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Review and Evaluate MAWWERS approach to Talent Planning

1.1 MAWWERS approach to Workforce and Talent Planning

Workforce Planning is defined as “the process of ensuring an organisation has
current and future access to the human capital it needs to perform effectively” (HR
Zone,2021).

MAWWFRS have established a Strategic Workforce Group (SWG) which oversees
workforce planning. The SWG have overall responsibility to ensure the workforce is
managed in a systematic, efficient and coordinated manner, thereby ensuring that
MAWWEFRS has the right people in the right roles with the right skills to meet the
required level of service delivery in the most cost-effective manner for present and
future users (EV01). Examples of tasks undertaken include the proposal of new staff,
renewal of existing staff contracts and aligning and integrating workforce planning
and management with strategic and corporate planning cycles to enable and support
the achievement of Strategic Plans.

A Wholetime Duty System recruitment process is undertaken annually (EV02) to
ensure we have a continual flow of new recruits. This is attributed to the fact that
previously it was more than likely individuals would retire when they reached their
pensionable age or achieved the maximum service within the Firefighter Pension
Scheme (FPS). However, with the recent changes made to the FPS, it has become
apparent that individuals are remaining in employment for longer and therefore their
date of retirement is unpredictable.

‘Talent Management’ has various definitions, however, for MAWWFRS, | feel the
below definition is the most appropriate as it regards all employees as being part of a
talent pool:

“The recruitment, development, promotion and retention of people, planned and
executed in line with your organisation’s current and future business goals”. (Wellins,
et al., 2006).

A corporate plan is produced every five years which sets out our vision for the future.
Encompassed within the plan are strategic aims along with objectives of how this will
be achieved. Resourcing and talent planning activities are key as it ultimately
ensures all our staff “will have the knowledge and skills they need to safely deliver
and develop our services” (MAWWEFS 2021-2026) (EV03). For example:

Coaching and Mentoring: open to all personnel and provides a route for an employee
to connect, learn and grow within the organisation, whilst developing their own
career path for the future. A Mentoring procedure is in place which details the
purpose of the scheme (EV04).
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Talent Management Procedure (EVO05): identifies individuals that demonstrate
personal, qualities, attributes and / or leadership and management qualities and
develop, retain and nurture these skills. This procedure is used to support career
development, workforce planning and recruitment (MWWFRS, PGD, Pod 3.4 —
Talent Management, 2016).

Transfer & Promotion Procedure (EV06): this recognises the importance of personal
and organisational development. As such, operational staff can apply for a transfer of
location or temp/promotion within the Service and a panel will decide the most
suitable means of filling operational vacancies based on the applications received.
All decisions relating to workforce promotion and progression are based on

objective, transparent and fair criteria in accordance with the principles contained
within the Recruitment and Selection procedure. This enables employees to gain
exposure in different departments and provide them with a more rounded view of the
organisation as a whole and widen their opportunities in the future.

Annual Internal Development Review (IDR): a meeting between the line manager
and employee will take place and the employee self-evaluates their own
performance against the organisation’s objectives which informs targets to work
towards and identify training requirements.

1.2 Analysis of Internal and External information relating to Future People &
Skills needs and the availability of Talent

It is crucial MAWWEFRS are aware of the internal and external information available
to identify the “knowledge, skills, abilities and other factors required for current and
future workforce roles” (CIPD, 2018).

1.2.1 Internal Information

Employee Movements: The Service records data on a movement register which
details resignations/retirements, internal promotions, enrolments, transfer of post or
reversion (EV07). This enables the Service to identify any themes / patterns which
informs what needs improving to maintain service delivery and what personnel
maybe required in the future.

Demographic Data: individual employee demographic data is recorded (for example,
gender, age, ethnicity, disability, and nationality) which is used to covey the extent to
which MAWWERS is meeting both the moral and legal obligations to recognise
diversity and promote equality and inclusion within the workforce. The data is
analysed to inform objectives of where the Service needs to be and ensure we can
attract, appoint, promote, and retain as diverse a workforce as possible in the future
(EVO08).

Metrics: skills, performance, and training data are recorded, and the data is used to
identify gaps so that development programmes can be put in place to fill future roles
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1.2.2 External Information

Demographics: according to a CMI (2019) discussion paper, the future workforce is
likely to be increasingly female, more diverse, and older. Research has also found
that throughout Fire and Rescue Services in the UK, females account for just 10% of
Chief Fire Officers (NFCC, 2019).

Based on MAWWFRS demographic data (EV08) this poses a risk to the Service as
statistics show there is a shortage of female personnel along with an under-
representation of diversity; it is evident the workforce needs to become for diverse.

Age: A third of all workers are now aged 50 or over (Centre of Ageing Better, 2019)
and within UK FRA, 42% of Wholetime firefighters are between the ages of 46-55
(Gov.uk, 2019).

However, a recent court ruling confirmed that discrimination had occurred within the
FPS and as a result, individuals will retain the right to remain in their legacy scheme
whereby the retirement age is between 50 and 55. This could result in a large
proportion of the older generation retiring and potentially leave a skills gap in critical
areas. MAWWEFRS will need to reassess their ‘talent’ and ensure they can fill critical
roles now and in the future.

1.3 The Extent to which current Organisational Planning Activities are
addressing Potential Needs

* Providing workshops to promote Equality, Diversity and Inclusion within the
workplace which is aimed at middle managers (EV09) to achieve long term
objectives set within MAWWFRS Annual Equality Plan.

= Female awareness days to encourage more female applicants into the role of
firefighter via targeted awareness days. As stated above, females are
underrepresented and MAWWFRS needs to act now to meet the
requirements of a diverse workforce.

= Develop ‘talent’ via an ADC so the organisation will continually have the right
people and skill set to contribute to the effectiveness of the organisation now
and in the future (EV10). Personnel are also ‘Temporary’ promoted to gain
experience in different sectors to enhance skills’knowledge throughout the
service (EV11).
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EVO1 Strategic Workforce Group — Terms of Reference

Strategic Workforce Group
TERMS OF REFERENCE
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1.0

2.0

ESTABLISHMENT

1.1

1.2

The Strategic Workforce Group (SWG) was established to ensure Mid and
West Wales Fire and Rescue Service's (MAWWFRS) workforce planning and
management supports the strategic planning objectives and is consistent with
best practice.

The Terms of Reference have been developed to reflect the SWG's role in
ensuring that workforce planning management supports MAWWFRSs
Corporate responsibilities.

RESPONSIBILITIES

2.1

2.2

The SWG is integral to ensuring MAWWFRS undertakes workforce planning
and management activities as a corporate responsibility. The broad
membership ensures a whole-of-organisation view to ensure MAWWEFRS's
workforce is managed in a systematic, efficient and coordinated manner. This
ensures the Service has the right people in the right roles with the right skills
to meet the required level of service delivery in the most cost effective
manner for present and future users. The continuing role of this Group is
important in implementing, monitoring and reporting on the corporate
approach to workforce planning and management.

In undertaking these responsibilities, the SWG will:

2.21 Implement a Service wide Strategic Workforce Planning and
Management system that delivers cost effective, sustainable,
systematic and coordinated management of its people;

222 Ensure that the responsibility for all workforce planning and
management activities are assigned within the organisation and that
skill and responsibility levels are sufficient to achieve the required
results;

2.23 Ensure that the information flow for planning and reporting is in
place to review workforce data and associated risks, using this
information to inform future workforce planning and development.

2.24  Tooversee the development and implementation of the Strategic
Workforce Plan (SWP), ensuring its integration with Corporate and
Financial Plans.

2.3

2.25 Provide leadership to set the direction and priorities for the
development of MAWWFRSs workforce planning and management
practices.

