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Leanne Aitken : SAIQP

(1) LO1: Contributing to the delivery of performance management activities

1.1

within the organisation

Setting performance objectives and indicators

The National Autistic Society {NAS) is the largest autism charity in the UK with 3,200
employees and operates within a heavily regulated sector. In Wales, the workforce of
some 400 strong are primarily involved in the frontline support of adults with autism
and complex needs and as such, are subject to stringent regulations in respect of the

duty of care they hold towards these individuals.

The NAS has aligned its policies and frameworks to safeguarding vulnerable adults in
line with the standards contained within the Care Inspectorate Wales Code of
Inspection (EV1) for residential services and the Code of Professional Practice for Social
Care Wales {EV2). The NAS Code of Conduct upholds the principles of these codes in
line with current legislation (The Health and Social Care (Community Health and
Standards Act) 2003; The Care Standards Act 2000; Regulation and Inspection of Social
Care {Wales) Act 2016).

The NAS is an equal opportunities employer and the principles laid out in the Equality
Act 2010, are referenced in its policies and training materials, specifically, in regards to
how this impacts on people management across the organisation, eg: The Coming to

Work (Absence Management Policy (EV4).

The NAS operates a values based recruitment philosophy and the job and person
specifications included in the job adverts, outline the behaviours that prospective

applicants are required to demonstrate (EVS5).
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Leanne Aitken : SAIOP

This ethos translates into the selection process as assessment days are structured to
include group activities that provide assessors an insight into the values of candidates
by affording them the opportunity to observe behaviours through interactive exercises

(EV6).

Monitoring performance

From the outset, employees who are undergoing the on-boarding process undergo an
eight day intensive induction in order for individuals to gain the practical training
required to effectively fulfil frontline roles within the organisation through classroom
led sessions that provide an insight into the expectations of the organisation and of the
roles themselves. The Induction Framework includes safeguarding training that
complies with the Mental Capacity Act 2005 (including the Deprivation of Liberty
Safeguards) as well as the Health and Safety at Work Act {(HSWA) 1974 and is aligned to
the National Autism Academy Framework adopted by the NAS to understand and
support autism through reflective practice (EV7). Employees are required to complete

a portfolio of evidence over 2 years that demonstrates their knowledge and skills.

The Induction and Probation Policy {EV8) outlines the requirements for managers to
conduct a probation review at the 1 month, 3 month and 5 month stage before

confirming people in role.

Measuring and assessing performance

NAS Cymru utilises Autism Specialist Competency Frameworks {depending on the job
role: Manager / Team Leader; Senior Support Worker; Support Worker) (EV9}, The
frameworks are designed to encompass a blended learning approach and are
monitored by mentors / line managers every quarter through supervision meetings.
Employees are giving the option of choosing when they feel sufficiently confident to
demonstrate their knowledge in a practical way to their mentor for sign-off against the
3 categories, namely: Understanding the Role, Autism Specific Approaches and Related

Conditions, Values and Ethics.
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Additionally, this mode! supports continuous learning, performance feedback and
management and career planning and development. The one area that it isnt linked to
currently is compensation as the NAS does not operate a performance based pay

structure.

Addressing poor performance

The Conduct and Capability Management Policy (EV10) has seeing conduct and
capability combined into a single policy with accompanying workflows, to ensure that it

is fully compliant with the ACAS guidelines {(Acas, 2015).

Performance issues should be detected in the early stages if managers are conducting
regular supervisions. Capability is addressed informally in the first instance (EV1l) and
a performance improvement plan (EV12) is devised which clearly outlines the objectives
required and a designated timeframe in which to achieve them, accompanied by regular
review meetings. If improvement is insufficient over a 4 — 12 week timescale, then the
formal stage is initiated, for which sanctions in the form of first and second
improvement notes are issued, culminating in a capability hearing in the worst case

scenario. The formal process is subject to the Acas 3 step process {Acas, 2015).

Encouraging high performance working

In the model devised by Pfeffer (1998), performance related pay and autonomy within
roles were two of the key contributors to enabling high performance working. The
latter being a tall order when engaged in delivering a service to individuals who favour

repetition, strict routines and a high degree of consistency.

The Senior Management Team has recognised that in terms of the former, failing to
have a pay structure that is linked to performance, has manifested into a number of
high performing employees exiting the organisation. As such, a strategy has been
devised for 2019 (EV13) to leverage those people identified as exceeding against their

core competency areas in order to leverage non-financial incentives.
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1.6 Stoff performance review process

1.7

The NAS subscribes to a traditional performance management model utilising an annual
appraisal system which, according to Lee (2005}, has a propensity to fall short in
delivering optimal business outcomes. The annual appraisal and mid-point review
meetings are, however, by regular supervisions where employees are provided with the
forum to reflect on their practice whilst gaining insights from their fine manager to
support and develop best practice (Appraisal Policy and Procedure and Supervision

Policy attached as EV14 and EV15 respectively).

The organisation recognises the value in reflective practice and- the importance of
acknowledging examples of where employees have ex_cglledrin a particular task which,
according to Buckingham & Goodall (2019), enabrl‘els a “rest and digest" state of mind
and enables the brain an individual to understand what “excellence” looks and feels like
and enables the brain to become more reactfve to new information which supports

jearning and growth.

These sessions are also utilised to discuss employee well-being and identify
opportunities for learning and development through on the job training. Supervisions
are not utilised to discuss performance management issues which are dealt with under

the Conduct and Capability Procedure.

Individual development planning

The appraisal process includes the identification of development needs using a training
needs analysis (EV16) which is used to capture the areas of support required {eg:
coaching, shadowing, training) and any affiliated actions are given a priority ra nking and
aligned- to a professional competency as outlined in the applicable competency
framework, which should be completed by the mid-point review of year end appraisal

meeting, whichever comes first.




(2)
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Additionally, 360 degree reviews are conducted intermittently in services (EV17} where
employees are given the opportunity to anonymously feedback on the quality of
interaction and management that they are receiving from Senior Support Workers,
Team Leaders and Deputy Managers. This input is consolidated and relayed to line
managers and informs the discussions during supervisions (ie: what people should do
more of or less of — which according to Porter {2017), moves away from platitudes and
gives people strategic developmental feedback as to how, what they do, feeds into the

bigger picture.

LO2: Supporting line managers to deliver performance management

activities within the NAS

Andlysis of the types of support needed by line managers in the NAS in relation to

performance management activities

Following the results attained from the survey conducted of a sample of 89 people who
exited the organisation for the calendar year to December 2018 (EV18), it was agreed
amongst the senior management team that 6 months on, a further survey should be
conducted to gauge the quality of supervisions and what staff viewed as the key issues
they were experiencing in their interactions with their line managers and conversely,

what challenges line managers were facing in the people management space (EV21).

Whilst “managing staff” did not fall within the top 3 reasons for staff leaving the NAS
during 2018, with issues connected to their ongoing wellbeing overwheimingly cited by
respondents as being the primary driver for their departure, it was noted from the
qualitative data, that 50% of those listed a reason that linked to the way in which they

were led and managed.

It was extremely encouraging, therefore, that amongst a sample of 72 respondents, that
an overwhelming majority indicated that they were deriving benefits from supervisions

and this was enhancing their reflective practice. In order to build on this success, it
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remains a business imperative to continue the focus on “Leadership & Management”

initiatives amongst line managers.

The Venn diagram (EV19) devised by the Senior Management Team indicates how
integral this component is to future proofing the organisation and reflect a mix of HR
components that currently serve as the key focus areas in my supportive interventions

with line managers.

In order to profile the role of HR in supporting line managers in the areas of absence
management, conduct and capability management amongst others, | attend the
monthly regional manager meetings for East and West Wales. Managers are then
provided with a forum in which to highlight issues and enable affiliated actions to be
agreed upon. By way of example, one action related to all absence review notes been
sent to me so managers could gauge from the outcome letters delivered what the
appropriate actions/sanctions were (EV20) and followfng further discussion thereafter,
be equipped to issue their own correspondence with the assistance of flow charts

referred to previously.

Support provided to develop line manager capabilities in performance management

dactivities

In their report, the ES (2016) included “upskilling m‘an_agers” as part of their top ten
recommendations for making performance management work and this is a view widely
endorsed by many leaders in the field of HRM (Marchington, et al,, 2016; CIPD, 2012;
Taylor & Woodhams, 2016).

Part of my remit is co-leading on the recruitment and retention work stream for the UK
to support the HR Director in delivering training to new managers across the
organisation every quarter as part of the “Building Capacity” event. 1 present the
segments relating to probation and conduct management and co-deliver a session

where managers role play attending an assessment centre as an applicant and in so
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doing are coached in how to assess the quality of candidates, specifically in regards to

the values based criteria that is used as part of the selection process (EV22).

Additionally, | present the absence management day on the “lLeadership &
Management” programme for Senior Support Workers and Team Leaders in Wales
(EV23). Given that a significant number of people are promoted into people
management roles from frontline hands-on roles, feedback to the Senior Management
Team was that people felt ill equipped to effectively engage and manage their direct
reports, specifically with regards to conducting difficult conversations and managing
absence (particularly, if related to mental health). Once training is concluded,
attendees are required to provide written submissions to the Learning & Development
Manager as.to how they have gone about applying this-learning to cases within their

services.

Direct assistance provided to managers in the delivery of staff performance and

development reviews

Sikora & Ferris {2014) describe line managers as the “interpreters” of HR practice and
with the increasing devolution of many HRM responsibilities to line managers and the
critical role they hold in influencing employees responses to these practices. Trullen, et
al. (2016) advocate that HR practitioners foster their implementation abilities,
motivation. and opportunities by framing practices in appealing ways, whilst Rees &
French (2016) state that gaining commitment from senjor management ensures that

behaviour, expected from employees is modelled from the.top down. -

To this end, 1 created a case register (EV24) where each live case of both informal and
formal absence management, conduct or capability management is reviewed and
discussed on a bi-weekly basis with the respective managers for North, East and West
Wales and supplementary discussions conducted with the fine manager in question if
deemed necessary, which | provide support with in navigating towards a solution /

conclusion.
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Furthermore, | provide input on all performance management plans and capability

related correspondence as well as any formal absence management process (EV25}.

LO3: Assessing the impact of performance management activities on

organisational performance and making recommendations for enhancement

3.3 Evaluation of the NAS’s approach te performance management and the extent to which

this supports HPW / sustained organisational performance

The NAS has been undergone a year of significant change in Itz'arlms of the ongoing
implementation of digitised systems and leadership changes at flhe top level of the
organisation. This exercise has impacted multiple systems and the timing and phasing
issues that have resulted have had a detrimental impact on the availability of historical
HR analytical data and makes establishing any direct correlation between performance
management activities challenging. There has, however, been a reduction in the
number of disciplinary investigations in the current year (EV26) and absence stats also

more favourable in terms of absence days lost {EV27).

It has long been recognised that “leadership” is an integral component of organisation
practice if high performance working is to be achieved Purcell {(2003) and whilst strides
have been made in transferring this knowledge to employees ata f‘ér earlier paint after
they begin their management journey, the ahsence ofra défined career pathway
combined with a lack of financial incentive, is hampering our‘ ability to encourage staff

to expend additional discretionary effort.

