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1.1 Explain performance management policies and processes in the organisation and the roles and responsibilities of those involved in them. 
BlueTree Home and Garden are still developing their performance management policy and process. When I started the company back in May 2020, there was no performance management policy or process in place. We have since taken part in a course with Chwarae Teg to help us gain all documentation required. We briefly put together a performance management policy and process but have since decided that it does not suit our business and requires many changes. 
We called the process a POA review. The managing director and I have since read and learned about OKR and CRF. Objectives & key results and Conversation, feedback, and recognition align with our company more than a POA review. From this, we are now in the process of completing redoing our performance management process. We have briefly developed our vision but are still yet to set this in stone throughout the business. We have arranged each quarter that each employee will have three meetings with their managers. The first one will be to set the OKR's for that quarter, the second one will take place in month two and is known as a general check-in to see how the employee is getting on with meeting their goals and finally the third meeting will be a CFR and personal development plan checkin. This is where we will review how the employee achieved their goals and any limitations they faced. The leading roles for conducting performance management within BlueTree Home and Garden is between myself and Sean Lade. I will be ensuring they are booked each month, and Sean Lade, the Managing Director, will be conduction them. 

1.2 Explain key sources of information, including legislative information, which underpin performance management activities. 
BlueTree Home and Garden, as above, are yet to set in stone a performance management process fully. We have a performance management policy in place, but this is due to be amended to suit our new process. 

1.3 Provide timely and accurate information to colleagues regarding performance management activities.
Colleagues are unaware of the current performance management process as, unfortunately, this is not something that has been conducted. We are in the process of creating a new structure that will be issued via our software ASANA for all colleagues to view the portfolio of their performance management meetings, documents and ad hoc meetings. We feel that having this software in place at BlueTree Home and Garden will help us keep track of all meetings that require booking and ensure they are done in line with our policy. 

2.1 Analyse the types of support line managers in the organisation need from HR related to performance management activities. 
Line managers require continuous support from the HR department. This is even down to daily support. The support needed from the HR department can include providing policies and procedures, including flexible working patterns, technical advice regarding legislation that is in place, updating of legislation and finally, performance management, including learning and development. 
2.2 Support line managers' capability to deliver performance management activities. 
Line managers will deliver performance management activities according to the job description and personal specifications for that job role. They can use these documents to help them gauge where an individual should be at knowledge and skill-wise compared to the requirements of that job. 

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

3.1 Evaluate the organisation's approach to performance management, including employee performance and development reviews. 
The organisation's approach to performance management is poor at this moment in time. However, as stated above, the company are now adopting a new performance management process which will, in time, I believe help develop personal development plans.

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

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

	Familiarise yourself with your organisation's performance management policy
· Read the policy
· Attend an in-house training course
	Performance management policy – EVIDENCE 1


	Familiarise yourself with your organisation recruitment and selection procedures
· Job descriptions and person sepc
· Competency framework
· Information communicated to applicxants regarding values, mission, vision and objectives
	Job descrptions
Person spec
EVIDENCE 2

	Familiarise yourself with your organisations approach to new starters
· Induction
· Probation process
	Induction checklists
Induction programme
Your involvement with managing new starters- advice/training
EVIDENCE 3

	Familarise yourself with your organisations approach to managing attendance
· Read the policy
· Attend an in-house training course
	Attendance policy
Drug and alcohol policy
EVIDENCE 4

	Ask your manager about external sources of information, either used to inform performance management processes or to benchmark
	OKR Session – Measure what matters
EVIDENE 5

	Ask your manager about how they analyse performance management information
	

	Identify any links between individual, team and organisational objectives
	Team Goals
EVIDENCE 6

	Review to what extent your organisation has adopted high performance work practices
	Learning & Development Policy
EVIDENCE 7

	Review the latest trends in performance management with your manager and identify improvements to the current system
	Record discussion with own line manager
Hold a focus group with managers to gather opinions
Issue a questionnaire to managers
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