In the above responsibilities, the Group’s tasks will include:

231 Endorsement and regular review of MAWWFRSs Workforce
Management Objectives, Strategy and Plans;

2.3.2 Review and respond to workforce performance reports;
2.33 Review and approve MAWWFRSs Strategic Workforce Plan.

2.3.4  Consistently implement enablers and controls that support decision
making and efficiency of service delivery which govern investment in
new Staff, renewal of existing Staff contracts and the terminating of
contracts where appropriate;

2.35 Consult with Executive Board (EB), Executive Leadership Team (ELT)
and Service Leadership team (SLT) in relation to workforce planning
and management priorities and opportunities;

2.3.6  Development of workforce targets for MAWWFRSs in order to
measure performance;

2.3.7  Aligning and integrating workforce planning and management with
strategic and corporate planning cycles to enable and support the
achievement of Strategic Plans.

2.3.8 Reviewing, as appropriate, the Corporate pay and grading structure
including job sizing and job evaluation assessments.

3.0 DELEGATIONS

3.1

3.2

In order to meet its responsibilities, the SWG has delegated authority from
the Chief Fire Officer to approve changes to budgets provided such variations
remain within the allocated designations of the department budget as
approved by Executive Board.

Wariations which cannot be accommodated within the allocated designations
of the department budget must be referred by the SWG to the Executive
Board for consideration and recommended action.
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EVO03 Corporate Plan 2021-2026

Corporate Plan | 2021 . 2026

How we will achieve Strategic Aim One?

We will: inspire co-production -
The development of all.

We will: achieve this by:

«  Captunng the lessons larnt from staff and stakeholders during the
COVID-19 pandomic to inform 1 doval

«  Ensuring that all staff aro valuod, empowerod and rocognise that

‘-—-

< Ensuring that all empl otnbts 1o the dokvery of
the Service, ensuring that they are trained to the highost standards
and a0 ablo to maintain their competonce through continued
professional devolopment;

. grezing that sta¥ havo valuablo 1o mako and
encournge them 10 get imvolved n the dosign and dolrvary of the
30rvices wo provide.

How we will measure the success:

«  Monitoring the number of staff who undertako traming and
dovelopmont opportunitios across the Sefvice to asset with the

Sorvice’s Successon Planning:
www, mawwfire.gov.uk 45 a8
Corporate Plan | 2021 - 2026
« Maving Health and ions and TRIM
who are able to offor support to colloagues:

«  Ofereng hoalth and weoll-baing trarng for manragers 10 not only
rocognise the sapns but 10 help them 1o manage their teams with
the right lovel of contact and suppert for each individuak

+  Providing managers with the skills o manage thoir teams in
considoration of the new approach to flaxible working:

+ Crooting oosy accoss 0 contont via cur intomnal intranet and
oxtornal wobsite.

How we will measure the success:
«  Monitoring absence lavels throughout the Servce:
o the d: and 7 o

Evaluating the feedback from staff in order 10 continually Enprove
organisational and staff rosiience.

When:

This will be achieved by the end of the 2021/22 fmancial year.
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+  Monitoring of the number of staff scplying for dovelopment
opportunitos;

+  Evaluating the levels of engagemant from stalf throughout the
Service.

When:
This will be achieved by the end of the 2021/22 financial year.

We will: Support the health and
wellbeing of our people to help them
feel happy at work and build personal
resilience.

We will achseve this by:

+  Developing our understanding oo what "positive well-baing” looks
ko in the cepanisation, this could be achieved through exploring
what ssrangomonts are in place curently and whoro the Serwce
would ko 10 ba, togathor with idortsfyng whist bast practico axmts
n similar organisstions;

+  Developing » programme that promates haoth and fitness and
halps % build personal resence;

4 . PO
papr v -

What this will mean and why it
is important to you?

Wo want s2aff o have the confidonce and space to grow and develop.
onabling them 1o fulil thew potential and roach their carver goals.

Our spproach will entify snd macimise the potertial of our werkiorcs
Srosh alicct ok d bR

o ind calhe 44

ond sppropriate Service, whist making the most eflective use of publc
funds.

Wo want our 5138 10 be heatthy and happy at work. Our records
cumently indicate that 40% of our sickness absonce is related to issues
lnked 1o stress and sty Hatencally wo have peovided reactve
uppoet 10 help our staft doal with or recover from stress, vauma

of @ hoalth by oforing 8 counseling servica, the MIND Blue Light

TE and tha Firo Fightoes Charity.

Howevor wo want to bo abie o recogaise the uges of poce moetal
hoarh P’ from armeg. by e iy

Drovide

suppont and imenvention.

Our aim is % do what we can 10 halp cur staff snjoy lenger, healthice
and hifiled Tves whils sediucing owr sicknoss levels.



EV04 MAWWEFRS Procedural Guidance Document — Mentoring

—rarare o e
Srmatt o s Seoee @0
. T e e e
- ——

MID & WEST WALES FIRE & RESCUE SERVICE
PROCEDURAL GUIDANCE DOCUMENT (PGD)

PGD POD 3.5 - MENTORING

10 INTODUCTION

20 PURPOSE OF SCHEME

30 ROLES { RESPONSIBILITIES

40 CONFIDENTIALITY

S0 HOW THE SCHEME WORKS

60 REVIEWING THE MENTORING PROCESS
0 YWNG BRIEFING AND SUPPORT

" W{ms

Security Classification | NIA

Docament Owned Heoad of Pecple Development

Document Author

Date of Inwue

Date of Wnplomentation

Version Numbe: o

Date of Last Review Fiest lssue

Date Last Amended Frest hhace

Date of Next Review

Apgwoval Details Me Kavim Jones, Corporate Head of Peogle &
Organsational Development

tmmﬂd—mn PGD PODY &

PGO POD 3 § MENTORNG VERSION 1

INTRODUC TION

AR} S L Lo process Pl wppons  earmeng,
D wd s 1o an Indvdud,

ol and Car prog Obens nchde oacteng Faming

e by g ho
amployess o his mgard Futher eformabon on i Scheme = avabble on

21 SCHEME AINS AND OBJECTIVES
The pumpose of the cheme 1 10 grovds 3 profestional mentarng serace that

1ok of Career prograssen aed promoten, 1o e bevelt of the ndvwdual s
he Grganis o
In particdar & obyectives are

* 1o provds 3 meas of mpatal sepport for mentees 1 daging wils thee
catrant ok and & sl forum B0 aplorng prolissondl saws ad
protlems

o 15 proude B minkis wih & sounding board
15 provde 3 mathaniem for $e proveon of comstructve feadtock.

o 1 proude 3 meas of heipng the mentne 1 eamre Per shanglts
2 weaknessne and of heigang them o acion plan for Sfure faneg
and deslogment

13 encourage 3 el managed APErOTE 10 keamng.
o 10 boaden mestees potgectven by Bcliatng the shamg of

¢ e o

22 EUGISLE EMPLOYEES

The mestonng stheme = open 0 3l operatonal 3 mppont staff emplopees.
al Pose who comsder 2

posaibe Mostors st be abocated ing copusance of e smarie s i and

respormlidtig witen the Senvice
I demand for martors exceeds the cument acdateity, § may be sacessary o
PGD POO 35 MENTORING VERSION 1

S 3 wateg ME I e & Cane ety e oy 5ol 3 aeed by
Tvgre Dty

ot Pt of P

i COCmTenATY N
The mustung praganme ol be oninated By B Mead o Pegh
Dewstpmet = covslsten ot Do Cogenste Poat of Posgie o
Owpar T ot Dved \x D

i WOLE OF THE MLNTOR
The marter & enpactiof tn ba die 1 st S mertes o fekoms
o 1 prowde ot ngeot S s & desing i Bee st
.

