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LO1 - Be able to provide information on performance management activities 

within an organisation. 

 My job role is to manage a contingent workforce of manufacturing employees at 

Dow Silicones for a recruitment agency called Adecco. We do not have a formal 

performance management policy; however, we do have a process that we follow in 

terms of managing performance. Those involved in this process include line 

managers, who provide me with the information needed in relation to the employees 

performance, permanent employees, who train new starters and provide feedback to 

line managers on their progress and performance, my HR shared service team in 

head office, who I can escalate any concerns to if performance does not improve 



over the agreed timeframe, and my manager Vicky Cole, who set out the process 

and is there if any escalations are needed. 

It begins with the induction; each new starter attends an onsite induction which is 

health and safety based. After the induction is complete the new starter gets buddied 

up with a permanent employee and with the support of the line manager too, they 

inform them verbally and by demonstration how to use the machinery and what 

output should look like in terms of numbers, they are also given standard operating 

procedures to read, unfortunately I am unable to include these as evidence as they 

hold confidential information on how the products are made. 

After 12 weeks I hold a review with the employee and line manager. The employee 

completes a 12-week review document, self-reviewing how they feel they have 

settled into the role, any difficulties they have, what they enjoy and what they feel 

they need more training / support/ development on (Doc.1). The line manager 

completes their 12-week review document, covering whether the new employee is 

meeting the set objectives (Doc.2) Both bring the completed documents to the 

meeting, and we discuss the content of each document and any development needs. 

Annually we complete appraisals which are linked to pay increases, the line manager 

completes the Dow appraisal document (Doc.3) and the employee completes the 

review for completion by associate document (Doc.4) both bring to the meeting, and 

we review together. Dow HR then allow a percentage increase for the employees 

who receive exceed and met outcomes. Those that receive not met outcomes are 

put on a performance improvement plan, whereby I schedule in a meeting every shift 

cycle (6 weeks) so that I can meet with the employee and line manager, and we can 

review the individual's performance, any training and/or development needed, set 

objectives and review them. See Calendar screenshot of one due next week (Doc.5) 

We then decide how soon this needs reviewing afterwards and continue to review 

until the performance issue is resolved. I take notes during these meeting and send 

the employee an email confirming the conversation and the requirements ready for 

the next meeting, the line manager is also copied in on this. Example attached 

(Doc.6) This also applies for the rest of the year if there are any performance issues, 

the line manager highlights it to me, and I provide advice and we follow the above 

process, allowing and encouraging the employee to improve. 

If there are any escalations where the performance does not improve with support, I 

refer to our head office HR department who confirm if I can issue a letter of concern, 

example provided (Doc.7) or go down the disciplinary route. 

We refer to the Equality Act (2010) (Doc.8) and the ACAS code of practice on 

disciplinaries and grievances (2015) (Doc.9) to ensure we are complying with the law 

and best practice. Line managers will regularly speak with me to offer advice on 

employment law and how we can deal with particular performance issues. I have 

asked my line manager to confirm that the above is an accurate account of the 

process we follow and provided a copy of the confirmation (Doc.10) 
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LO2 - Be able to support line managers to deliver performance management 

activities within the organisation. 

Types of support required by line managers in regard to performance management 

include providing information, advice, training, documentation, organising 

performance meetings, administration support, keeping records, holding 

performance reviews, setting objectives, identifying training and development needs. 

HR Magazine (2020) recommends HR support line managers by offering continuous 

professional development through training, support and mentoring, and providing 

clarity about what good line management skills and behaviours look like such as 

reviewing and guiding, delivering feedback well and empowerment.  

I support line managers to deliver performance management activities within our 

organisation by providing administration and organisation support, I book the 12 

week review for new starters, the annual appraisals and the performance 

improvement plans into the diaries and provide the required documentation on an 

attachment for them ready for completion. (Doc.11)  

I provide them with information and advice, they often come to me to discuss 

performance issues for employees and from this I set up performance improvement 

plans with the employee, the line manager and myself. At the meeting I offer support 

and guidance to both the employee and line manager whilst they discuss the 

performance issue, and then between us we come up with a way to move forward by 

setting expectations and objectives for the employee. I take notes during the meeting 

(Doc.12) and email the employee and line manager afterwards to summarise the 

conversation and book in the next review, and add a copy of this e-mail to the 

employee file (Doc.13) 

I review the performance appraisal documents and the 12 week review documents to 

check for any patterns and similarities of things employees are falling short on, notes 

from these reviews attached (Doc.14). I then hold meetings with line managers to 

feed this back. 

I manage the annual appraisal process each March and April, by checking our 

headcount document for all employees start dates (Doc.15) and from that creating a 

list of those that have worked the full year. After the list Is created, I book the 

meetings in the Calanders of the employee and the line manager, attaching the 

employee appraisal document and the line manager appraisal document (Doc.16) 

both bring to the meeting, and we review together. The outcome of the annual 

appraisal is linked to pay increases, so myself and the line manager decide if the 

overall result of the appraisal is exceed, met, or not met. Names of employees who 

achieved the exceed and met are sent across to Dow HR (Doc.17) who review the 

information and come back to us with a percentage increase amount for each 

person. Those that receive not met outcomes are put on a performance whereby I 

schedule in a meeting every shift cycle (6 weeks) so that I can meet with the 

employee and line manager, and we can review the individual's performance, any 



training and/or development needed, set objectives and review them. See Calendar 

screenshot of one due next week (Doc.18) We then decide how soon these need 

reviewing afterwards and continue to review until the performance issue is resolved. 