Whilst the organisation is achieving success in delivering regular supervisions to staff
which based on the aforementioned evidence are productive, feedback from the
business has indicated that people don’t see the advantage of an annual appraisal.
However, if this was better aligned with the objectives contained within the
competency frameworks and milestones were acknowledged and rewarded, retaining
an annual appraisal (if only to provide the platform to align the operational components

of employee roles to the organisational objectives) this remains a worthwhile
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consideration. This would translate into the organisation utilising a variation of the
hybrid model as supported by Cappelli & Tavis (2016) which the authors deem
preferable to doing away with appraisals altogether (CIPD, 2016). Afurther benefit was
identified in a survey of 2,153 working adults where employees scored higher on their
clarification of organisational goals and organisational commitment than those who did

not have an annual review (CIPD, 2014).

Supervisions could continue in their current guise as they serve to cover off employee
welfare / wellbeing and maintain reflective practice through regular interaction with
line managers which it has been evidenced, establishes a cause and effect link between
improvements in performance conversations between managers and employees and

the improvement this has on performance (CIPD, 2017).

Recommendations as to how performance management processes could be developed

The senior management team in Wales (of which | am a member), has acknowledged
the challenges and pitfalls that is impeding the organisation’s ability to differentiate
performance, retain top performers and fully realise the potential of people joining the
organisation. A number of initiatives are being introduced across Wales as a result,
including active monitoring of a supervision tracker to ensure 4-6 supervisions are
conducted for each employee over a 12 month period (EV28). A senior manager
supervision tool has been developed (EV29) and wili form part of'the guarterly service
reviews (which the Quality Assurance Manager will utilise across a sampie of employees

to measure quality).

I have also co-authored two proposals for the previous HR Director and more lately, the
Reward & Remuneration Committee that outlines the progress that the HR function has
made whilst identifying the areas that require further work (EV30). Whilst there is a
focus on addressing how pay is managed, the recommendation is that pay cannot be
viewed in isolation but rather, goes hand-in-hand with the NAS being able to identify
their top performers through the use of the frameworks discussed above, whilst
providing them with the experiences and diverse exposure to leverage their existing

skills and develop their knowledge.
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There does appear to be consensus in research that dynamic performance management
systems have a positive impact on business outcomes {Armstrong, 2017; Lauritson,
2018) and | am hopeful that with the energy and focus being invested by the Senior
Management Team in re-energising the performance management process and the

successes achieved thus far, that business outcomes will be enhanced as a result.
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1. Introduction

About us

1.1  Care Inspectorate Wales (CIW) is the independent regulator of social care
and childcare. We register, inspect and take action to improve the quality and
safety of services for the well-being of the people of Wales.

1.2 Weaimio:

provide independent assurance about the quality and availability of social
care in Wales;

safeguard adults and children, making sure that their rights are protected;
improve care by encouraging and promoting improvements in the safety
and quality of social care services; and

inform policy, standards and provide independent professional advice to
the people developing policy, the public and social care sector.

1.3 We achieve this by:

carrying out functions on behalf of Welsh Ministers;

deciding who can provide services,

inspecting and driving improvement of regulated services and local
authority social services;

undertaking thematic reviews of social care services;

taking action to ensure services meet legislative and regulatory
requirements; and

follow-up on concerns raised about regulated services.

14 We carry out our functions on behalf of Welsh Ministers under the following
legisiation:

The Health and Social Care (Community Health and Standards) Act 2003
(the 2003 Act) which gives powers to review the way in which local
authorities discharge their social services functions; and

The Care Standards Act 2000 {the 2000 Act), The Children Act 1289 (as
amended), Adoption and Children Act 2002 and the Children and Families
(Wales) Measure 2010 which give powers to register and inspect providers
of social care services in Wales.

In January 20186, the Regulation and Inspection of Social Care (Wales) Act
2016 (the 2016 Act) was passed. This Act changed the regulation and
inspection of social care in Wales. The 2016 Act replaces the powers
under the 2003 Act and the 2000 Act and inserts provisions in the Social
Services and Well-being (Wales) Act 2014 (the 2014 Act) which deal with

[PG18/710e] Code of Practice for Inspection (RISCA) 03/2018 2




the regulation of the exercise of local authority functions relating to looked
after and accommodated children.

1.5  The 2016 Act places service quality and improvement at the heart of
regulation, strengthening protection for those who need it, and ensures that
services deliver high-quality care and support. This supports the aims of the
Social Services and Well-being (Wales) Act 2014 which enshrines the rights
of people using care and support services in Wales into law.

How we regulate

1.6 Our primary concern is to ensure that people using services are supported to
achieve the best possible outcomes and are not placed at risk or do not
experience harm. In order to achieve this we:

« have a robust registration process, so that we only register service
providers who have assured us that they will comply with regulations;

« undertake both routine and responsive inspections; and

« have a clear, progressive and proportionate enforcement pathway.

[PG18/710e] Code of Practice for Inspection {RISCA} 03/2018
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CODE OFf FROFESSIONAL PRACTICE FOR SOCIAL CARE

The Code

As a social care worker, you must:

1.

Respect the views and wishes, and promote the rights and
interests, of individuals and carers.

Strive to establish and maintain the trust and confidence of
individuals and carers.

Promote the well-being, voice and control of individuals and
carers while supporting them to stay safe.

Respect the rights of individuals while seeking to ensure that
their behaviour does not harm themselves or other people.

Act with integrity and uphold public trust and confidence in
the social care profession.

Be accountable for the quality of your work and take
responsibility for maintaining and developing knowledge
and skills.

In addition to sections 1 - 6, if you are responsible for
managing or leading staff, you must embed the Code in their
work.

eV




Our Values

® We learn from real experience
® We inspire

® We tell it like it is

® We are courageous

Our Code of Conduct

1. Stay within the law and our charity’s policies

So always: read our policies on NAS Policies
And never: break the law

2. Be professional
So always: report conflicts of interest
And never: break your professional code of practice

3. Learn from experience

So always: reflect on your work and how to improve it
And never: dismiss new ideas without thinking them through

4. Tellitlikeitis
So always: share what you learn while working here — unless there is a really
good reason not to, for example confidentiality
And never: be dishonest with colleagues, even about difficult news

5. Inspire others
So always: be positive about what we can achieve together
And never: be distrespectful to colleagues or partner organisations

6. Be courageous
So always: speak up if you’re concerned about poor practice
And never: accept prejudice or ignorance about autism or autistic people

The National Autistic Society

EV S

The National
AutisticSociety

Our core belief and values

All our work is guided by our core
belief and four values, which have
been developed alongside autistic
people and family members.

Our core belief:

We believe that people on the autism
spectrum should be understood,

- supported and appreciated.

Until everyone understands
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Coming to Work (Absence Management) Policy ‘ HR-0003

Coming to Work
(Absence Management Policy) Policy

Document Title Coming to Work (Absence Management) Policy
Reference Number HR-0003
Version Number '
Date of Issue 14/08/2003
Latest Revision 25/08/2017
Distribution All employees
Owner Director - Human Resources
Policy Lead(s) Head of Human Resources
Department Human Resources
Scope

The purpose of this policy is to cover the actions all employees and line managers must
take in relation to all unplanned absence from work (including lateness of more than 30
minutes). This policy applies to all staff at our charity.

Policy summary
This policy outlines The National Autistic Society’s approach to absence management. it
covers:
+ the principles"we follow when managing all unplanned absence (including lateness of
more than 30 minutes) and sickness
¢ sick pay
» the process for managing all unplanned absence sickness at our charity

This policy should be used alongside our Coming to Work (Absence Management)

Procedure and the Coming to Work {Absence Management) Flowchart. The procedure and
flowchart explain how to manage sickness.
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Introduction

Our charity is committed to creating a positive working environment. Employees who are
absent from work due to sickness will be treated with consideration and respect with the
aim of supporting the employee in their recovery and return to work. The needs of the
employee experiencing ill-health will, however, be balanced against the needs of our

charity.

Tools for managing absence
The National Autistic Society uses a number of resources and methods for managing
absence including:

e Return to work meetings

s Discussion and action as part of supervision meetings

e Team briefing and training courses on sickness management

s A sickness reporting tool kit

e Zero-tolerance sickness management scheme

¢ Formal review meetings

e First Care, occupational health (OH), fit notes, our charity’s Health and Safety team

and our Fmployee Assistance Program (EAP) ‘
e Stress and anxiety preventative forms and discussions
¢ Maedical support and advice for employees and their line managers

Core principles

Equal opportunities
All policies and procedures will be applied fairly and in line with employment law and The
National Autistic Society’s Equal Opportunities and Diversity Policy.

Sickness and disability
The Equality Act 2010 defines a person with a disability as a person with a physical or
mental impairment, which has a substantial and long-term adverse effect on their ability to
carry out normal day-to-day activities.

Sickness absence may be related to a disability under the Equality Act. Where thisis a
possibility our charity will get specialist advice {eg from Occupational Heaith (OH) and
Human Resources) and reasonable adjustments to the individual’s working systems or
environment will be considered, where appropriate. Under the Equality Act, employers
have a duty to make ‘reasonable adjustments’ where any aspect of working arrangements
(including premises} puts a person with a disability at a substantial disadvantage.

Our charity acknowledges that disability is by no means generally synonymous with sickness or
absence from work. However, guidance recognises that some people with a disability will
occasionally have conditions which are subject to the Sickness Absence Monitoring Procedure.

V77 Page 3 of 11 © NAS
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The National *
Autistic Society

Learning & Development:

>

b
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Commit to the development of your learning and practice, supporting people with
Autism Spectrum Disorders. -

Practically demonstrate reflective and blended learning on an ongoing basis, as well
as completing any other training requirements for the role

Undertake Continuous Personal Development through taking personal responsibility
for your self-development and lifelong learning, in line with statutory registration
requirements and internal CPD.

Compliance / Regulatory Responsibilities:

© »  Adhering to all safeguarding requirements and any procedures aimed at the protection

—— of vulnerable adults.

; > Complying with the company's Health and Safety policies and procedures, ensuring
all risk assessments are followed in line with the individual’s support plan.

» To be aware of the role of the relevant care regulatory body or OFSTED (schools) and
nationa! minimum care standards, or any other statutory requirement standard (as is
required for the work setting; and to participate in meeting all required standards in
accordance with legislative requirements, including registering and maintaining that
registration with the regulator for social services in your area).

> Maintaining individuals' confidentiality at ail times. :

» The NAS is committed to anti-discriminatory policies and practices and it is essential
that the post holder is willing to make a positive contribution to the promotion and
implementation of these.

Person Specification
Criteria which will be used in shortlisting and selecting candidates.