& B prowie 3 wde ad conddeial fonen e enpleny geieenonst
T

o b ot 3 swrdeg bead when S S han o Secses b
e 2 ety 1o A P Bragh

o W et B s kg o S shwgie e sastewees
Py B 1 cton g Y Lbuy Seicpmant

o hep Pw meee dertly bt Sy seede

0 N e Teresl 2is e W T e e Rah et Nderge
L aad

e 3 e gt et b ey

Ny B seriee W Seetp deader pergeciss By shaneg
niedge of P pobins and pratues of e opavaates st Wy
W St eperemce

o 1 Gonaage I epee Teetess % Seakp P s teteatig
Rt

. B paede MRS hematon 3 mpesied By Te meetery
o S

o g e el e e Sl Wi B eterey
B e LR

B Byt g AT AT st S B v

1 e g o chaimege 3 be chalerges

e e wideruig i oo od evess

et s g By Sty o Be b b of Scuton

FO0 1O 3 S MENTORNG e = Al

8|Page

o CoASr ity aa Pey 1Pt 1 mCeve e Bu e

* 1 cogmee Bl Pe pome Teeporebity fir coaceg and shily
Bt a8k (et 1 T et Bt Wi gl

. 0 IR IOnI b Tes oun DeeropmeT.
o 1 le conumiied B dierng apeed Aclon pam et ageed
el

fharn, 2y Sune eVt

The issue of corfdentobly =i 2o covernd m Yavwg Bt 88 5 e
COOu ity Wi be et vhas & G o Sac Ny SMenca Pas Sewn
COMmmed o0 Pes rxdeeding @ 3 Boepm 1 NemAanal i 1 seiie mhe

1OW THE SUME ME WORKS
t3 ) SILICTION OF NMENTORS
ARowPaf oG Pu Dt g picss (o e sewt o Agweds &

rEAgale Sore B ol B Moy Mok Wi Se vikad o
mears

o oot wipencnsd s

o CETmAment 1 BIMNG Pemato it

o Senes b0 dalp s devin:

o v condt

o COnEnaTIEnt B CGINIINOND | COPUTae Dish

o Anasedgs of P egen
I atas il 0 T serking roke wll be maured ©
BT 30 AEACION BT UG et ST HF e T3 15 e MrAsTg
Cocoontratr

Thome smecind il le prreeme vt b wen) Leber eiiabon e sty
o

FO0 P00 35 MENTORNG VERSON 1




EV0O5 MAWWFRS PGD POD 3.4 Talent Management

MID & WEST WALES FIRE & RESCUE SERVIC
PROCEDURAL GUIDANCE DOCUMENT (PGD)

PGD POD 3.4 - TALENT MANAGEMENT

INTODUCTION

SCOPE AND AFPUCABLITY

DEFINITION OF TALENT CATEGORES

APPUCATION PHASE

TALENT MANAGENENT SELECTION CRITERIA

TALENT MANAGEMENT TIMEFRAME

APPEALS PROCEDURE

STRATEGIC GOAL

DEVELOPMENT FRAMEWORK

COACIHING AND MENTORING

DEGREE AND MASTERS COURSES

EXPECTANONS

REVIEW

AFPENDIX | - FLOWCHART

APPENDIX 2 - NOMINATION FOR TALENT MANAGEMENT
APPENDOXC 3 - APPLICATION FOR EXTENSION OF TALENT MANAGENMENT

Secwity (lassdcaton NA

Document Ownee Corporate Huxd of Oy Support and ko
Dot Susthace M R Aoess
Datw of boyine 1 Aged 2016

Date of nglementation | 1 Agnl 2016

Vervion Narmber o
Date of Last Review Fst bssue
(late | sat Armercnctad Fst b

Date of Nest Review

Aggroval Dwtads My v Jorws, Corporate Head of Pecple &
Organaatord Demicpemct

Equalry bnpact PGOPOO 2

Asrensmmet Rufeiercs

PGD POD 3.4 TALENT MANAGEMENT VERSION 1

3 !umvmwmmmu-m
Berwrt arp

o Brooder Taent Achwbes and nserentions desgred 1 sppod

o Latert Talent Insatves desgned © Suppon Dilented mdvaals sbo
Paroe wfMcmct roath potental © X8 nce he Lusrean

. MWIMW opportndes ad be made 3. akable
Bote ndaduals wih De airbules © b B hghest
mbﬂnhw

The tromder tikerd rviatves e oper 10 M members of 38 at0 we seehryg

Gerenal Swovicopeant of Pave 3 Waralerathe et ot (an be used 1© mprove.

orgmatonal effectarnss The Litet and hgh el Lilect ntatives e

Lagetand A who have iy o Gualben Tl
Bpent crguraatonl develkpment

41 Talesed can be for den by any Head of

PG POO 1.4 TALENT MANAGEMENT VERSION 1

1.0 INT
1 WHAT IS TALENT MANAGEMENT

There are wide vanaticns Bat esist i how Pe ferm Tkt & defined across

Sffecent sackors and Dengrte these s helphid 1o start
‘JM“UMM“WW
rm-ommmamnmmmnmm
a oPor heough ther immedate
contnbusion o, h longerterm, by demonstratng ®e hghest levels of
potertia

CTION

Talent o B Pe 5y attracton,

reterton and  depd of those . who ae of
mmnnwmnmumm ‘potental for he
Nfure oc becaune they are hifilrg busness crical roles.

Thaes & chardy 3 Ink Bat sxnls Setesen et Gilsnl management, sod

perionmance maragement,
ranng. téent revews or development plannng Generally. he atove
concagts wil be ued 10 pport career developrant, woddoros plannng and
recranng
Essentialy, for the purpese of tha Policy, talent management refers to ot of
e varables wth of

the ad
which, 3 with al cther corporate assets, rerares siralegc and proacive
managemant

Talert maragement & e process by shech Mid and West Wales Fire and
Rescus Servnce (MWWFRS) sl dentfy. manage snd develop ndividualy sow
and for the future and £ &5 concemed wih
o Supporing a strategy that determines what MAWFRS needs 10 meet
e curment and fAture demands of the Stratege Plan.
o Establnhng 3 process Bl measures and dewelops  workplacs
oo wi nead.

o Cesotng 3 range of fooks and hat provede
dored apgroaches % the ndmdual needs of Diented employoes.

o Kantfyng ways 1 obtan and retan people who are cntical 0 success.

PGD POO 1.4 TALENT MANAGEMENT VERSION 1

9|Page

lumunuwwmwmu

- wl be requred
coompiete Mh—(muwh Slent Management
Form amtached) shodd be sent 10 Te Head of Peogle Deweiopment.

wil miorm e Char of e Tearafer and Promotion Panel (TEPP)

3t any teme bat adl ondy be consdered on e dates kated sbove

Aldr making 3 fomeaton Bw nomedior il be reqared 1 38eed 3 TEFP
Pretent B redsons Sor B romedton The serseator el Be reguared
Iehant vy Queiors DOt met b posed Tha senaegeewet ol telp B
TAPP i P decsaon making process

¥ P TEFP agree Bt Seveicprent under By poiicy adl st B ndvidul
and Moo Cuneet of Rw Dunneis feedh, Jw#dh
mnumnumam Organsasonad
Devwicgmuet All 31acgeeacts 0 s 14gaed wll be coofemnd n arteg
Candidates who are not offered development under ths poicy wil recene
feechack fom e Head of Pecpile and Organesational Development cutiewng
e reasons for such 3 decson.

Sefore 3 nomeation & made 1 Pe TAPP Pe romnator must
Mmumuwmnm
nomInator must be satsfied Tt T nOMINee MEeSs 3 MmN
dmdhbhmoa-ln
1 Has 3 work effuc Jigred © B Servce Meszage’
2 Has 3 specalived hnowledge $iat can be wsed 1 support busmess or
opecatonal reed

™

MJM-Q echeucal andicr scadeenc. shech sppoty
Lanrwad of Comr b

< Mawmﬂmmmmm
-t

5 Move anguage shils ot support Communty o ofher mtotves.

S Hasamngeot andior cumen
7. Mas 3 holsdc andior vesionary outiock.
s
9.

