

Recruitment Officer

Bluestone National Park Resort
Tel: 01834 869900 ext. 456

Web: www.bluestonewales.com

From: Sian Straczek
Sent: 14 March 2019 15:29
To: HR Staff; Housekeeping Senior Team; Andrew Charlton; Steven Slaughter; Claire Lewis

Subject: Housekeeping Efficiency Documents
Hi All
Please see attached the documents discussed today in our briefing.

The First Individual Consultation Form - you must go through these questions in the consultation, and
ask the employee to sign the form.

Suitable Alternatives — the ACAS document covering the guidelines in relation to offering suitable
employment this will be included with the letter sent to all staff in the pool.

Housekeeping Proposal — this is the briefing document that will be read out tomorrow morning.
Positions Available Template — this is the grid with jobs available, | have added the rates of pay.
Letter to HSK — this is the letter that all staff will receive — very similar to the briefing.

To confirm, | will advise you who you are meeting with and what time | have allocated, hopefully by end
of play tomorrow and | will forward the Job Descriptions at the same time.

If you have any queries, please do not hesitate to contact me.
Thank you so much for all your help, it is greatly appreciated.
Thanks

Sian

file://192.168.1.37/users/Documents/croberts/My%20Documents/Carla's%20Develop... 22/07/2019
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From: Carmel Gahan Googlemail [carmel.gahan@gmail.com]
Sent: 09 July 2015 12:17

To: Lucy Good; Carla Roberts

Cc: robert.parkera@gmail.com

Subject: Thanks for the excellent organisation - IIP

Dear Lucy and Carla

A quick word of thanks for the superb organisation of the IIP Assessment and the wonderful hospitality.
It was a real pleasure for Robert and | to carry out your Assessment.

Next stage now is to get the Assessment analysed in more detail and write the report.

| may be in touch to check one or two points of detail. | am sure | will see you again to discuss the report.

Thanks again for your unfailing support.
Cormel

Carmel Gahan

Workforce Development & Business Advisor

Holder of the Queen’s Award for Enterprise Promotion — Lifetime Achievement
Ross Carbery Ltd

07879 401682

IE
=

file://192.168.1.37/users/Documents/croberts/My%20Documents/Carla's%20Develop... 22/07/2019