Criteria Essential Desirable
S S AT S é‘?@ e i "”r;’i’é’ A & R
» Have the ability to inspire others with a positive attitude towards

supporting vulnerable people. X
» Display good listening skills and report information accurately. X
» Actively and positively respond to the changing needs of people

receiving support. X
» Have the ability to reflect and implement learnings from real life

experiences. X
» Use your initiative and prioritisation skills to manage your time

and tasks effectively. X
» Demonstrate tact, patience and understanding. X
» Have the ability to form and maintain effective working

relationships as part of a team. X
» Be wiling and able to provide personal care to individuals. Be

resilient and have the ability to remain calm under pressure. X
> Demonstrate the ability to work proactively with individuals who

may demonstrate challenging behaviour. X
» Be committed to equal opportunities and anti-discriminatory

practice. X
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An interest in and a basic understanding of Autism. T X

An understanding of the principles of Health and Safety. X
An awareness of safeguarding issues and legislation. X

i

Previous experience of suporting/caring for others in a

voluntary or paid capacity. X
Experience of supporting people with learing disabilities within

a residential or outreach setting. X
Experience of working with people with Autistic Spectrum

Disorders.

Being passionate about learning and reflection; and actively using these learnings in the work
place (We learn from real experience).

We share our learning and Autism expertise, whilst speaking up for the people we work with (We
tell it as it is). B

Finding fufilment in working with Autistic people / children and preserving their rights by
challenging poor practice and a lack of understanding, whilst actively promoting a more inclusive
world for Autistic People (We are courageous).

We celebrate progress and lead by example {(We inspire).

i

e

g
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» Good standa
» QOCF Level 3 Award in Health and Social Care or equivalent; or
be willing to work towards achievement of same. X
¥  Full driving licence., X
Interfaces
Internal: External:
» Area Manager » Professionals
» Managers » Parents/Carers
» Senior Support | » Community
- Workers
Eﬁ » Team Leaders
c » Support Workers
e >  Admin Staff
O
Environment Work: Across the Service
Travel: Within service area to people's homes / activities as
required.
Hours: Varied shifts including evenings, weekends, public
holidays, waking nights and/or sleep in duties as required.
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Support Worker (AST)
Assessment Day

Candidate's Workbook
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TIME

9.00

9.15

9.30

9:45

10:60

10.45

11.00

11:45

12.15

1.00

1.45

2.00

2.15

E Vo

NAS Assessment Day

AGENDA
DETAILS
ARRIVAL & REGISTRATION — Possibly with an opportunity to meet some of the people

we support

INTRODUCTIONS — Welcome of the day / Housekeeping
RESILIENCE QUIZ

‘GETTING TO KNOW YOU' EXERCISE
GROUP EXERCISE | - TEAM WORK

“A DAY IN THE LIFE OF A SUPPORT WORKER...” — Over tea/coffee/refreshment
INDIVIDUAL EXERCISE | — COMMUNICATION AND RECORD KEEPING

LUNCH 30 MINS — Possibly with an opportunity to meet some of the people we suppott
INDIVIDUAL EXERCISE 1l - SUPPORT AND CARE

GROUP EXERCISE Il - VALUES

WRITTEN REFLECTION & REFLECTION INTERVIEWS ( GROUP 1)

WRITTEN REFLECTION & REFLECTION INTERVIEWS ( GROUP 2)

NEXT STEPS / CLOSE
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Gvoup Exercise 1

Activity - “Plane Crash”
Imagine this: the plane carrying your team has crashed on a desert island.

As a team you must choose 12 items only from the objects provided, deciding together
which would be most useful in their survival, ranking each item in order of importance.

Voting is not allowed and the final decision has to be a result of group discussion and
debate.

A team member should write the groups decision on the flip chart.

Negotiate who will be team leader. The team leader can then explain the reasoning for the
final object ranking.

¢ Suitcase e Trainers

o Water bottle e Epi-pen

o Cricket bat e Hairbrush
o Towel e Sun cream
¢ Football e Diary

e Mirror e T-shirt

e Torch e Hairband

e Blanket o Pillow

e Lipstick o Paracetamol
s Sunglasses o Inflatable lilo

Write the decision on a flip chart. The team leader should now explain the group’s
decision.

Time: 45 minutes
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Group Exercise 2

Activity

You will be divided into 2 groups

Using the ‘NAS Values’ illustration above, and the following Values and Principles of
Social Care, think of practical ways in which you could demonstrate these values
whilst carrying out the role of a support worker supporting autistic people (e.g. We leamn

from real experience = Continual review and update of how best to support an
individual.)

Values & Principles of Social Care

» Respect s Rights

o Dignity e Empowerment
e Individuality o Partnership

+ Independence » Privacy

s Choice

Use the flipchart paper to note your thoughts. Each sub group member should feedback
some points to the wider group at the end of the exercise.
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Time: 45 Minutes

Reflection. ..

Activity

1. Please spend 15 minutes reflecting on what you have observed and learned by answering
the questions below:

How has your understanding of autism changed following your assessment day

experience?

What have you learned about yourself today?

What core values do you believe you have that you could bring to the NAS?

2. We would like to meet with you individually to discuss your answers to the above and to
ask you some further questions. :

10
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Induction and Probation Palicy & Procedure HR-5C07

induction and Probation Policy and Procedure

Document Title Induction and Probation Policy and
Procedure

Reference Number HR-5007

Version Number V3.1

Date of Issue 0111212016

Latest Revision 12/12/2018

Distribution All employees

Owner Human Resources Director

Policy Lead(s) -| Head of Autism Practice & NAS Academy

Department Human Resources

Scope

This policy and procedure is relevant to all staff members working for the National
Autistic Society.

Policy Summary

The Induction & Probation Policy aims to provide a structured approach to the
management of a staff member’s induction and performance during their probationary
period and to support all employees across the charity to understand how the induction
of new employees should be supported, providing information on how performance
during the probationary period should be managed. The policy also aims to ensure the
NAS Academy’s role in the induction and probationary period of new employees is
understood.

Position Statement

The charity recognises that everyone benefits from a culture where development and
wellbeing is valued. A good quality, comprehensive induction and effective processes
for monitoring learning and performance during the probationary period, are key tools
for ensuring a positive start to employment.

If printed this is an unconirolied document — refer o the NAS infranet for the latest version
V3.0 Page 30f8
© NAS
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Conduct and Capability Management Policy HR-0040

Conduct and Capability Management Policy

Document Title Conduct and Capability Management Policy
Reference Number HR-0040
Version Number Version 1.1
Date of Issue 01/10 /2012
Latest Revision 04/09/2018
Distribution All employees
Owner Director— Human Resources
Policy Lead(s) Area HR Managers
Department Human Resources
Scope

This policy covers the steps that all staff members must follow in relation to managing
conduct and capability in the workplace, to help ensure that the charity applies best
practice and complies with legislation.

Summary

Conduct

This policy outlines the charity's approach to conduct in the workplace. Line managers
should not view this primarily as a way of imposing penalties or as leading to dismissal.
The policy needs to be seen as corrective rather than punitive, ensuring that staff adhere to
the charity’s agreed standards of conduct.

Managers should act immediately. Allowing poor behavior to continue without addressing it
will lead the individual to conclude that it is acceptable and may also lead to colleagues
acting similarly. Staff members should know what is expected of them and be in no doubt
as to what will happen if they fail to achieve and maintain accepted standards

This policy ensures that all staff members have a clear understanding of behaviour that is
consistent with the charity’s core beliefs, values and code of conduct; and have a clear
understanding of actions that may be taken if breached.

Capability

This policy provides a framework within the charity's commitment to performance
management to help address issues of non-achievement of work standards. The NAS is
committed to investing in the effective management, support and development of its staff
members.

Following the policy will ensure that clear priorities link the management and development
of staff members to the charity's strategic aims and objectives at organisation, team and
individual level.

This policy must be used together with the Conduct and Capability Procedure.

© NAS- If printed this is an uncontrolled document — refer to the NAS intranet for the latest version
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CAPABILITY MANAGEMENT Flowchart {including a formal hearing process)

Employee

Manager

Manager/HR

Manager /HR

Hearing Officer

Unsatisfactory performance

Informal Stage: 4 to 12 weeks
Call an informal discussion meeting where you have a concern using the infarmal
discussion guidelines

« Hold informal meeting and agree on timescales for improvement

« If performance improves according to agreed standard, confirm in writing that
performance is satisfactory, if not move to the formal process

\.

Formal Stage 1

If during the agreed period {4-12 weaks), there is no sustained improvement,

+ Arrange a first formal meeting

« Qutcome will be a first improvement note — using formal improvement note template)

o Set a review period of 12 weeks with regular feedback meetings at 3 weekly intervals.

« Final review meeting held at end of 12 weeks to confirm whether or not required
improvement has been achieved and next steps in process.

e Warning will be live for @ months,

_/

Formal Stage 2

If required improvement is not achieved,

¢ Arrange second formal meeting, the outcome of which will be final improvement note.

o A further review period of 6 weeks is set with regular feedback meefings at 3 weakly
intervals.

o Final review meeting held at end of 6 weeks to confirm whether or not required
improvement has been achieved and next steps in process.

o Warning will bs live for 12 months.

\

J

.
(;:ormal Stage 3
No improvement/insufficient improvement,
« Capability hearing meeting held with right of representation, the outcome of which will
be either:
a. Further extension of time fo atlow for improvement

b. Demotion and/or redeployment
¢. Dismissal on the grounds of incapability
d.  Any other relevant decision

+ Rights of appeal apply

\

J/

“For all formal meetings the employee has the right to be accompanied by a work colleague or
union representative or. The outcome of these meetings must be documented and copies kept
on the personnel files.




Hearing officer

Manager/HR

Employeef
Representative

Hearing officer
Employee
Representative

Manager/HR

Hearing Officer

Manager and
employee

Hearing Officer

Appe Offlcer

L]

General format for formal hearings

Will introduce the parties and will read out the concern/s to be examined and
ask the manager whether they are correct. (The hearing will be restricted to
matters relating fo the concern/s contained in the letter to the employee.)

Presents management case i.e. concerns about capability. Manager to be
supported hy HR Manager

The employee (or their representative) will have the opportunity to ask questions
of the manager.

The Officer will have the opportunity to ask questions of the manager

Employee responds to management concerns.

Accompany the individual and ask questions, but cannot answer guestions on
the individuals' behalf,

The manager (or HR, if represented) will have the opportunity to ask questions
of the employee (or their representative) '

The Officer will have the opportunity to ask guestions of the employee (or their
representative)

The manager will have the opportunity to sum up followed by the employee (or
their representative).

Writes to employee within 7 days to confirm outcome. Advises the employee on
the Right to appeal within 7 days of the date of the letter and state to whom that
appeal should be made.

"

If intending to appeal against the decision, the employee will need to set out the
grounds for the appeal in writing.

Responds to the employee within 20 days of the receipt of the appeal. If appeal
hearing is convened, the employee will be informed of the final decision within 7
days after the hearing.

1

Notes of all meetings should be taken and copies kept on personnel file.