Has 3 proven ¥ack recoed in 3 speciist role

11 Demonstrates 3l of he requste Personal Quaites and ASrbutes
PGD POD 3.8 TALENT MANAGEMENT VERSION 1




EV0O6 MAWWERS PGD 6.10 Transfer & Promotion Procedure

Dt The A A
[ —tl

M k. e
vl B v

MID & WEST WALES FIRE & RESCUE SERVICE
HUMAN RESOURCES PROCEDURAL GUIDANCE
DOCUMENT (PGD)

HR 6.10 Transfer & Promotion Procedure
(Grey Book employees excluding Control)

US - Indhcates updated section (for initidl circutdtion 'pudlishing)

TEM
80 PROGRESSION GATEWAYS (INCLUDING ASSESSMENT & DEVELOPMENT
CENTRES)
60 SELECTION PANEL PROCEDURE WHOLETIME DUTY SYSTEM VACANCIES
70 ROLE SPECIFIC Sﬂ.ECTm PROCESS (RSSP)
80 SELECTION DUTY SYSTEM VACANCIES

11.0 WHOLETIME CAREER PROGRESSION
120 ON-CALL CAREER PROGRESSION
13.0 SUBSTANTIVE APPOINTMENTS

16.0 ON.CALL TO WDS SELECTION
170 DISCLOSURE & BARRING SERVICE (DBS) CHECKS
180 REVIEW OF PROCEDURE

Security Classtication | NA

Document Owner Dwector of Resources
Document Author Head of Human Resources
Date of Issue 01 September 2000

Date of Implementation | ELT dacision on elgiity 10 apply for Whoketme
Supervisory posts fom Seplember 2019

Version Number 0

CoBechivety by T Satvin § Eeoive Laam e Team o Lason ol De Sanes ahere
and cay weed

OMOTION PANE

31 COMPOSITION OF TRANSFER 4 PROMOTION PANEL

mmtmmnmbmn-@mmam
CpREANONa VaCAnOs W) 10 Tet 10w of SEAON Marager. NI ewst

Sertece %Dumnmmmnmtvmm
W Bt 3 of T ONQrEte et 1D makE B rCHONS ot hand

The Surwt wll rommady corsat of
o Owechor Cpeeatonad Sepponr A
grOvemert (N
o Coporse Meod Resgonse (Vice. Ohan
o Coporse Moot Cprestoral Supoon § mgrovewrt
o Comorse Head Orewvention § Petecon
o Comporste Mool Leacures
* Mead of Mumon Resources.
o Crop Maoger B . M3 Ik Beegomne
1 283ton & Pe Pane Pe Memon Morage: 1

VWhare Dared memters e 0 Seiiutd %0 X000 3 mweting Ty muny fomele
Ot O T IOCELT Wt X0 300 1 T Bomence  The person wil
Sty Nave Pwr Julor Py (weec! 10 B Oy spprows) 10 (o pate Sy 0
e SeomarE e 3 B meetrg

3z Y AND OF PANEL MEETINGS
The P2wd ol meet 30 3O when FFINEIIONY CROSTEAINCES SClee

Haman Sesourtes il be resgored e Ve Personvwd of M Baealeey wvd

ey
PrOMOOOnS SQreed A Te mentogn  Ths sdl e 00N 39 500N 30 PrachGatly Dol

10| Page

Date of Last Review Seplember 2020
Date Last Amenced Seplember 2020

Approval Detasts ELT cecision on eSgbaty 10 apply for Wicletme
Supérvisory posts from Seplember 2019

Equality Impact EIAHRG 10

Assessment Reference

INTRODUCTION

M3 ang West Wales Fire and Rescue Senvice recognises the imporance of personal
andis L equakty of

and
and tarmess for il empk without Serwce

Control emgioyees which 5 covered i document JFC-H5% 03 — Joint Fre Control
Worktorce Progression

The aim i 10 ensare Tt olf retanng Yo
are based on obective, mmmv(mnmawmmmd
Procedure e hig i

20 SCOPE & APPLUCABILITY

Thes Procedure appbes 10 e Transser and of ok
Witn the Service Le mmsmmos;mmcanmau
ehgbaty for and progression. The Specific areas.

requirements of

WDWW ncating Assessment and Development Centres.
are covered . wilhin the: Pros

r‘ t:P!'opEf‘ which can also be viewed on @Work.

nis hat the needs of e Service wil

mmwm paricuarly in cases of ensunng e contrasty of operatonal

service delvery  This will be the Toremost focus of the Transier and Promotion Paned

(of Executive Leaderstwp Team n iason wilh Te Panel where appropeate, and

required, n the case of Group Manager selection), whitst taking account of other

factors, where possitee 10 00 50,

Where Control personned also hold cuiment operabonl competence, inked wih 3
curment On-Cl roke of previous Whoketime roke witin the Service,

operatonal
COPSOSrAN0N wil DE GIVEN 10 rry APPRCAION K Iransles ANACE EOMORON ON 3 Case

coliectively by 1w Service’s Executive Leadership Team n Iaison wih the Paned where
Appropriate. and reqared

31 OF aF PANEL

The Transier & Promosion Panel will meet 10 decde the most sutable means of Bng
OPErIlonal vacanoes up 1 the foke of Station Manager, Tl exst throughout the
Service. The Paned Char will ultimaiedy Geode whether the afiendees for each meeting
are suoent and of the appropriate leved 10 make e decisions o hand

The Pane! will nommaly consest of
* Dweclor Cperational Support &
Improvement (Chair)
* Coporale Meod Response (Vice Chan
* Corporale Mead Operaional Support & kprovesment
*  Comporite Head Prevention & Protection
*  Comporate Head Resources
= Head of Human Resources
*  Group Manager B - HR ek Resgonse
I 233000 10 T Paned, T Human Res Manager | )
anaier e Human Ry Advisor for -nawco

mmmnmmmmnvwmmm
Human Resources Advisor where

Where Paned members are not avatiable 10 atiend 2 meeting, ey may rominate an
abemative officer, 3t the approprate kevel 10 32end I thor absence This person wil
SEGeQuently have T authonty (subject 10 T Char's approval) 1o participate Rly in
the decsions taken 3 he meetng

32 F Y AND OF PANEL MEETINGS

The Panel will meet 25 and when organsational crcumstances dctate

wil be of a8 yansters and

wmwaum msv‘bemasomspndmm

4.0 TRANSFER P! WME DUTY SYSTEM




EVO7 Employee Movements

Establishment

+ | Sy
T [ [ .| |
D
Buigacs Mo Hame Hank s 3in foazen Exit Intereivw
T fsnsgrats
= L I | — 3 1
& W ; e — =
= ! Li Jiste A -
B Movement I | I ]
T
&t 1 1 )
s i-Raaichs A
= ' 1-Reqist F
= 1
= L
- " " N
= 1 L
i i
o . 1- Reqiste
Matignataan Latiteraant
| Betore | After Effective Dote
| Betote| Afer
Brigade No Name Rank |Div-Stn Effective Date

HQ1 | WMA | WMB_|01.05 2020
| HQ1 | WMA wmB 01 05 2020
M 2020 01.05 2020

A9 WA

W M A
A

\ARRARRA!