I take notes during these meeting and send the employee an email confirming the 

conversation and the requirements ready for the next meeting, the line manager is 

also copied in on this. Example attached (Doc.19). I have provided email 

confirmation from a line manager that I support often who confirms my support is 

effective and met requirements. (Doc.20) 
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LO3 - Be able to assess the impact of performance management activities on 

organisational performance and make recommendations for enhancement. 

I arranged a meeting with my line manager Vicky Cole to discuss our current 

approach to performance management, notes provided (Doc.21) 

An evaluation of our current performance management practices included no 

inclusion of performance management in the induction - this is purely health and 

safety based. A system where new starters are buddied up with permanent 

employees and given verbal instruction and training by them and line managers on 

the job, followed by a 12-week review between me, the employee and line manager 

including documentation. An annual appraisal system linked to pay. A performance 

improvement plan for those that do not perform to the level required. 

From an assessment I have made of high-performance working findings are that 

research shows that holding reviews annually limits by holding employees 



accountable for what they did last year, at the expense of improving performance 

now and in the future (Harvard Business Review, 2016) In regard to linking 

appraisals to pay increases it also shows as soon as the employee suspects their 

appraisal result form decision on pay the likelihood of an open and honest 

conversation is unlikely. Employees have more of a drive to do things because they 

matter, not for financial reward (Dan Pink, 2013). Strategic team and individual goals 

need to be lived and breathed (Gallup 2020). Employees need to have a positive 

experience, with organisations listening to their views give some autonomy on how 

when and where they work. (Holbeche 2005 cited in Taylor & Woodhams 2016). The 

most successful fastest growing companies use the best practice bundle (Jeffery 

Pfeffer 1994,1998 cited in Taylor Woodhams, 2016) consisting of Sophisticated 

recruitment and selection practices, high investment in development and training, 

performance related pay, Internal promotion systems, team based approach, fair 

grievance procedures, employee participation decision making to form organisation 

policy and practice, Information sharing , an effective performance appraisal system, 

flexible working, high job security, provision of good work life balance and 

Harmonisation of terms & conditions of employment (Bosie et al 2005; Satta et al 

2005, Marchington and Wilkinson 2012 cited in Taylor Woodhams, 2016) 

From the assessment made I believe that changes are needed to our approach to 

incorporate more of the best practice bundle and therefore I recommend we  forcus 

on giving employees a positive experience, listening  to their views and for example 

we could offer a similar opportunity to Google who empowers employees by 

encouraging them to use 20% of their work time on projects that interest them, 

resulting in happier employees and good project results (Business Insider, 2017) 

Regular touch point performance discussions will also allow us to identify relevant 

training and development opportunities be that remotely or onsite. By giving regular 

feedback and reviewing against objectives with recognition and reward for achieving 

goals we can improve performance considerably (CIPD,2020). 

Strategic team and individual goals have unfortunately become ‘set and forget’ We 
need to move away from annual goals set by manager to agile collaborative goals 
that morph as conditions change. Move from infrequent feedback and recognition 
based on annual performance, to ongoing conversations and timely recognition. 
From annual performance review to quarterly progress reviews with incentives. 
(Gallup, 2020) 

We also identified that as an organization we don’t promote or review team goals, 

and therefore a team performance review would be beneficial to help define what's 

important to the team and promote shared ownership of performance. (Quantum 

workplace, 2021) 

Our induction process also needs an overhaul as it currently only covers health and 

safety. This is the new employees first impression of the organization and according 

to CIPD (2020a) has a significant impact on job satisfaction and their integration into 

the team. The CIPD (2020a) advises induction should include key information such 

as organizational strategy, employer brand and values and role specific information 

on role requirements, introduction to the team and ways of working and a 

demonstration of how the employee fits into the team, and how their role fits with the 



overall strategy and goals. It should also include learning and development including 

internal courses available, development opportunities, personal development plans 

and career management. By employees having clear intended goals and knowing 

how their performance is managed against them, it allows them to make better day 

to day decisions at work and become committed to the organisations goals, if they 

know what the collective objective is, they can adapt their own contribution to it 

accordingly and they feel more of a bond and commitment to the organisation If they 

fit in (Effectory, 2019) 

More training is required for line managers to understand the importance and be 

equipped to effectively manage performance. They reinforce the link between 

organisational and individual objectives and engage employees.  They need the 

skills to set suitable goals that are agile and are clear about expectations (IES,2019) 

and give employees feedback that holds them to account but also motivates them 

and helps them to improve (CIPD, 2020) They need to recognise individuals, 

understanding individual differences, and give people credit for good performance 

(IES,2019) We need to build a culture of feedback and individual growth which starts 

with leadership, role modelling the right behaviours and managers are having quality 

conversations that have an impact and inspire people to achieve their goals. (HR 

Magazine,2016) HR need to ensure line managers have the skills to do this. 
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