Templates for managing capability

= vl

Informal Discussions Agreed Actions Record Form

(To be completed by manager as part of informal stage and far recording outcomes of difficult conversations}

Employee name:

Date of Meeting:

Duration of review period

Next Review Meeting:

Areas of work performance requiring improvement

Work Task | What's How this will Any support | To be Outcome
expected be measured needed achieved by | (Achieved/Not
achieved
Signature & Date: ...
(Employee)
Signature & Date: ...
(Manager)

Page 5of 7
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{To ba completed by manger as part of formal stage}

Formal Improvement Plan

Vi

Prior to commencing an improvement pian, managers should seek guidance from your local HR Manager

Development Plan for:

Date of Meeting:

Commencement Date of Development Plan:

Next Review Meeting:

Dev

Signature & Date

Signature & Date

Page 6of 7
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DRAFT - NAS Cymru Employee Retention
Strategic Objectives and Facilitators

2019 - 2021

1. Development of Staff

Provide timely and constructive career development opportunities to employees in a cost-
effective way.

Facilitators

¢ Having clear career pathways and a structured route for developing skills and knowledge
(PBS, Line Management, Key working, Autism, Practice Leadership and Communication
Practices).

¢ Rebranding job titles towards adding value to the role against the external market.

s Create a prospectus for externally accredited qualifications and improve access routes for
enrolment. ‘ '

¢ Strengthen the “Succession Pipeline” by increasing talent through development
opportunities, training and secondments. '

e Fill internal skill and role gaps through more flexible secondment opportunities outside the
support and care roles.

e Introduction of “Retention Reviews” that are aligned to the Staff Appraisal Scheme where

staff are encouraged to feedback on:
a. What kind recognition would you like about your performance that you aren’t

currently receiving?
b. What opportunities for self-improvement would you like to have that go beyond your
current role?
¢ What kinds of flexibility would be helpful to you in balancing your work and home
i life?

‘d. What talents, interests or skifls do you have that we haven’t made the most of ?
e. What have you felt good about accomplishing in your job and in your time here?
f.  If you could change one thing about your job, team or company, what would it be?

2. Enhancements ,

Provide a more flexible shift pattern that allows a better work life balance for staff whist
continuing to meet the needs of the service and the people we support,

Facilitator

e Review the current rotas for each service and look to implement better forward planning (i.e
fixed long term rotas, longer working days and more time off during the week and at
weekends).




eV

6. Staff Wellbeing

An increased awareness of staff wellbeing reinforced by activities that demonstrate
management’s value in the wellbeing, health and happiness of staff working across the services.

Facilitators

e More timely and responsive emphasis on addressing and reducing challenging behaviours
and incidents in services.

o Greater use of Debrief processes and where appropriate increased use of staff redeployment
strategies and time away from individuals or services.

s Increased quality assurance of Supervisions, Appraisals and staff one to one meetings to
ensure that a balance of performance, practice and staff weilbemg is achieved through these
processes. R

e Increased communications to and from staff that ai!ows them to raise issues and areas of
concern prior to them becoming a focal point f__or dssengage__ment in services.

e Development of Team Charters across services that allow staff to gauge and monitor
management performance and where necessary, implement Team Bulldmg activities to raise
and maintain staff morale. S

o Improved management relationships wath staff and: better understandmg of policy
implementation, mental health issues and motivation factors -

e Greater presence and access to semor management across services.




Appraisal Policy and Procedure HR-5005

Appraisal Policy and Procedure

Document Title Appraisal Policy and Procedure
Reference Number HR-5005
Version Number V2.0
Date of Issue 05/11/2012
Latest Revision 12/12/2018
Distribution All employees
Owner Human Resources Director
Policy Lead(s) Head of Autism Practice & NAS Academy
Department Human Resources
Scope

This policy and procedure is relevant to all employess working for the National Autistic
Society.

Policy Summary

The appraisal process is an interactive forum between individuals and their fine
managers, during which an individual’s role, responsibilities and performance over the
past 12 months is assessed and discussed and goals for the next 12 months are jointly
set and agreed.

The Appraisal Policy and Procedure aims to support all employees across the charity to
understand how the appraisal, as a formal performance review process, works. The
Appraisal is a vital component of the organisation's business planning cycle and is
therefore fundamental to the achievement of personal, departmental and organisational
objectives.

Position Statement
The charity recognises that everyone will benefit from a culture where development and

wellbeing is valued and a good quality appraisal is one of the key tools for achieving
this.

If printed this is cn uncontrolled documeni — refer to the NAS infranet for the latest version
Version 2.0 Page 3 of 5 © NAS
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Appraisal Policy and Procedure HR-5005

1. Procedure

An Appraisal is a formal performance review process, between an employee and their
line manager, which reviews progress on objectives set in the previous year, recognises
achievements, identifies areas of improvement and sets objectives for the following
year. It is also an opportunity to discuss staff wellbeing, career aspirations, personal and
professional development.

Performance Review Cycle

1.1 The Appraisal takes place annually between November — February. It provides
an opportunity for employees and their line managers to formally review how an
individual’s efforts have contributed to the achievements of the service, school or
directorate business plan, during the previous year and plan how they will contribute to
the forthcoming year.

1.2 The Appraisal should link directly to the corporate objectives set in the NAS
annual plans, team or department business plan and service or school development or
recovery plans.

1.3 While line managers are responsible for monitoring staff performance throughout
the year, the appraisal objectives are formally reviewed six months later, at the mid-
point review (April — June). Any additional support required to help the employee achieve
objectives set, should be considered and agreed at the mid-point review.

If printed ihis is an uncontrolled document — refer fo the NAS infranet for the latest version
Version 2.0 Page 4 of 5 © NAS
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Approisal Policy and Procedure HR-5005

1.4  An appraisal should be planned. The date should be set in advance, both the
employee and their line manager, should prepare ahead of the meeting and have a copy
of the appraisal form and/or agenda.

1.5  Prior to the appraisal, the line manager should:

« Gather information, such as - supervision records, informal and formal recorded
conversations, keyworker responsibilities, records of sickness, training attended,
and progress on set objectives.

« Prepare — be familiar with the structure of the appraisal, reflect on the work,
commitment, progress and achievements of the individual. Consider any specific
conversations they plan/ need to have and how those may flow, considering
possible outcomes.

» Paperwork —there is a requirement for a record of the appraisal to be made. The
NAS appraisal form is available as Appendix 1.

1.6  Prior to the appraisal, the employee should:

« Gather information, such as - progress on set objectives, keyworker
responsibilities, feedback on training attended or that they may feel is required or
wanted.

« Prepare — Consider the structure of the appraisal, reflect on the work,
commitment, progress and achievements over the year.

1.7  The Appraisal is a two way process, that requires both the employee and their
line manager to take an active part and engage positively in the process. The meeting
should not be the first, or only, time the employee gets feadback on their performance
as throughout the year commitment and progress should be recognised and
acknowledged, whilst any performance issues should be addressed using the
appropriate policy or process. The appraisal and the mid-point review are therefore
opportunities to formally discuss, summarise and record this ongoing feedback.

1.8 In line with data protection and confidentiality requirements, a copy of the
appraisal record should be kept in a safe place and the line manager should make sure
that the individual receives a copy. The copies should be agreed by both parties and
signed (unless it is agreed that email is used).

1.9 = All employees, including bank, zero hour and temporary workers, as well as full
time staff, should have an annual appraisal.

If you have any queries, please speak to your local Autism Practice Facilitator or
HR Manager

If printed this is an uncontroiled document —refer to the NAS intranet for the katest version
Version 2.0 Page 5of 5 @ NAS
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Supervision Policy HR-5008

Supervision Policy

Document Title Supervision Policy
Reference Number HR-5006
Version Number V2.0
Date of Issue 15/10/2012
Latest Revision 15/11/2018
Distribution All employees
Owner Human Resources Director
Policy Lead(s) Head of Autism Practice & NAS Academy
Department Human Resources
Scope

This policy is relevant to all employees working for the National Autistic Society. The
NAS uses a reflective model of supervision and though it is recognised that there are
several functions for supervision, any performance management functions are covered
in the appraisal policy.

Policy Summary

This policy aims to support ali staff members across the charity to understand how
supervision should be conducted and provide information on why supervision is
important.

Position Statement

The charity recognizes that everyone will benefit from a culture where development and
wellbeing is valued and good quality supervision is one of the key tools for achieving
this. Supervision ensures that all staff members understand what they should be
seeking to achieve and are abie to learn through critical reflection. Good supervision
also improves communication and accountability between staff members at ali levels,
and helps to highlight and meet the training needs of all staff.

If printed this is an uncontrolled docurment — refer ta the NAS intranet for ihe latest version
Version 2.0 Page 3of 4 © NAS
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Supervision Policy HR-5006

Supervision summary

Supervision is a learning and support mechanism that enables ongoing development of
practice, through critical reflection on work based experiences.

11 Good practice suggests supervision should take place every six to eight weeks.
However, once a staff member has been confirmed in post, supervision sessions should,
as a minimum, be observed six times per year. Ideally, the frequency and duration
should be determined by the individual (supervisee).

1.2 Legal requirements for NAS services, schools and non-service staff vary.
Therefore, frequency across the organisation may vary during the course of the year.

1.3 It is recognised that supervision discussions can take a number of formats and
can be accessed via various mediums, including group supervision, telephone, Skype
or FaceTime. It is the outcome for the supervisee that is of most importance. However,
there should always be a written record of the discussion, particularly detailing any
agreed action for either supervisor or supervisee.

14 In line with data protection and confidentiality requirements, a copy of the
supervision record should be kept in a safe place and the supervisor should make sure
that the supervisee receives a copy. The copies should be agreed by both parties and
signed (unless it is agreed that email is used).

1.5 Bank, Zero hour and temporary workers who have worked consistently in a
service or school for more than 3 months should be accessing regular supervision. The
frequency of supervision should be proportional to the number of hours worked. For
example, if the individual is working more than 30 hours a week, the frequency should
equate to the charity standard for that service.

If you have any queries, please speak to your local Autism Practice Facilitator or
HR Manager

If printed this is an uncontrolled document — refer to the NAS intranet for the latest version
Version 2.0 Page 4 of 4 © NAS
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EVITQ

Response grouping | Response details
Staffwellbeing - ‘More: understanding of staff mental health i issues:

Staff wellbeing Supportive chats with old/new staff
S T B e :'-'::'-'.':'Management to_work hands on, for them t¢ WItness‘ho'
BEEN e dlfﬁcult/chai[englng some 1nc1dents can be

Staff wellbeing Maore debriefs following incidents

Staff wellbeing Motivational quotes/inspriation daily to keep morale up
. staffwellbeing 0 Treatcolleagues with respect and dignity
Staff weltheing Light humour in the workplace
Staff wellbeing Team building events
Staff wellbeing Better physmai [working] environment

: ”.-_-Relatmg better W|th staff Support the suppor ‘staff Ask how :

R R thev are, offer: breaks Btci T
Staff wellbeing Create/Organlze teams for fund raising events

i Ustaffwellbeing "“Clear communication and structure
Staff wellbeing Team bu1|d|ng events

: T.rammg and communlcate to. managers of serwce to. glve

S ' be happy and motlvate thelr staff - :
Encouragmg team building events for staff to bond asateam
and feel they can trust one another _

Staff wellbeing

. staff wellbeing
f.Staff weiibemg-

.‘.Staff wellbem

Restructured rota which offers a fairer work/life balance. IE:

Staff wellbei

attwellbeing every other weekend off instead of one in three
Staff wellbeing Team building events
Staff wellbeing Work/life balance {flexi-time)

Staff wellbeing good job’ reward system
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£ 20

Fast Manager Meeting
27 February 2019

Attendees:  Gareth Phillips (“*GP”)
Kat Bishop (“KB™)
Lyn Williams (“L.W”)
Debra Jones (“DJ”)
Harvey Philpott (“HP”)
Leanne Aitken (“"LA”)
Rhianne Atkin (RA)

Review of previous minutes

Annual leave to be tracked in service in parallel with new select HR functionality from
April. LA highlighted how the interim spreadsheet would be devised, ie: tabs per
person, per service on IT system to be used.