»” WMA
| -
-
G3 HQA 24 08.2020 r
4 4 1
r
4 i —
- - 1 : -
4 A » WMA
WIMA
| CM 0109 2020
Resgnat ehrement IOt Enrolments R ;
—————— Re Jat)

n-Retirement Promotions Enrolment

1l1|Page



EV08 Staff Data

STAFF DATA (01 April 2020 - 31 March 2021)

Female 210

Male 1036

Total 1246

Female 4

Male 32

Total 36

Age (Current Staff) Female Male
16-24 9 54
25-34 56 270
35-44 60 304
45-54 52 2
55-64 27 91
65+ (5] 5
Total 210 1036
Race/Ethnicity (Current Staff) Female Male
Chinese 0 1
White & Asian 1] 1
Black African 1] 1
Black Caribbean 0 2
Black Other 0 1
Bangladeshi 1 1
Indian 1] 1
White British 189 980
White Other 1 9
Other Mixed 1] 2
Prefer Mot to Say 19 ar
Total 210 1036
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Religion or Belief (Current Staff) Female Male
Christian 74 413
Islam 0

Buddhist 0

Sikh 0 0
Other 1

Mone 68 343
Prefer Mot to Say 67 272
Total 210 1036
Marital Status (Current Staff) Female L ES
Single 88 442
Married 100 521
Partnered 3 18
Divorced 15 44
Widowed 2 2
Civil Partnership 0 3
Separated 0 5
Other 0 0
Prefer Not to Say 2 3
Total 210 1036
Gender Identity Same as Birth (Current Staff) Female Male
Yes 161 821
Na 0 0
Prefer Not to Say 43 215
Total 210 1036
Pregnancy & Maternity (Current Staff) Female Male
Yes 7 MN/A
MNo 203 MN/A
Prefer Mot to Say 0 N/A
Sexual Orientation (Current Staff) Female Male
Bisexual 5 7
Gay / Lesbian 2 2
Heterosexual 142 776
Transgender 0 0
Prefer Mot to Say 61 251
Total 210 1036
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EV09 Women in the Fire Service UK Online Event

L Featured Post
S e

Women in the Fire Service UK

nnling rUent

Choose to Challenge - WFS

9 10 May, 2021 & Linsey Perry

Women in the Fire Service event is taking place in June 2021.

There are a limited amount of spaces for the event and the closing date is 31st May,
All places will be given places on a first come-first served basis.

What is it, and who is it for?

Choose to Challenge is an interactive development session where we will reflect on some real-life scenarios relating to
Equality, Diversity and Inclusion (EDI). The content of this workshop has been developed with middle managers in
mind and is based around findings from the HMICFRS State of Fire report. Areas to be discussed include positive
action, behaviours in the workplace, banter vs bullying, and impact assessments.

Middle managers are key to changing the culture of the FRS. Without their leadership, strategies to improve the
workplace are difficult to implement. We hope to help middle managers recognise the right thing to do in
problematic situations, and to realise their pivotal role in ensuring the health, safety and wellbeing of the workforce.
These sessions are aimed at all middle managers in any department. Sessions are facilitated by senior leaders, past
and present from the UK Fire and Rescue Service and supported by Her Majesty’s Inspectorate of Constabulary and
Fire & Rescue Service (HMICFRS) and the National Fire Chiefs Council (NFCC).

14 |Page



EV10 ADC Process

| PD What will the ADC Process

look like?

BLUE : The ADC Process
GREEN : Associated Processes
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GREEN : Associated Processes

_ T =

ADCs have a number of key features which include the following:

@

They are designed to measure skills required for a future role which have
been identified from specific job analysis. The National ADC Project
consultants, Assessment and Development Ltd (A&DCLtd), have conducted
interviews and focus groups to identify the skills required for each role within
the three levels of management - supervisory, middle and strategic.

Assessment is made against clearly defined behavioural standards. The
PQA Framework, which is derived from the National Occupational Standards,
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EV11 Email Evidence

File Message Help Alchemy 2 Tell me what you want to do
Mesetin - = 1 Rules ~ B0 4 Find =
S Ignore m E‘ Gl)? @)W‘l E = q To Manager Team Email \l/ = = (IZ‘ oo a§ pe) A)) D
oM~ " Done 3 Reply & Delete 13 Onemote - I Related ~ -
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Delete Respond Quick Steps = Move Tags = Editing Speech | Zoom Teams

RE: People Skills

. Repl & Reply All
Tillman Sarah H.Q. € Reply | € Reply
o 1o © Timan Sarah HOQ

Sarah

—> Forward

I can confirm that is correct.

Karen Fairhurst
Rheclwr Adneddau Dynol / Human Resources Manager

‘B Mewnol / Internal: Ext 4437

‘B Allanol | External: 01267 226837

‘B Ffon symudol | mobile: 07883573343

* Post: k.faithurst@mawwiire.gov.uk / B Mail: k.fairh ffire.gov.uk
Wefan / Website: www .tancgc.gov.uk / www mawwfire gov.uk

Rydym yn croesawu galwadau yn y Gymraeg a'r Saesnegq / We welcome calls in Welsh and English.

Rydym yn croesawu gohebiaeth yn y Gymraeg a'r Saesneg - byddwn yn ymateb yn gyfartal i'r ddau ac yn ateb yn eich dewis iaith heb oedi / We welcome correspondence in Welsh and English - we will respond equally to both and will reply in your language of choice without delay.

Gwasanaeth Tan Ac Achub Canclbarth a Gorllewin Cymru
Mid and West Wales Fire and Rescue Service

[ FIBRR+] in B8

INVESTORS | plagi
{‘} IN PEORLE | Patinum

Afternoon Karen,

Just to confirm, that as discussed the Service does undertaken a form of ‘Succession Planning” and this based on the available data we have in terms of a ‘Retirement Profile’. As such, individuals are being temporary promaoted within role, so for example, from a Watch Manager to Station Manager, in order for them
to be exposed and gain insight into various arears throughout the Service so that in the event a vacant post arises an individual could in theory step into post and therefore this would not have an impact on Service delivery.

Thanks

Sarah
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Recommendations to Improve MAWWERS approach to Talent Planning

2.1 The following recommendations are based on the analysis undertaken to
MAWWEFRS approach to ‘Talent Planning’ to ensure that the people and skills
needed in the future will be available:

1. Reassessment of the Talent Management Procedure

The CIPD (2020) states that having a clear Talent Management Strategy will enable
organisations to build a high-performance workplace, encourage a ‘learning’ culture,
add value to their employer brand, and improve diversity management.

MAWWEFRS introduced the procedure, which is aligned closely with our business
objectives, with the purpose of creating a culture which ensures that the right people,
with the right capabilities, are in the right place, at the right time to support a dynamic
service. However, there has been minimal uptake on the use of this since it was
introduced.

Reasons for minimal uptake could be attributed to the fact that our ‘People &
Organisational Development’ department are responsible for this procedure and HR
were not involved during the implementation or development stages. Yet, CIPD
research shows that HR play a critical role in providing guidance, facilitating talent
pools, and maintaining momentum (CIPD 2020). In addition to this, CIPD (2020) also
suggest taken a more ‘blended’ approach to talent management to ensure it is
inclusive and engages all employees. This has the potential to diversify the
workforce, improve employer brand and thereby making MAWWFRS an employer of
choice.

In view of the above, my first recommendation is to implement the above changes
into the Talent Management Procedure and monitor the number of referrals to
determine whether it has been effective having input from HR and taking a more
‘blended’ approach.

2. Introduction of regular 1:2:1 Appraisals

Each year the service requires its employees to undertaken an annual Individual
Development Review (IDR) to allow staff to demonstrate how they fit into the
Organisation and understand their expected contribution, provide constructive
feedback and recognition of achievement and identify and agree objectives for the
following year in line with their individual Role maps / Job Descriptions /
Organisational Pathways (EV12).

This process does not currently measure staff’'s personal qualities and there is no

guantifiable measurement that can identify talent / suitability for further development
within the organisation. This is key for effective succession planning.
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The National Fire Chiefs Council launched the Inspiring Leadership Framework in
2019 with the aim of supporting current and future Fire Service Leaders (EV13). The
framework sets out and defines the leadership behaviours needed at every level in
the Fire and Rescue Service (NFCC, 2019). This shows a clear commitment from
fire and rescue services to support all staff, ensuring a fair and consistent approach
to performance and promotion. A Leadership Project has been set up to develop
best practice approaches in the following areas which underpin the Leadership
Framework and will have an impact of the performance and development of all FRA
staff:

Talent / Succession Management
Core Learning Pathways

Executive Leadership Programme
Coaching and Mentoring
Secondments

Direct Entry Pathways

Code of Ethics

Supervisory Leadership Development
360 Performance Management

Therefore, my second recommendation is to replace the IDR process with regular
1:2:1 appraisal between managers and staff. The appraisal will focus on sector
competence (have staff met the requirements of their role), qualities and behaviours
(which can be measured against the NFCC Leadership Framework), CPD
(information can be better captured within the appraisal process) and progression
aspirations of staff.

