Clean Quarter Ltd - Briefing paper for the management team on performance management and reward.
AC 4.1 This briefing paper will provide you Clean Quarters management team with the essential knowledge and understanding of performance management and reward. The purpose of performance management is to review the goals and how this effects team performance. Once the vision has been understood, realistic goals can then be set for the teams and for individual targets. Individual and collective teamwork will be required to achieve the goals and milestones that the company has aspired to achieve; by using performance management techniques you will be able to score your staffs performance and in turn this will allow Clean Quarter to achieve success. It is important to remain flexible when asking your team to be adaptable to the changes and demands of Clean Quarter Ltd and its working practices as technology and ways of working adapt through time. Any performance a must be accurate in order to measure performance. This will play a part of strategy and decision-making processes as Clean Quarter strives to move forward with its ethical values and trading goals. As an individual member of the Clean Quarter family, you can expect to understand how your role is integral to Clean Quarters vision and goals. 
You should be fully aware of your role and any development requirements you may have alongside your team members.  Clean Quarter actively seeks to encourage development and will support any training development opportunities specific to roles and further career progression aspirations. Objectives will be agreed within performance reviews. As a manager you are expected to lead the values and principles of Clean Quarter throughout your daily practice. It is important to ensure that you adhere to and follow all policies and procedures as laid out in Clean Quarters Standard operating procedures. As part of the management team you will be required to plan company growth and strategy. You will also need to review and develop the companies' policies, procedures and job descriptions remain up to date and that the policies, procedures and job descriptions are adapted as roles develop or changes are required.

AC 4.2 Performance management is a key tool in a business when analysing its output and individual output. When considering performance management, it is key to consider individual capabilities, strengths and weaknesses and what motivates each individual staff and how it relates to their working practices and aptitude. Performance management is also embedded in policies and procedures as standard practice. It also overarches employment policies and procedures for employee capabilities, development needs, supervision and placement opportunities. The policies and procedures in place allow a standard of code where both the employer and employee are held to account for. Any disciplinary hearings for example will be aligned with policy and inform the employee of the expected timeline of events during the hearing for example, they can also be used in tribunals and arbitration.  
AC 4.3 Advising managers not the employee, add in another performance method e.g. Monthly feedback of performance.
There are many methods of completing a performance review, your annual appraisal being a key milestone in the performance review process. During this time discussions will take place on an informal and safe basis. You will have regular check-ins / 1:1 scheduled with your manager, We want you to feel confident and safe to share your thoughts and ideas and to share your thoughts and feelings during this performance cycle. We are always open to hear suggestions as to how we can improve. You motivate us and we hope to motivate you!
Examples of performance review would be an employee appraisal. Appraisals are completed over a set period that allows both the employee and manager to reflect on the individual's performance during this time and to discuss this period of time, to identify any training needs, goals, objectives, and future objectives going into the next cycle of performance. The review should be informal and allow a safe physiological space where any issues or concerns can be raised and addressed appropriately in accordance to policy and procedures. It is important to support employees throughout their working time with the company and this will also impact on the employee life cycle, if an employee feels valued, motivated, engaged and valued they are more likely to stay with the company and seek to develop their career aspirations.    
AC 5.1
A total reward system has key components, financial and non financial that are required in order to be achieved. A reward system is a tool used to keep employees motivated, to retain current workforce. Clean Quarter Ltd strives to known as a good employer that reflects its ethos and values, it is imperative that the reward system is also reflected in the same light. All employees will receive their base pay regardless of their performance. This will be their basic hourly rate. Another method of reward would be to introduce pay spines, all pay points are transparent and achievable based on set performance criteria. Typically higher skilled job roles attract a higher salary due to the required qualifications / skills. Non financial reward that is available to all employees is the Employee Assistance Program and remains confidential. 
AC 5.2
There is a relationship between reward and performance that also links to the motivation of the employee. Abraham Maslow model identifies the needs of an individual that are based on a pyramid shape that reflects the hierarchy of each need. The Basic needs encompass our psychological needs of food, sleep, water to live. Then we have our safety needs where our requirements are listed for being able to feel safe and secure both physically, mentally and financially. We need to feel valued and loved, have intimacy, friendship, be apart of a community and to feel connected to others this is the 3rd stage of needs. We then have the esteem stage where we need to have a status and to receive the recognition deserved for the things we have achieved and to have esteem and respect for others. The final stage of the pyramid is self-actualisation needs, this is where we need to achieve out full potential, to be able to follow our hobbies and passions, where we can be what we want to be and to be free to feel what we are meant to feel. 
This list is not exhaustive and will change dependant on the individual needs and thoughts and will also be reflected on the individual circumstances of the individual. This all has a major impact on the behaviour and aptitude of the individual and will reflect how they behave and carry out their working duties. This also links to their motivation and perception of motivation and their performance. As an employer it is important to navigate the individuals journey safely and with respect at all times, ensuring all safeguarding and legal obligations have been meet. 
Where an individual has a period of poor performance this could be due to a change of personal circumstance or a period of stress. Time should be set to address this with the individual and they should have the opportunity to share what their circumstances are and to be supported correctly by Clean Quarter Ltd and where possible changes in work can be applied on a temporary basis to fully support the employee. 
When an individual has a period of high motivation they will naturally perform thie work tasks, roles and responsibilities naturally to the best of their ability and will require minimal input in terms of support. However, it is important to review their well-being and performance to ensure they are effectively managed, are aware and able to complete their work without undue stresses and are not becoming susceptible to burn out and are able to maintain an effective work-life balance. 

AC 5.3 
At Clean Quarter Ltd all employees are treated fairly in relation to pay. We want the best from our employees and acknowledge that we need to value our employees as well as develop you to become the best you! We are proud to pay employees above the National Minimum wage and also pay our employees equally, We acknowledge gender pay gaps in the wider labour market and our ethos is we are individuals and therefore we are paid according to our pay scale, qualifications and personal attributes.  
Clean Quarter as an ethical business and employer adhered to all UK employment legislation. As a manager it is your responsibility to authorise salary payments and to complete any change of circumstances paperwork required for payroll to process changes in an employees pay. E.g. change of agreed working hours, change of hourly rate of pay, pay deductions. 
As an equal pay employer all employees regardless of their sex, race, disability are treated fairly and correctly, the company does not pay employees based on their sexual identity but on their unique talents and according to the companies pay structure.
It is important to ensure that the team you are responsible for are treated equally and with the right level of fairness, all policies and procedures must be followed, and you are encouraged to raise any concerns at the earliest opportunity so that the correct support and guidance can be offered to both manager and employee.   