HP asked each individual what their primary concerns are currently.

GP is concerned about safeguarding (in terms of staff constraints and the amount of
time he has spent on recruitment). He is of the view that staff are feeling over-stretched
and could be susceptible to errors.

DJ is struggling with aligning visions of the people new in role and is keen to leverage
off the ideas of the newer staff members.

LW & KB — their issues relate to the number of vacancies and an unprecedented level
of absences. LW stated that there is disparity between the level of discretionary effort
that they are prepared to invest.

HP stated that in order to bring people onside again, it is worthwhile using supervisions
in order to impart that staff deliver consistently against the requirements of their job
descriptions. HP stated that he has noticed that there appears to be a lack of pro-activity
in service (with staff waiting to be told what to do).

LA advised that managers need to utilise the probation period in order to ensure that
staff are meeting expectations or to consider whether they should be exiting the
business.

HP stated that notes of meetings are required to be sent through to LA following
absence reviews.

GP highlighted that he needs to improve on the 3 monthly reviews during the 9 month
period of an active improvement plan.

HP requested that managers check their FirstCare reports on a weekly basis and adopt
a pro-active approach.

LA to circulate an email to East managers with screenshots of how to view their staff
list and accompanying absences/triggers.
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COMING TO WORK (ABSENCE MANAGEMENT) - Flowchart

("_ Absélies *hou(d be nolified In persan prcmptly to the Jins managnr or
another responsible manager, if line manager is not available, within agreed
tmescales. ) _

» Required fo stote the nature’ and fikely duration of illness. .

« Absatices of 7 doys or lskg, employes 18 required to complete the NAS self-
certificate form.

+  Abasniee bayoend 7 caléndar days (ires udmg resldayﬂj, a medical certrﬂcate

\ from the GP must bs sent to{he fine manager.

AN

¥ Enguras employes complies with the abssnte reporing process and has
completed the seif-eariification form andlor submitled @ GP nofe for any
sigkness beyond 7 catendar days,

= Holds feturn (o work nieeting with en pluyee on el retun to work,

+ Completes the waekly aboence repotting shests (payroll sickness and

Manager establishment finked} and forvards to HR with the correspanding self-

\ certificates and GF notes. Y,

( Sends generated monthly reporis to the managers for the éniployees who have
met ihe foliowinig trigger poinis as per| Lhe policy:
» & separsie ep;.,udes of ehsences in any roling 12 month peried.
' 8 days absence Or Hver more ihan one oceasion in any rolling 12 menth
period;
+ An unacceptalle kend of abasnce, |
» The absencss are causing etious pioblems in arvice dsltvery.

\.

Reviews repoit and arranges for an informal meeting td idedlily the reasonis] for

absente and {a%es sppropriate management action,

Manager . Kegps written record of the distussion and agreed ackion p?an on employeea
file.

» {f no impravement; sddress nsing formal procadura.

\,. v
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GASE REGISTER 2016118 WALES

Ferename

Sumame

Disahilify

Ho

Unkncan

Urlkneym

Job i

.. Caén Type

Behaviour Stoporl  Pedormance

Co-crdinator

Supporl Worker

Tear Leader

Managoment

Performanca
Managemeat

Performance
Management

Location

Wales HO

Glambogan
Kousa, Neath

Glamorgan
House, Neath

. HR lAanager

Leanna Altken

Leanne Aitken

Leanns Altken

Case History ! Progress

LA {o deaft Ivite fetter Lo capability review meeting. 02.05.18 - LA drafted Invite lslter to review mesting
sehedidad for 03.04.18 which was emalled o CS. 15.05.18 - LA senl a dralt outcome letler o BR to
Is¥iew a5 he is amending Lhe Improvermend pan In preparation for the final review mesting. 21.05.18-
DR workding on improvement plan updates 1 the required chiectives and will despatch latter and plan
once compleled. 22.06.18 - DR advised LA that CS is lrzcking in ine with hs ebjectives and that be s
linatising his improvement plan bit that thare Is ne nead to go to a capability hearing al this polat I he
sustains Lhe level of parformance fe is comently displaying. 13.08.18 - Per DR, ©S has sahibited further
woimying eoncems fegandng his prolessionalism In Neath senvices, A supervision is being heid this
week, loliowing which, ¥ will compile Ihe feedback ftom Lhe Nealh manager mesting on iis retum
from feave in 2 weeks refating to CS's outpul against the measuras in his improvement plan,

Thereafler, the tkelihood is that this will proceed lo a capabllily hearing as & final improvement note Is
Jive. 23.11.18 - C5 has been advised by DR that ha1s o be put back on bis improvement pan. LA
drafted format Ivite on 26,11, 18 and DR wil defiver by emall &t C5's request for a meating inwie
03.91.18, 17.12.18 - Tmvte telter Tssued by DR on 11.12.18 for mesting on 14.12.18 and cutcoms lelier
dratted by LA and sent to DR on 47.12.18 for cmward defivary to C5, 02.01.18 - compllnl received from

Kbt rogarding PBM service delivery by CS In the West 15.64.19 - inito lefter and pack emalied to C5
Jor hearing on 21,01.19. Hearing adoumed fo galher furlher svidence which was submilied fo CS for
e o 25.01. 98, 28,0419 - Hearing reconvened. 29.01.19 - Outcome latler despatehed via email,
G advised telephonically that he would be aopealing. 06.02.1% - C$ appeal recefved on 05.02.19. HH
imvte to appeal fatter sent on 06.02. 19 for hearing on £4.02.19. 18.02.19 - Appeal hearing conducted
and HH upheld decision. Cruicome letter and minutes despalched 18:02.13. Case closed.

Performance improvemend plan to ba lmplemented for not following the FRS plan which has resulledin
$A being unable to supoort an individuat at Glamorgan House. HIW lo conduct 8t informal meeling and
sl an Tmorovement plan. CF (SSW) conducted the meeting. This has been compleled and plan sent to
HR. To ba reviewed 26.02,18 and 26.03.16 In supenvision, Targel dats of imp plan (30.64.18).
Per KM on 14.03.18 - SA I tracking well and mainizining hls level of behavlous so leave on register
until next review mesting concluded, 29.03,18 - RP {mar) has had fo speak to SA this week for not
following an individizal's plan but olhensisa be remains on tack. 09.04.18 - SA was reported by MW last
wesk for collecling a stall member whitst supporting an indvidual on Transpadt which he shouldn'have
a5 it coutd hava rggered an episods with this individual. KM will engags with 448 to detemtine why
and pstzblish conlaxt bul agrees with LA that a managament discussion will sufice. He will folfenw up
with MW and 8K directly. 26.04.19 - per KM, management discusston hald - ne action faken. 25.05.13 -
Per KM, he mat with S last week and sho has removed b lrom informal capability. Case closed.
17.12.18 - Per KM, ferther [ssuss regarding Interactions with colleagues {cofhuraliy driven perhaps) - SA
Is being pul on capablily - agreed wic 17.12.18. Implementation stalus update (KH). 04.02.19 - Per
KK, close casa - being managed informally.

Letler hand defivered 12.02.18. SK and VD mesting with MP on 15.02,18, Orginally arranged for the
moming, but we were informed she has an intenvigw 50 d for tha altemoon. [me Flan
received by HR on 07.02.18. Flrstimprovemen note lsltst and improvermenl plan being hand dalivered
08.03.18 during first review meeting. 14.03.18 - Per KM HP attended roview meeling but was focused
on appartioning blame rathet than having an accotmtablity focus - & Stall have complained aboul MP
and hava confirmed lo SM thala 1t Fon was their p op lodging a
formal grigvance. K is gathering evidenoe from thass sessions which he wil feed Info her capability
management. 28,03, 18 - LA drafled letter which was senl out from SH today with Lhe minutes from
review meeting hefd on 08.03.13 - the nexl review meating s schedded for 05.04.18, Update on
02.04.18 - meeling held and RF's notes teceived by HR on 06.04,18 - MP wilt conlinue to have weekly
waifara meatings with Sk bul she also requasted a raiew of het improvement plan once a week as
opposed lo 2 3week revien which has bean declined. LA fo dralt outcome Jefter and send to Sarah.
14.04.18 - Flnal improvement note issued fo MP {mid point raview meeting Lo bo scheduted by SM Tor
‘el 30.04.18) followed by a Fnal review meeting 3 weeks Iheteafter. 26.04.18 - W bas asked Ihal
Jufie Jenkins suppord her &l the meeting. Sha has also made an approach 1o KM lo requast a
demotion to SW, 14.05.18- LA recsived notes of midpoint review mesting on 03.05.18 from Sk and
drafted tvite letler to final capabifity review meeting today and emalled it to SM. Final review lobe
haid on 21.05.18. Per KM on 21,05,18 - he mak with 1P on Friday fo request that she mave Lo support
worker and this was rejectad. Sho has epplied lor and being accepted to be a bus daver (passed
meedical bul she bs unsure if her mental health might be anissue). KM and MS are going le hear it
04.06.18 - MP has submitled her resignation latter and last working day is 96.66.18. Grievance ledged
by MP againsl management on 08.06.18 and responded to on 18.06.18 by NH {outceme being thal
grlavance was not upheld). Sase closed,

Case Status

Closed

Clased

Closed

Case
Quicome

Action shod of
dismissat

No Fusther
Artion required

Resignation
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Leanne Aitken

- ]
From: Kevin Mort
Sent: 14 June 2019 22:46
To: Leanne Aitken
Subject: S

Wow best letter ever... thank you. [ was thinking of things that were missed then bang... two lines later you
covered it.