This approach would give a clear indication of the performance of all staff within
MAWWFRS and can provide a suitable baseline in which our staff can develop, with
progress being captured via quarterly reviews. This process will provide good
evidence for the purpose of Talent Management and Succession Planning within the
service as management could identify staff that show potential for development
within the Service and this will tie in with current processes that assist with further
developing staff (Talent Management / Coaching and Mentoring), and furthermore
this has the potential to be utilised when making internal transfer / promotion
decisions.

3. Retention Strategy
MAWWFRS maintains a register of ‘employee movements’ to identify various trends.
Having analysed the ‘resignation’ data over the last three years it was evident that

the highest turnover of employees was within the On-Call sector followed by
Support:
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Year Wholetime On Call Support Control
2018/2019 29 94 27 0
2019/2020 40 102 22 2
2020/2021 7 32 6 0
Total: 76 228 55 2

The cost of employee turnover to the organisation is high, in terms or administration
of the resignation, recruitment and selection costs, induction training for the new

employee and providing a uniform within the operational sector.

Therefore, my third recommendation is to implement a ‘retention strategy’ to reduce
costs and employee turnover, increase retention and retain the talent within the
organisation. Although there isn’t a ‘one size fits all’ approach the implementation of
a mix of strategies should contribute to building organisational resilience.

The CIPD (2021) consider the following practices have shown to play a positive role
in improving retention:

= Pay and Benefits: reasonable rate of pay, salary sacrifice schemes, pension,

annual leave etc.

Flexible Working: try and accommodate an individual’s preferences on
working hours and times.

Employee Well-Being: ensure managers are supported to help their teams
thrive and manage issues such as workplace stress/presenteeism.

Treat people fairly: perception of unfairness is a major cause of resignation,
for example, perceived unfairness in the distribution of rewards.
Development & Progression: provide opportunities for employees to develop
skills throughout their career.

Consult: provide employees with the opportunity to be heard through
surveys/conversations/grievance systems.
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EV12 IDR

1.0 INTRODUCTION

1.1 Mid & West Wales Fire and Rescue Service is a progressive, high quality
organisation which is committed to the development of all employees to help
them to reach their full potential. The Service fully recognises that its single
most important asset is its employees and acknowledges that, if the public are
to continue to receive the very highest levels of service delivery and
professionalism, then Leaming and Development of all employees is
paramount.

1.2 The Service, as an employer, is anxious to ensure that the investment in
development is geared to achieving maximum benefit on its effectiveness, and
to that end, is fully committed to the Investors in People concept as a means of
both providing and measuring Leaming and Development activities.

1.3 The Individual Development Review (IDR) is used as a review of the
effectiveness of development activities within the Service. Whilst development
needs are addressed, primarily to ensure the continued safety of employees,
the emphasis will always be on what positive steps can be taken to improve
situations, identify and develop strengths and provide opportunity for all
employees to reach their potential in their current and future roles.

1.4 MAWWFRS believes that IDRs are central to developing and supporting its
employees, enabling them to make an effective contribution to the success of
the Organisation.

1.5 The IDR is a positive process designed to assist people in ensuring that they
have the right knowledge and skills in order to develop confidence and
competence in their roles, and assisting with career progression when
required. It is a key component of the Organisational Development Pathways
(Pathways), which has been Implemented as part of the ‘Al Wales
Organisational Development Strategy’.
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Contributing to People Resourcing Activities within MAWWERS

3.1 Required resourcing Activity within MAWWFRS

At present, there is a lot of activity going on within the Firefighter Pension Scheme(s)
which will have a significant impact on the workload within the Human Resources
Department who have overall responsibility for the day to day employer
administration of each scheme.

Firstly, a High Court Judgement issued against MAWWFRS which concerned the
treatment of specific allowances and how the Service treated them in terms of
whether they were pensionable or not. The application of this judgement will have a
significant impact on the workload within HR as arrangements will have to be made
to correct pension records of each individual who has been affected by the
judgement over a set period of time (FBU, 2019).

Secondly, a recent judgement by the Supreme Court confirmed that the transitional
protections introduced within the FPS 2015 were unlawfully discriminatory on the
grounds of the age. It is expected that the process to remove the discrimination will
not be implemented until 2023. However, each FRA is required to commence
gathering data in readiness for the application of the judgement (FPS Regs, 2021).
Again, this poses a significant impact on the HR department, particularly in relation
to a potential options exercise and adjustment to Scheme Member’s records.

Thirdly, following the European Court of Justice’s decision in a case known as
‘O’Brien v Ministry of Justice’, the UK Government recognised the right for retained
firefighters employed before 01 July 2000 to have access to a pension scheme from
the start of their employment. This will necessitate an options exercise, for which
legal discussions have commenced to consider the scope and the details of the
settlement. Again, this will impact workload, along with deadlines which will need to
be met to complete such exercise (FBU,2021).

In view of the above and anticipating the volume of workload, it was necessary to
undertake a recruitment exercise to resource a Pension Assistant. | attended ELT to
present a paper with my proposals along with the reasoning for this which was
subsequently approved (EV14).

3.2 Roles and Responsibilities

| was tasked with planning and preparing for the advert (EV15) and ensuring it went
live by no later than 15 November 2019 (EV16). The Helpdesk were delegated with
the task of monitoring the applications and updating a spreadsheet to record data
(EV17). Once finalised, | was tasked with short-listing the applications based on the
person specification matrix in conjunction with my Manager (EV18).

23| Page



3.3 Organisational Procedures and Legislative Requirements

In line with our Recruitment, Selection & Pre-employment Check procedure (EV19)
an evaluation of the need for the role against the department strategic plans was
completed to advertise the role, the advert was advertised both internally and
externally to provide current employees with opportunities for career development
and the post was advertised on various websites to maximise the number of suitably
gualified candidates.

The recruitment method was fair as a competency framework was used for the
selection process; based on shortlisting and an assessment against each criteria of
the person specification. Therefore, the method was free from discrimination and
purely based on an individual’s ability to undertake the role.

MAWWFRS approach used is also in keeping with Taylor's (2019) ‘Good Practice
and Recruitment and Selection Model’ which effectively states that a job analysis is
the essential foundation of any ‘good practice’ approach to recruitment and selection.

3.4 Planning and Preparation

As per (EV18), candidates were short-listed using the criteria set out within the
Person Specification (EV20) making the process transparent, reasonable, and fair. |
notified the successful candidates via email and invited to attend for interview
(EV21). In line with the procedure, candidates would be interviewed for the role in
conjunction with myself and Line Manager. | designed the questions using the basis
of the person specification (EV22).

3.5 Process

In line with our organisational procedures the successful candidates received the
minimum of 7 days’ notice of the respective interview date. The interview was
conducted by my Line Manager and |, as | would be the direct line manager for the
potential candidate. During the interview, written, clear, and accurate records of the
candidate’s performance was recorded (EV23) as the choice of appointee is based
on the outcome of the entire assessment. As a result of the interviews, a candidate
was selected and informed one week after the interview took place (EV24).

3.6 Evaluation

CIPD (2020) define Workforce planning as the continual alignment of needs and
priorities of the organisation with those of its workforce to ensure it can meet its
legislative, regulatory, service and production requirements as well as its

organisational objectives.

With the above definition in mind, the objective for MAWWFRS was to recruit a
Pension Assistant into the service due to the multiple changes occurring within the
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FPS. This was successfully achieved through the recruitment and selection process
as evidenced throughout this assignment. The appointment of this post will assist the
Service in meeting the forthcoming legislative requirements along with the
requirements of the service, for example, the potential of an ‘Options Exercise’ to be
undertaken.

| felt that my contribution to this process was satisfactory as | was able to clearly
provide evidence for the requirement of this post and report to the Executive
Leadership Team for approval. | was also delegated the responsibility of planning
and preparing for this post by designing the Job description, Person Specification
and Advert. To achieve this, | looked at ‘best practice’ guidance on the CIPD
website, along with organisational guidance to ensure the process was fair and met
certain requirements, such as the Equality Act 2010, Data Protection etc.
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EV14 Report to ELT for approval of Pension Assistant Post

ACTION NOTES

MEETING: EXECUTIVE LEADERSHIP TEAM

DATE:

7 NOVEMBER 2019

Attendees:

Chief Fire

Officer

Director of Service Delivery

Director of Resources

Director of Operational Support & Improvement . |
Corporate Head of Prevention & Protection

Corporate Head of Response

Corporate Head of Operational Support & Improvement

Chief Fire

Officer's Personal Assistant

In attendance:

Head of Finance

Pensions Officer — Sarah Tillman (ST)
ltem 19/M11/5- """~ - "_
ltem 1911722 -1

19M11/9

Pension Scheme Administration Support

ST referred to the introduction of the Firefighters Pension Scheme in 2015
when it brought significant additional statutory responsibilities on the Fire
Authority in terms of the management, administration and govemnance of
the Scheme and its associated Schemes.

The employment of a Pensions Officer in 2015 enabled the Fire Authority
to fulfil its responsibilities as Scheme Manager in relation to governance
and administration arrangements including the Statutory requirement for a
Local Pension Board. However, pension scheme administration was
becoming increasingly complex and recent Court judgements would have
a significant impact on day to day activities for which there was currently
little or no resilience due to the specific nature of the reference.

Additionally, the financial management and accounting undertaken by the
Accountancy and Systems Manager was also affected by these rulings,
which had introduced additional work around valuation data, retrospective
contribution debts, the employers' contribution increase and associated
grant and the annual top-up grant reporting. It had also impacted on the
level of information required for Pension fund reporting within the service’s
Statement of Accounts disclosures. ST went on to outline the
requirement for an additional resource to support the existing
arrangements and meet the future demands of an increasingly complex
statutory duty.
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ELT noted the content of the paper and approved the appointment of an
additional post of a Pensions Assistant on a two-year fixed term contract
basis by virements of in year savings from the 2019/20 budget.

S Tillman




EV15 Planning for the Role

Sent: 08 November 2019 14:12
To: Tillman Sarah H.Q. <sd.tillman@mawwfire.gov.uk>
Subject: Pension Assistant Role

Sarah,

In light of ELT approving the appointment of a Pension Assistant Role, | would be grateful if you could arrange to draft the Advert, Job Description and Person Specification in line with the requirements of the role and in
keeping with our recruitment and selection procedure.

If possible, this advert will be required to go live by Friday 15 November with a view that a person will be appointed and in post by February 2020 due to the upcoming workload.
Should you require any assistance please let me know,
Thanks

Karen Fairhurst
Rheolwr Adnoddau Dynel / Human Resources Manager

2 Mewnol / Internal: Ext. 4437
& Allanol [ External: 01267 226837
‘B Ffon symudol f mobile: 07883573343

* Post: k. fairthurst@mawwfire.gov.uk / B Mail: k.fairhurst@mawwfire.gov.uk
Wefan /| Website: www tancge.gov.uk / www mawwfire. gov.uk
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EV16 — Advertise Role

PensionsAssistant-JD-Nov-2019-WELSH

H.Q.
To - I Ho.

e O R Service upport; T < - I )

m_\ PensionsAssistant-ID-Nov-2019-WELSHdoex @ Pensions-Assistant-PS-Nov-2019-WELSH.docx E
| saKe | 250KB o

B Pensions-Assistant-PS-Mov-2019.doc o @ Pensions-Assistant-Movermnber-2019-Advert.docx -

E_: 1MB 31 KB
Good afterncon [ HNEGEGNG
Please could you put the attached advert out?
Could it go on:
- @work
- External website
- Indeed
- Gowv.uk
- People Exchange

Should you have any queries, please let me know.

Kind regards
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EV17 Monitoring Applications

= = w
3| 2| s : 2 2 2 z 7 3 g
= 3 o | & a o Y -3 B 3
: - - : : : : : . 3
g % W A ] & g- g
E- = [ 2
. White British
2. F White British
3. White Britizh
4 F White British
5. White British
6. F White British
Received
application
7. F White British | after closing
time (16:55
Hours)
B.
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EV18 Shortlisting Matrix

SuB
Ezzential Essential Eszemntial Ezzenmial Essential Essemtial Ezzenmial Essential Essential Ezzemial TOTAL Dezirable
The ability to Hald or working
Knowledge of interpret and Lo ands
pension Understanding Previous extract relevant The ability to professional
administration of Dara esperience of Excellent informatbon from work under qualification
practices, Protection working in a interpersonal | vanious sources, | pressure to tight =.g.
ineludi principles and | p ion scheme | skills in order to arvd turn deadlines, often | The ability to Ability to Foundation
Proficiency in emploper isgues adminiztration icate |complex material having 1o advise, prepare and Degres in
Microsoft Office | responsibilities relating to a environment or | with and advise | into sucoinot, |prioritise to meet | influenoce and | Encellent written present Pension
packages and and disclosure of PrIOGESSIng employees and relevant and unespected o peisuade ard confidently to | Rating | Administration
Initial general IT administration personal pension { payroll| members of the sngaging changing others, often at | communication professional out of and

Surname & applications regulations infarmation information public TSpDIts workload senior levels skills audiences m Managemeant
1 1 1 1 1 1] 1 o 05 0 6.5 o
] 1] 1] 0 0 1] 1 0 Ju] 0 1] i}
1 0 1 1] 0 0 1] 0 0.5 1] 2.5 0
0 1] 0 1] 1 0 1] 0 0.5 1] 1.5 0
1 0.5 [1] 1] ] 0.5 [ 0 1 [1] 4 0
1 1 1 1 1 0 1 0.5 1 1 8.5 1
1 1] [1] [1] 0.5 0 0.5 0 1 0 3 0
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EV19 - Recruitment, Selection & Pre-Employment Check Procedure

2.0 THE RECRUITMENT AND SELECTION PROCEDURE

| » | Oty The As Adbah
Camolburth  Georllewia Crmr. Preparation Stage
2od and Wount Wik
e The recruitment and selection process should not commence until an evaluation of
MID & WEST WALES FIRE & RESCUE SERVICE the need for the role against the department/function strategic plans and budget has
HUMAN RESOURCES PROCEDURAL GUIDANCE DOCUMENT been completed
(PGD) The recruitment of employees will take into account the Service's need for new ideas
and approaches, and support the Service's commitment to ensuring a diverse
HR 6.1, Recruitment, Selection & workforce by proactively seeking to attract groups that are under-represented in the
Pre-employment Check Procedure DNSCMCG'S workforce profile in order to maximise its ability to accrue the benefits of
ersity
US - Indicates updated section (for initial circulation/publishing)
Recruitment should form an integral part of the Service’s staffing strategy and where
Contents necessary should incorp p action to support the Service’s aims
1o have a diverse workforce. Posdive Action is Lawful under the Equality Act 2010
10 DOCUMENT INFORMATION
20  THE RECRUITMENT AND SELECTION PROCEDURE and refers to a variety of s designed 10 ¢ 1 the eflects of past
30 RETURN TO EMPLOYMENT (ON-CALL ONLY) discrimination, for example:

40 REVIEW OF PROCEDURE
« Placing advertisements in the minorty ethnic press, the women's press and

APPENDIX A — OPERATIONAL FIREFIGHTER SELEGTION PROCEDURE any other publication which is targeted at groups which are under-represented
APPENDIX B - REHABILITATION OF OFFENDERS ACT GUIDANCE (AS PROVIDED BY within the Service
THE MINISTRY OF JUSTICE)
APPENDIX € - PRIOR CONSIDERATION PROCEDURE (PERMANENT EMPLOYEES)
APPENDIX D - VACANCY WORKFLOW (GREEN-BOOK & ROLE-SPECIFIC SELECTION) + Including statements in advertisements that encourage individuals from
APPENDIX E - PRE-EMPLOYMENT CHECK PROCEDURE under-represented groups to apply for the advertised position

Obtaining Candidates

With the exception of specific arrangements outined n Appendix A (Operational
Firefighter Selection) and HR 6.10 (Transfer and Promotion Procedure) which
relate to the employment and career progression of uniformed E{‘I"}|D’YE€'5 all vacant
positions will nomally be advertised and prowide current e

opporunities for career development, thus maintaining the skills a'-d expertise of
existing employees. In extenuating circumstances, the Head of Department | Line
Manager, in consultation with the Head of Human Resources, may waive the
requirement to adwertise. This is likely to include the following circumstances:

= Where positions may provide suitable altemative employment for existing
employees whose post has been identified for redundancy. including the
termination of fixed contracts or following a restruchuring exercise.