Kev

Kevin Mort

Lead Manager, South West Wales /
Rheolwr arweiniol, De-orllewin Cymru

i kevin.mort@nas.org.uk | M: 07483009692 | W: www.nascymru.autism.org. uk

National Autistic Society. Cymru/Cymdeithas Genedlaethol Awtistiaeth Cymru
2nd floor, Lancaster House, 106 Maes-y-Coed Road, Cardiff. CF14 4HE

Get Qutiogk for Android

From: Leanne Aitken

Sent: Friday, lune 14, 2019 9:00:57 PM

To: Lauren McCartney

Cc: Kevin Mort

Subject: RE: R o R LT

Hi

Please see Stage 2 outcome letter attached (1% written warning) for hand delivery to g8 on Monday. If you are happy
¢ “thit, please print and sign it and scan me back the finalised version. This will then form the basis for the discussion

;'along with the OH report and RA at her return to work meeting as discussed.
L

Leanne Aitken

Area HR Manager (Wales) / Rheolwr AD Ardal (Cymiru)
02920 629 302 S

07397 727 050

leanne.gitken@nas.org.uk

National  panstorming lives and

Autistic : .
Society changing afrifudes

From: Lauren McCartney
Sent: 14 June 2019 16:11
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Nationaol Nationa! Autistic Society Cymru
Setdi 2nd Floor / 2il Lawr

AUt!StIC Lancaster House / Ty Lancaster
Society 106 Mctes-y-Coed Road /

106 Ffordd Maes-y-Coed
Cyme Heath / Y Waun

Cardiff / Caerdydd

CF14 4HE

Tel / Ffén: 029 2062 9300
Private & Confidential Email / Ebost wales@nas.org.uk

17 June 2019

Dear.

Absence Review Qutcome — 5tage 2

Thank you for attending the above meeting which took place on 5% june 2019. In attendance was
myself (Lauren McCartney — Cardiff Autism Centre Manager) and Jordan Thomas (Team Leader) and
note-taker, '

You chose notto be accompanied on this occasion and confirmed that you were happy to proceed.

During the meeting, we discussed the fact that you had incurred multiple further absences since the
Stage 1 Absence Review on 9™ April 2019, reviewed your attendance to date and the actions you had
taken in the intervening period to address your medical issues.

You relayed that your absences relate to the two medical conditions (Urticaria (Hives) and migraines),
previously disclosed. You also referenced having experlenced side effects from a new medication that
the GP had prescribed and that you had been referred to neurology specialists but remained on an
eight month waiting list. You stated that you had also sought help from an osteopath and had
undergone acupuncture, as well as trying natural remedies. Currently, you are also on a waiting list
for physiotherapy and hope to have heard back regarding an appointment by month end.

Numerous adjustments had already been implemented since the initial absence review on gt April
2019, as follows:

» Reduced working to four hours a day (9.00am to 1.00pm), Monday to Friday between 15" and
29 April 2019 and then phased up to 6 hours per day until 10" May 2019 at which paint, you
returned to your contracted hours. This reduction in hours was implemented with no financial
detriment to yourself. This management decision was taken in order to negate any financial
impact that could add to your personal stress and potentially contribute to your migraines.

e Protective restrictions were put in place in relation to the individuals you support {limited to
those who reguire less physical or demanding support}.

e A comprehensive risk assessment outlining and addressing the areas of potential risk to you
and the service relating to your day-to-day work activities, which has been subject to regular
review.

&Y BUDDSODDWYR | INVESTORS
Y, 4 MEWN POBL | IN PEOPLE

Patron: HRH The Countess of Wessex. Chairman: Dr Carol Homden. President: Jane Asher.
Chief Executive: Mark Lever. National Autistic Society is a charity registered in England and
Wales (269425) and in Scotland ($C039427) and o company limited by guarantee registered
in England (No.1205298), registered office 393 City Road, London, ECIV ING
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NQtioan National Autistic Society Cymru
s gt 2nd FHoor / 21 Lawr

AUt!StIC Lancaster House / Ty Lancaster
SOClEty 106 Maes-y-Coed Road /

106 Ffordd Maes-y-Coed
Cymru Heath / Y Waun

Cardiff / Caerdydd

CF14 4HE

Tel / Fén: 029 2062 9300
Email / Ebost: wales@nas.org.uk

e Management supporting attendance to any medical appointments directly relating to your
current health and required clinical input.

During the course of discussion, it was agreed that the following accommodations would be made in
order to facilitate your attendance in work:

¢ Azero tolerance approach (including a mandatory fit note for all absences and a cessation of
occupational sick pay for future absences) would not be implemented.

e Management would continue to accommodate your related medical appointments during
working hours,

e Your risk assessment would remain in place for a further 4 weeks (from 5" June 2019) whilst
waiting for the Occupational Health report and input from the physiotherapist.

o At your request, management would endeavour to vary the individuals you support whilst
balancing this against the requirements of the service.

e A standing invitation to meet with Jordan Thomas {Team Leader) on a weekly basis to reflect
on how the week went and whether any stressors were identified that you required support
with.

It should be noted that management has exercised leniency through the course of the last three
months, whilst doing the utmost to support you. It should, however, be noted that the organisation
is unable to sustain this level of absence over the longer term and consequently, this letter serves as
a formal warning which will be placed in your personal file but will cease to be live after 12 months
provided that there is further breach of the organisation’s policies.

The improvement expected is that your attendance returns to an acceptable standard with immediate
effect.

If your attendance does not significantly improve or if there are further instances of absence, this will
trigger an escalation in the formal absence management procedure.

You have a right of appeal against this decision. If you wish to appeal you can do so by writing within
7 days to Nick Haake (Area Manager — Wales) at nick.haake@nas.org.uk. You should give sufficient
evidence to support your appeal on at least one of the following two grounds:

& X%, BUDDSODDWYR | INVESTORS
Y, o MEWN POBL | IN PEOPLE

Patron: HRH The Countess of Wessex. Chairman: Dr Carol Homelen. President: Jane Asher.
Chief Executive: Mark Lever, National Autistic Society is a charity registered in England and
Wales (269425) and in Scotland (5C039427) and a company limited by guarantee registered
in England (No1205298), registered office 393 City Road, London, ECIVING
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National National Autistic Sociely Cymru
. 2nd Foor / 2il Lawr

AUtEStIC Lancaster House / Ty Lancaster

Society 106 Maes-y-Coed Road /

106 Ffordd Maes-y-Coed
Heath /Y Waun
Cardiff / Caerdydd
CF14 4HE

Cymru

Tel / Ffdn; 029 2062 9300
Email / Ebost wales@nas.org.uk

¢ The perceived unfairness of the decision; or
e Procedural irregularities

Please refer to the Coming to Work Policy, which has already been provided to you, for information
regarding the appeal procedure,

I would like to remind you of the Employee Assistance Programme, which is a confidential advice,
counselling and support service available on 0800 716 017

Please do not hesitate to contact me or Leanne Aitken (Area HR Manager ~ 02920 629 302} if you have
any gueries. ' ’

Yours sincerely

Lauren McCartney
Cardiff Autism Centre Manager

¥}, BUDDSODDWYR | INVESTORS
%_o¥ MEWN POBL | IN PEOPLE
Patron: HRH The Countess of Wessex, Chairman: Dr Carol Homden. President: Jane Asher.
Chief Executive: Mark Lever. National Autistic Society is a charity registered in England and
Wales (269425) and in Scotland (5C039427) and o company limited by guarantee registered
in England (No.1205298), registered office 393 City Road, London, EC1V ING
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Leanne Aitken

Subject: FW: Draft formal improvement plan- CT-
Attachments: Formal Improvement Plan CT 15-3-19 draft.docx

From: Harvey Philpott

Sent: 26 March 2019 17:46

To: Leanne Aitken <Leanne.Aitken@nas.org.uk>
Subject: RE: Draft formal improvement plan- CT

Hi Leanne,
{'ve tweaked it but | could do with a chat tomorrow am before meeting with CT around lunchtime tomorrow.
'm not sure 've guite done what you suggest but it makes sense to me...

Regards,
., .arvey
Lead Manager — East Wales

From: Leanne Aitken <Leanne Aitken@nas.org.uk>
Sent: 25 March 2019 17:17 |

To: Harvey Philpott <Harvey.Philpott@nas.org.uk>
Subject: Draft formal improvement plan- CT

Hi Harv

| have reviewed the ID and | think we can expand on some of the inclusions in the attached and align it to the feedback
received from the exit interviews as there are tasks in there that @B will be required to act on.

Specifically:

I develop people’s performance:
f\“ e Review the allocation of work to SW's and SSW's across the services to ensure fair distribution in line with
agreed objectives (whilst continually evaluating outcomes) through regular supervisions and appraisals.

« Ensuring that performance management processes are applied and that difficult conversations are conducted in
a timely manner [eg: For management communications to be robust and professional, being able to deliver
difficult messages to individuals and groups directly].

s Providing demonstrable evidence of coaching and/or supportive interventions that have been implemented to
develop staff teams [eg: Mentoring Centre Manager / Lead Team Leader to chair effective meetings and
demonstrate strong management approaches with their staff teams].

1 adapt to changing priorities:

¢ Be responsive to change through effectively prioritising and delegating affiliated tasks in order in order to
ensure that key service objectives are embedded and sustained.

e Proactively identify risks and work with Lead Manager to devise and implement solutions [link to initiatives to
reduce capacity constraints, upskill staff.

! achieve professional standards:

« Utilise time and resources effectively and work in a systematic, organised and methodical manner {link to tasks

that could include systems that need to be implemented and maintained so service runs smoothly].
I co-operate with others to work safely:




Eves

»  Work with service teams to pro-actively manage H&S issues and ensure that plans are implemented to reduce
these {link to the issues raised with environment and vehiclesl.

Once you have reviewed the compilation doc I've done following the exit interviews combined with my email of this
morning, | would include each of the above bullets as headlines in column 2 alongside the related key performance area
and then list tasks/actions underneath that.

Hope this helps.

L

From: Harvey Philpott

Sent: 15 March 2019 17:25

To: Leanne Aitken <Leanne.Aitken@nas.org.uk>
Cc: Nick Haake <Nick.Haake @ nas.org.uk>
Subject: draft formal improvement plan- CT

£ “'yaleanne,

p . .
rlease see this draft- I'd be interested in your comments on Monday.
Regards,

Harvey Philpoti

Lead Manager East Wales

02920 629300

07717 867935
harvey.philpott@nas.org.uk

NAS 5 Station Rd, Caerleon, NP18 INH

T
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Leanne Aitken

From: Christopher Thomas

Sent: 24 May 2019 16:42

To: Leanne Aitken <Leanne.Aitken@nas.org.uk>

Subject: Re: (IEIINNEENNY) Stage 3 Absence Review Meeting Minutes 16 05 2019

Thanks Leanne,

83 isn’t in today but will deliver next week.

1t’s an excellent letter and captures the meeting perfectly
Thanks |
Chris

Get Outlook for 108

_From: Leanne Aitken
¢ .nt: Friday, May 24, 2019 3:01:21 PM
To: Christopher Thomas
Subject: FW: LS Stage 3 Absence Review Meeting Minutes 16 05 2019

Hi

Please see attached outcome letter. 1 wasn't sure who took these notes - please put full name and job title in the
opening paragraph and defiver to LS. | have made the letter for delivery by hand but if you would prefer, [ can post it to
her hame address?

Kind regards

Leanne Aitken

Area HR Manager (Wales) / Rheolwr AD Ardal (Cymru)
02920 629 302

07397 727 050

leanne.gitken@nas.org.uk

National  yrgnstorming lives and

é‘gg:%'f changing attifudes

From: Christopher Thomas

Sent: 20 May 2019 05:06

To: Leanne Aitken <Leanne Aitken@nas.org.uk>

Cc: Harvey Philpott <Harvey Philpott@nas.org.uk>; Lyn Williams <Lyn Williams@nas.org. uk>
Subject: LS Stage 3 Absence Review Meeting Minutes 16 05 2019

Good morning Leanne,
| completed LS 3 review on Thursday 16" May, the meeting minutes are attached. She brought GT in with her.
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LS is due to have surgery but she still does not have a date for this. We discussed the fact that, due to this being a
planned surgery, this in itself would not mean that she moves to a medical hearing but that any more unplanned

absence may do so.

Please could you draft a Stage 3 Qutcome letter and let me know if you need anything else?

Thank you
Chris

Cheis homas

Autism Centres Manager — East / Rheolwr Canolfannau Awtistiaeth - Dwyrain
NAS Cymru

t: 02920 629300

m: 07917 675666

e. Christopher.Thomas@nas.org.uk

ww . Nascymiu.autism.org.uk
*, ollow us @nascymru on twitter
Like us at facebook.com/nascymru

National
Autistic
Society
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National National Autistic Society Cymru
P 2nd Floor / 2il Lawr

AUt!StIC Lancaster House / Ty Lancaster
Society 106 Maes-y-Coed Road /

104 Ffordd Maes-y-Coed
C\/mrU Heath /Y Waun

Cardiff / Caerdydd

CF14 4HE

Tel / Ffdn: 029 2062 9300
Email / Ebosh: wales@nas.org.uk

Private & Confidential

Delivered by hand

24 May 2019

Dear.

Absence Review Outcome — Stage 3

Thank you for attending the above meeting which took place on 16" May 2019. In attendance was
myself {Chris Thomas, Day Services Manager — East Wales) and KBB (insert title) as note-taker. '

. You elected to be accompanied to the meeting by Geraint Thomas {Senior Support Worker).

During the meeting, we reviewed your attendance to date and the reasons for your absences in the
last 12 month period, discussed the implication of the future planned surgery and the contents of the
Occupational Health Report dated 13.03.19.

You confirmed that you were in agreement with the recommendations included in the Occupational
Health Report and that you were currently managing the impact of gall stones on your health through
diet and medication. Additionally, you advised that you did not think a risk assessment would be of
benefit whilst you are awaiting surgery and you declined for your role or hours to be adjusted.

By way of a supportive measure, it has been agreed that any scheduled absence for surgery would be
accommodated without the process being progressed, hawever, given that your unrelated absences
are in excess of 3 months during the past year, the organisation is unable to sustain this going forward
and as such, would require that your attendance improves significantly over the coming months.

If you wish to revisit the subject of adjustments or propose additional measures that have not been
considered thus far and may assist in facilitating your sustained attendance in work, | would be happy
to conduct a further discussion in this regard.

Please note that this letter serves as a formal warning which will be placed in your personal file but
will cease to be live after 18 months provided that there is no further breach of the organisation’s
policies.

& ™Y, BUDDSODDWAR | INVESTORS

‘#L_ﬁ,ﬁ’ MEWN POBL | IN PEOPLE

Patron: HRH The Countess of Wessex. Chairman: Dr Carof Homden. President: Jane Asher.
Chief Executive: Mark Lever. National Autistic Society is a charity registered in England and
Wales (269425) and in Scotland (SC039427) and a company limited by guarantee registered
in England (No1205298), registered office 393 City Road, London, ECTV ING
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National National Autistic Society Cymru
fedi 2rd Floor / 2i Lawr

AUt!StIC Lancaster House / Ty Lancaster
SOCIet\/ 106 Maes-y-Coed Road /

106 Frordd Maes-y-Coed
Cymru Heath /Y Waun

Cardiff / Caerdydd

CF14 4HE

Tel / Ffon: 029 2062 9300
Email / Ebosh; wales@nas.ord.uk

Whilst being cognisant that you are likely to experience ongoing discomfort whilst you await surgery
{which the NAS is witling to accommaodate within reason), the requirement exists for your attendance
to measurably improve. Failure to evidence an improvement, will result in the procedure being
progressed to the next stage, where one of the options for consideration would be whether or not
your employment should be brought to an end.

You have a right of appeal against this decision. If you wish to appeal you can do so by writing within
7 days to Nick Haake {Area Manager — Wales) at nick.haake@nas.org.uk. You should give sufficient
evidence to support your appeal on at least one of the following two grounds:

»  The perceived unfairness of the decision; or
*  Procedural irregularities

Please refer to the Coming to Work Policy, which has already been provided to you, for information
regarding the appeai procedure.

I would also like to remind you of the Employee Assistance Programme, a confidential advice,
information, counselling and support service which is available on 0800 716 017.

Please do not hesitate to contact me if you have any queries.

Yours sincerely,

Y

: \.:‘
Chris Thomas
Day Services Manager (East Wales)

¢ ™% BUDDSODDWYR | INVESTORS
‘!1_,_\4"’ MEWN POBL | IN PEOPLE
Patron: HRH The Countess of Wessex. Chairman: Dr Carol Homden, President; Jane Ashet,
Chief Executive: Mark Lever, National Autistic Society is a charity registered in England and
Woales (269425) and in Scotland (SC039427) and o company limited by guarantee registered
in England {No.1205298), registered office 393 City Road, London, ECIV ING
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Leanne Aitken

From: David Richards

Sent: 05 February 2018 15:44

To: Leanne Aitken

Subject: RE:

Attachments: CS Qutcome Letter Final Improvement Note 26.01,18.doc; Formal Improvement Plan -

Capability.docx

Is this better?

David Rictards

Senior Behaviour Co-ordinator

NAS Cymru

Lancaster House
#"N6 Maes-y-Coed Road
“Lardiff

CFi4 4HE

M: 07500226010

L: 02920 102784

From: Leanne Aitken

Sent: 05 February 2018 13:42

To: David Richards <David.Richards@nas.org.uk>
Subject: RE:

Hi Dave

My only comment would be to look to tie in the points that you are summarising in this covering letter to the initial
points raised in the first improvement note so there is an element of consistency in terms of tracking improvements (or
not) since the inception of the capability management intervention for & He has been sighed off on his coursework
now, so far as | am aware, but if there is anything you want to tie in that is outstanding in terms of the practical

{ monstration side to it, include that.

The points you highlight {in the below extract from the letter} are quite detailed and fine for the performance
improvement plan but in the letter summary, | think we should utilise this section to link back to the original
performance issues and provide a generic description against each bullet point {eg: his time management and whether
he is staying up to date with his Caresys tracking etc). You could then add in the 3 stage competency training etc.

“The performance issues are outlined in the attached formal improvement plan and are summarised below. Please
provide evidence for the following activities. If you hold training sessions and sufficient staff do not attend that will be
seen as being out of your control as long as you gave sufficient notice to the service.

e Share and train TT’s PBS plan with the Ty Mynydd staff team

¢ Complete Goodness of Fit {GOF) questionnaires with the staff team at Ty Mynydd

s Three stage training carried out with the staff team (please provide evidence of completed knowledge tests, Role-
plays and Positive monitoring)

e Staff trained on the teaching and learning plans and given relevant documentation”

First Improvement Note siated:




e (S to populate his online calendar and keep it updated at all times.

EVes

e CSto arrange a meeting with Louise Albert to sign off his file. DR agreed to call Jo Wheeler {course administrator)

to acquire an update as to the status of CS's e-learning completion rate.
e (S to meet with Richard Boswell to undertake competency training.
e CS to arrive for meetings and training in a timely manner.

From: David Richards

Sent: 05 February 2018 12:41
To: Leanne Aitken

Subject:

Hi
Would you please sense check this before | send?

¢ anks

Dave

David Riclards

Senior Behaviour Co-ordinator
NAS Cymru

Lancaster House

106 Maes-y-Coed Road
Cardiff

CF14 4HE

M: 075002260710

L: 02520102784




Capability Management

U8

HR-0025

Formal Improvement Plan

{To be completed by Manager as part of Formal Stages)

Prior to commencing an improvement plan, managers should seek guidance from your local HR Manager.

Development Plan for:

Pate of Meeting: 19/1/18

Commencement Date of Development Plan: 19/1/18

Next Review Meeting: 26.2.18

*“Area of Concern "
. (NAS Compelency) -

=
*| achievable, clear. tangible

- examples/descriptions of
-behaviours ortasks). .

Method of Monitoring/ :
Evaluation ;-

*| ;i (Observation, Feedback,”

"L Frequency of m_e_gatfngs) i

: Development.: -

Comments/Actions -
. onAreasof .
~Improvement & -~

. .E Qatﬁér and .

Share and tréin

19% March 18

Paper based

share knowledge TT's PBS plan evidence and
with the Ty discussion with

| achieve Mynydd  staff stakeholders

professional team

standards

| work in partnership

| gather and Complete 19% March 18 Paper based

share knowledge Goodness of Fit evidence and
(GOF) discussion with
questionnaires stakeholders
with the staff

team at Ty
Mynydd

| gather and
share knowledge

Three stage
training carried
out with the staff

team (please
provide
evidence of

19t March 18

Paper based
evidence and
discussion with
stakeholders

© NAS if printad this is an uncontrolled document — refer to the NAS intranet for [atest version
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Capability Management HR-0025
I achigve completed
professional knowledge tests,
standards Role-plays and
Positive
monitoring)
| gather and Staff frained on 19th March 18 Paper based
share knowledge the teaching evidence and

I work in partnership

and learning
plans and given
relevant
documentation

discussion with
stakeholders

_Training & Development -

|- Action to be taken & by whom . -

N/A

N/A

Signature & Date

AP

5/2/18

Signature & Date

NAS If printed this is an uncontrolled document — refer to the NAS intranet for latest version
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Hi

Please see below as requested.

L

2016/17 | Investigation/disciplinary 18
Suspensions 3
Grievances 7
Complaints Not recorded

2017/18 | Investigation/disciplinary 30
Suspensions 5
Grievances 10
Complaints 2

2018/19 | Investigation/disciplinary 19
Suspensions 2
Grievances 4
Complaints 4

Leanne Aitken

Area HR Manager (Wales) / Rheolwr AD Ardal (Cymru)
02920 629 302

Q7397 727 050

leanne.aitken@nas.org.uk

National  frgnstorming lives and

Autistic . ,
i Society changing aftitudes

From; Dina Patel

Sent: 07 May 2019 10:17

To: Debbie Rigby <Debbie.Righy@nas.org.uk>; Dawn Allen <Dawn.Allen@nas.org.uk>; Maria Crookes
<Maria.Crockes@nas.org.uk>: Brenda Yearwood <Brenda.Yearwood@nas.org.uk>; Leanne Aitken
<Leanne.Aitken@nas.org.uk>; Caroline Dale <Caroline Dale @nas.org.uk>; Liz Morgan <Liz.Morgan@nas.org.uk>
Cc: Andrew Powles <Andrew. Powles@nas.org. uk>

Subject: RE: URGENT; info for charity commission needed today 12pm

Hi All,
Thanks for your comments; if we don’t hold the complaints information that’s fine.