= Where positions may provide suitable albemative employment for existing
employ=es who become disabled under the definition within the Equality Act
2010, and are unable to continue within their existing role.

= Where, upon a restructuring exercise, existing employess are “slotted” into
roles based on an analysis of teir skills/expenence portfolios.

= Where the Head of Department / Line Manager can venfy that the waork is
required for a specific purpese for no longer than 3 months, where it may
prove more appropriate to temporanly fransfer or promote internally, based on
existing skills or expenence, or more cost effective to utlise an agency
worker.

= Where the Prior Consideration Procedure is utiised for permanent employees
(Appendix C).

Paositions will b2 advertised using the most appropnate and cost effective medium to
maximise the number of suitably qualified candidates. This may include local and
national publicabions and web sites and should adhere to the Service's visual
identity. Internal adwerts should remain open for a minimum of 7 days, and extemnal
advertisements should remain open for a minimem of 10 days. All advertisements
will be amanged by the relevant Human Resources Adwisor.

All advertisements will be consistent with the job description and person specification
for the post.

Advertisements will be consistent with the Service’s Equality Guidance and Welsh
__Language Scheme
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EV20 Pension Assistant Person Specification

POST TITLE: Pensions Assistant

LOCATION: Service Headquarters, Carmarthen
POST NUMBER:

GRADE: Grade 5

DEPARTMENT: Human Resources Departmeant
DIVISION: MiA

SECTION: MiA

QUALIFICATIONAOCATIONAL TRAININGICOMPETENCE

Hald or working towards professional qualification «.g
Faurdation Dagresa in Pension Adminstration and
Managemeant

Member af the Chartered Institute of Payrall Professionals

EKHOWLEDGE

Proficiency in Micrasoft Office packages and general IT
applications

Enowledge of pensian adminisiration practices, induding
amplyyer respansibiliies and adminsiraton requlations

Understanding of Data Profection principles and sswes
relating ta a disclosure af personal informatian

An understanding of and the ability 1o use statistical
informatian

An wwarensss and understanding of the Sarvice's Pansion
Schemes

EXPERIENCE
Previous experience of working in @ pension scheme

administration envircnmant ar pracessing pension § paynall
informatian

JOB RELATED TPERSONAL SKILLS

Excallant interparsanal =kills in arder lo communicate with ard

advise employvess and membars af the publc

The ability to intepret and extract relevant information from
warious sources, and turn complex material into suceinct
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ESSENTIAL

DESIRABLE

METHOD OF

1]

HINIRIER

RURNIR

R

NI

100

L E3ESIMENT

Application fomrm
Cartificates

Application fomrm
Cartificates

Application fomrm
interview

Application fomrm
interview

Application Tomm
interview

Application fomrm
interview

Application Tomm
interview

Application fomrm
interview

Application fomrm
Cartificates

Application fomrm
interview

and

and

and

and

and

and

and

and

and

and

COMMUNICATION SKILL §

‘Wealsh written and verbal skils

Excallent written and communication skills

Abdity ta prepare and prasent canfidently o professional
audisnoes

WL
NN

Application Torn and
interview

Application Torn and
interview

Application Torn and
interview

WHERE A CRIMINAL RECORD CHECK HAS BEEN IDENTIFIED A% RELEVANT TO THIS PO ST THE LEVEL OF CHECK
AND JUSTIFICATION FOR CARRYING OUT SUCH & CHECK |5 3PECIFIED BELOW:

STANDARD DISCLOSURE: _‘(

ENHAMCED DISCLO SURE:

JUSTIFICATION: Access to financlal syetems and personal and sensftive Information

PREPARED BY: Head of Human Resources

DATE
PREPARED:

Hovember 2013




EV21 Pensions Assistant — Invite to Interview

apL
speu)
BLELLING
ssRUPPY
Tss=24ppY
TSSURPY
apoo1sog
swig

PuE 338(]
pawIyue)

J2quinp 4d

Yes [confirmed

1 |F
wia email
79/11/2019)
2 |F Yes [confirmed
via email
29/11/2019)
3 | W Yes [confirmed
wia email
29/11/2019)
4 |F Yes [confirmed
via email
29/11/2019)
Pensions Assistant, Invite to Interview
Tillman Sarah HO €3 Reply € Reply Al Forward | | s+
I
Good Afternoon I

Pensions Assistant

I write to inform you that the short-listing process in connection with the above has been completed, and | am pleased to confirm that you have been selected for an interview at 14:00 hours on Tuesday 17 December
2019 at Service Headquarters, Lime Grove Avenue, Carmarthen, 5431 15P.

Please note that you will alse be required to do a 15 minute presentation as part of the interview process on ‘The Employer respensibilities in administering the Pension Schemes.

I'would be grateful if you could contact me soon as conveniently possible via email, in order to confirm your intention to attend or otherwise and to also advise if you would benefit from having any adjustments made to
the selection process.

Kind regards,

HR Support Desk
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EV22 Planning and Preparation Witness Testimony

During the planning and preparation stage for the role of Pensions Assistant, Sarah was
predominately in charge with overseeing the recruitment process from start to finish. This is
because the newly appointed Pension Assistant would directly report to her and has the
overall responsibility for the individual.

As such, Sarah was tasked with:

= Short-listing the application forms received which were then cross checked by a HR
Manager in line with our Recruitment & Selection procedure.

= Advising the successful candidates via email and arranging for them to come in for
interview.

= Designing the interview questions based on the person specification to determine
the suitability of the candidate for the role.

= Arranging a meeting room along with the necessary IT equipment for the
presentation to take place.

As her Line Manager, | was selected to form part of the interview panel as Sarah reports
directly to me. | would also be able to assist with any difficult questions should they have
arisen.

Signed:

/€ 742{ sfleentF

Role: HR Manager
Date: 17 May 2021
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EV23 Notes from Interview
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EV24 Appointment of Successful Candidate

L N

ESRUNE-ma

My et

b Qv !

S Dt 23 December 2019
Dear INEEG_—
PENSIONS ASSISTANT, SERVICE HEADQUARTERS,
CARMARTHEN

Further to your recent interview in connection with the above
vacancy, | write to provisionally offer you the post of Pensions
Assistant based at Service Headquarters, Carmarthen

As you will be aware, this post is subject to the receipt of references
and medical clearance satisfactory to this Authority and in this regard,
I would ask you to complete the attached health questionnaire and
return it as soon as conveniently possible to Dr R Jones, Insync
Corporate Healthcare Lid, Excalibur Drive, Thornhill, Cardiff, CF14
968

I would also ask you to complete and return the enclosed D906 Fair
Processing Declaration Form within 7 days of receipt, by post or
email, should you require any further information with this form
please contact

The commencement date of this appointment will be communicated
o you as soon as we receive confirmation with regards to the above
documents

Should you have any matters which require clarification, please
contact Pensions Officer, Mrs Sarah Tillman on (N i the
first instance

Yours sincerely

37| Page