Am In meetings all morning so unfortunately unable to go through the KPI trackers to collate this. If you can collate this
that would be helpful and | can format and send on from my end.
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Average Number of Supervisions per Staff Member

1.0

0.9

0.3

0.7

0.6

0.5

0.4

0.3

0.2

0.1

0.0

Average Number of Supervisions per Staff Member by Service
|

=g Nztional Autistic Society Cymru Centre, Neath
Naticonal Autistic Society Cymru Centre, Newport
e National Autistic Society Cymru Centre, Cardiff
s NAS COMmMmunity Services (South Wales} :
s 1NAS Community Services (North Wales)
e=fpms Orchard House
==l Plas Newydd
e Ryl Hir
=== P3ale Road :
== Ty Mynydd

emfBee Ty Coed & Bungalow

e Ty Mawar & Ty Canol

Oct/Nov18

Decl&/lan19

Feb/Marl9 Apr/Mayig
2-Month Period

&
Junfjulle

<
Aug/Sepl9




Supervisions

ving

Number of Staff Rece

30

25

20

15

10

Oct/Novld

Decl8/lanl®

Number of Staff Receiving Supervisions by Service

W National Autistic Society Cymru Centre

National Autistic Society Cymru Centre

# National Autistic Society Cymru Centre

# Orchard House

# Plas Newydd

B Rhyd Hir

@ Pale Road

@ Ty Mynydd

# Ty Coed & Bungalow
u Ty Mawar & Ty Canol

Feb/Marl9 Apr{Mayld Jun/lul19 Aug/Sepls
2-Month Period

’

7

r

@ NAS Community Services {South Wales)
B NAS Community Services (Narth Wales)

Neath
Newport
Cardiff

2N






iuaymoum Ag

Lz N3




Leanne Aitken

From:
Sent:
To:
Subject:

Debbie/Leanne

&V3p

Andrew Powles

25 March 2019 12:14

Debbie Rigby; Leanne Aitken
RECRUITMENT AND RETENTION

We have an opportunity to showcase and share what is happening on recruitment and retention, as the Resourcing and
Planning committee {chaired by Carol Homden) have requested a paper for next month’s meeting

With the HR work-stream you are leading, it seems to make sense to ask you both to drive this forward

I think this is also the place to feed in explicitly the risks associated with pay, especially with no planned cost of living
i “Crease across the board and minimum wage employer for specialist care. We should also comment on the ability of
" tne organisation to use flexibility in the pay scales to address local recruitment hotspots

You should ensure that the paper naturally reflects the whole business with schools and HO, so you will rightly need to

engage colleagues

Can | suggest the first stage would be for you to send me an outline structure of the paper and especially what the “next
steps” would look like ~ if you’re both ok with this, could | have this by the end of the week?

Does this make sense?
Naturally happy to talk further
Kind regards

Andrew

¢ drew Powles FCIPD

“people Director (Interim)
E: andrew.powles@nas.org.uk
A: National Autistic Society
393 City Road, London EC1V 1NG
T:02079033569 ext5569
Website: www. Autism.org. il

National
Autistic
Society
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Recruitment & Retention Submission for

Resourcing & Planning Committee (April 2019)

Overview

The purpose of this paper is to provide an insight into the current landscape across Adult
Services and Schools in terms of identifying contributors to the ongoing recruitment and
retention issues being experienced, whilst seeking to identify key themes and outline

recommendations that could support impactful change going forward.

The fundamental question that should be posed is, what type of employer does the NAS wish
to be? If we engage with our values and seek to inspire by “spurring people into action and
motivating change”, we have an obligation to apply that thinking to our workforce by
ensuring that we encourage discretionary effort through transparent systems and processes
that support career development / progression, whilst aligning to a competitive total benefits
and rewards package. Bringing about meaningful change to our employee proposition
through decisive action will serve to demonstrate to our people that we are serious about
supporting the core NAS priority, being the “retention of skilled staff who feel valued and

excited to work for us”.

The themes that have been identified in this report, follow an analysis of data received from
multiple sources across the organisation. Methods used include: output from manager
surveys, feedback retrieved fram people exiting the organisation during the 12 months to
January 2019 {who cite better pay/rewards and career prospects as being within the top 3
reasons for leaving — see Appendix 1), system generated management reports and feedback

from Area HR Managers. The key focus areas that have emerged are as follows:
Pay

Current thinking is that a fair and transparent pay and reward process, supported by a
framework that supports staff to develop and progress will result in measurably reducing

agency spend {which is currently at 9%) and assist in alleviating the associated turnover costs.

There is an argument to support that Adult Services and Schools be tinked to separate pay

scales. The reasons for this are that a number of fundamental differences exist in terms of

1|Page
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the environments and funding structures, with schools having a union affiliation (which saw
an increase in teachers’ pay in line with a collective agreement in the North). There is also an
increasing demand for specialised clinical roles within schools which may warrant a separate
pay band. Additionally, Scottish legislation sees support workers paid at a higher rate than
the remainder of the UK which is difficult to accommodate within the existing pay structure,

so consideration should be given to a separate pay scale for this area.

A proposed option for services that are experiencing challenges in staffing shifts within
residential environments could include re-implementing the unsociable hours allowance
which would serve to recognise the impact of shift work on the work / life balance of these

staff members.

In terms of entry level roles, an hourly rate of £8.21 was introduced for any area falling below
that threshold in January 2019, in readiness for the legislative amendment to the National
Minimum Wage which took effect this month. However, recent uplifts have seeing an erosion
in the differential between grades, especially in areas that have had business cases approved
to pay staff in excess of this rate. The lack of consistency in terms of how differential rates
are applied to this category of employee across geographies makes for an unwieldly process
which doesn’t align to the organisational drive for consistency and standardisation. A
consideration would be to review the location allowances / market supplements with a view

to increasing these in London and surrounds.

Furthermore, if we are seeking to become an employer of choice and our staff are deemed
autism specialists, it begs the question as to whether we should be aspiring to pay at a rate
commensurate with the skills and expertise required to effectively fulfil a frontline role. This
may translate into increasing the hourly rate to £8.50, £8.75 or £9.00 in advance of the
government’s proposed national living wage of £9.00 per hour which is scheduled to come

into effect in April 2020.

Feedback from the South West, Central and Wales indicates that paying entry level rates in
excess of the National Minimum Wage have delivered positive outcomes in some services
identified as having critical staff shortages, whilst having little impact in others, which
strengthens the argument that pay (whilst a contributing factor) can only be a part of the

solution in addressing attrition levels but that this will go hand-in-hand with building
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management and leadership capability and introducing a model that facilitates career

development and progression.

A further point to note is that the disparity in pay within the organisation for people fulfilling
roles at the same level has resulted in discord amongst staff in certain services {for example,
in the North, where adult services are located within close proximity to schools who are

paying staff at a higher hourly rate).

Maintaining the differential between pay grades is an issue across the board and the risk of
failing to maintain this margin is leading to disengagement and a drop in staff morale. Our
aim here is to adjust the pay scales for Grade 2 and above to protect this margin whilst

ensuring that there is scope within these tiers to enable advancement.

Whilst there is some difference of opinion in terms of the extent to which pay impacts our
ability to attract and retain talent across areas, there is consensus that the absence of a year-

on-year cost of living increase has had a detrimental impact on retention and our brand.
Career Progression and Development

Given that “lack of career prospects” was the most cited reason for staff existing the
organisation over a 12 month period {Appendix 1), identifying and creating career pathways
for staff is key in stabilising retention. This could include mapping performance to
competency frameworks at every level and utilising supervisions to structure a route for skills

development {for example: Autism knowledge, key working and practice leadership).

Further, retaining a CPD focus and creating a prospectus for externally accredited
qualifications could serve to replicate the success being experienced in schools and services
with low levels of attrition {for example, Church Lawton attributes regular CPD training

sessions amongst the reasons for their high retention rate}.

Defining career pathways would serve to build the succession pipeline by increasing our talent

quota through training and development opportunities, which would include secondments.
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Recommendations / Next steps

e Introduce defined and communicated pay structures that are aligned to legislative
“standards, allowing scope for progression and define the value that the organisation
has in its specialist autism staff.

e Rebrand the senior support worker, team leader and lead team leader job titles to
ones that are more indicative of a frontline management role {and hence more
aspirational in nature) which should assist in facilitating a sense of ownership amongst
incumbents,

e Review reward and recognition schemes in place in order to recognise staff
achievements and build on successes being achieved in some schools / services {for
example, Thames Valley School run an employee of the term initiative).

o Refresh our benefits offerings, specifically those that have received unfavourable
feedback. My NAS discounts, for example, has been identified as not fit for purpose
given the demographic of our workforce, specifically, because staff are required to
outlay money before having a discount applied and the fact that a number of retailers

listed on that site are no longer trading).
Facilitators to Success
improving and sustaining retention rates are contingent on the following factors:

e Ensuring that services and schools have a culture of strong leadership in place which
will require that coaching and mentoring of incumbent managers is practiced across
the organisation, supported by the relevant training interventions.

e Improved communication across all levels of the organisation, specifically with regards
to showcasing successes, profiling available methods of reward and career
development opportunities for staff.

» Asteering group could be considered with representation from the Academy, L&D and

HR to map the way forward.
Progress Update

There remains a significant amount of work to do in ensuring that the right staff at the right

time with the right skills and values are appointed (and retained). The HR function has,
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however, leveraged off the individual strengths within the team and collaborated regularly to
share knowledge and embed systems and processes across schools and services. Area
managers service their local region whilst leading on areas identified as being key HR priorities
for the organisation, namely: Recruitment & Retention, Wellbeing & Attendance

Management, Employee Relations, HR Policies and HR systems. Notable successes include:

e Assessment centres and/or values based interviews have now being embedded across
all areas (albeit that the NASAT schools are not in favour of this method and prefer to
offer learning mentor roles through the government’s apprenticeship scheme which
are paid at the next grade up to the entry level tier which is a model that works for
them) [include stat for year on year increase in number of assessment centres held].

« improved inclusivity in the recruitment process with the people we support playing a
more active role at each stage of the recruitment process.

= A reduction in stress/anxiety related absences over the past year through the
introduction of wellbeing focus groups and related training interventions (focused on
pro-active stress management techniques), earlier intervention by line managers and
timeous reporting [insert graph from FirstCare year-on-year comparative as Appendix
2].

s Achieving approval to address capacity issues for shifts deemed “critical” through the
adoption of an enhanced hourly weekend rate in affected services, thereby reducing
agency spend [check if we have data to support this].

e Leadership and management training is being rolled out across Wales for senior
support workers and team leaders to upskill them in effective management practices
(including conducting difficult conversations and absence management).

e Area HR Managers in Central and London and the South East have introduced
guidance packs and investigation training for managers in order to support them
navigate the investigation process and mitigate the risk of future claims tinclude stats

for ET claims current to prior year].
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