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1.0 Providing information on Performance Management activities

Mid and West Wales Fire and Rescue Service spend a lot of time acquiring people with the necessary
skills and experience that it requires through its effective recruitment. Once employed, the
organisations attentions then shift in order to find ways of getting the best out of its people and
manage their performance to ensure organisational outputs are met. CIPD (2019a) defines
performance management as “the activities and processes that focus areas to maintain and improve
employee performance in line with an organisation’s objectives”.

As a member of the Support Team within the department, understanding all elements helps
contribute to providing a satisfactory service to the employees and management of the Service. As
the requirements for the role are very generic in terms of HR admin, performance management is
not dealt with by this team.

MAWWEFRS does not have a singular procedure that covers performance management, instead, it is
made up of several procedures covering elements such as attendance, sickness, and recognition.

1.1 Accessing Information

As a member of the Service Support team, direction has been given by management to encourage
line managers to look for and follow Service procedures (EV1), therefore when queries are received,
in the first instance, they are directed to the Service’s internal website, where Service procedures
and processes are easily accessible (EV2) in line with the new expectations of the business
partnering approach.

Additionally, the HR Service Support Team will issue an ‘Employment Relations Update’ via email to
all employees, outlining any major changes to procedures or processes, and a link whereby this can
be accessed (EV3).

1.2 Business Partnering Model

Mid and West Wales Fire and Rescue Service is currently undergoing a series of changes, whereby
the aim is to develop a ‘business partnering approach’ to the ways of working. CIPD (2019b) define
this as “working closely with leaders and management teams to help build organisational and people
capabilities”. This approach has created a hierarchy within the department, for whom employees are
to contact: Service Support, Advisors, Managers, over seen by the Head of HR.

HR managers need to ensure that all required information such as key HR policies and procedures,
are accessible and communicated to line managers, where in organisations like MAWWEFRS,
activities are devolved to line managers. As such, the HR team have created a section on the
Service’s internal website for line managers, whereby the relevant procedures, flow charts and
letters relating to a procedure are accessible. EV4 and EV5 shows that detailed processes are
currently accessible for: Capability, Disability Toolkit, Sickness, Grievance, and Health and Fitness. If
basic HR information can be passed onto line managers, more HR time can be spent on other
strategic activities.

1.3 Line Manager Training

MAWWEFRS operates 58 fire stations across 12000 square kilometres of Wales, employing around
1,300 employees (MAWWFire, 2020a). Due to the vast number of employees, line managers play a
vital role in delegating and allocating work whilst ensuring that each employee is working to their full
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potential. Daily communication with employees helps to build trusting relationships whereby
concerns can be raised and addressed (Mattson, 2017).

Line manager training is provided on a quarterly basis, whereby policies and procedures are
explained, as well as the requirements of a line manager. All the necessary information required to
carry out such role, is accessible to line managers via the Service’s intranet. Where responsibility has
devolved from HR to line managers, training is essential in ensuring the correct decisions are made.
Unfortunately, due to the current Coronavirus pandemic, sessions have been postponed as working
arrangements for employees have changed and will therefore continue when suitable to do so.

1.4 External Sources

The Service aims to provide as much information as possible on various topics, to all its employees.
Due to the coronavirus pandemic, the Service has been required to make a lot of amends to its
current processes and procedures in line with Government guidance. This has therefore resulted in
numerous questions from line managers (EV6).

Utilising the information provided by ACAS, Gov.uk and NHS, the Service has worked hard to create
documentation aiming to address the concerns raised by employees and line managers relating to
the pandemic and how to continue with issues such as performance management in such strange
times. This information can be accessed via the Service’s internal website (EV7). Consequently, the
introduction of such information has reduced the number of queries being received by the HR
Service Support Team.

As a department, it is understood that not all queries can be answered with the use of Service
procedures, therefore by utilising the sources such as XpertHR, CIPD, and ACAS, specific answers can
be generated, and utilised in other areas where possible. As the department is limited to the number
of users on this system, all requests must go through management, whom generate the query, and
pass on the response when received (EV8).

The work carried out by MAWWERS is overseen by the National Fire Chiefs Council (NFCC) who are
responsible for setting the basic guidelines for the Service to follow. Their aim is to improve and
develop UK Fire Services, devolving administration duties to those in Support Staff roles. It is
imperative that the Service follows this, as there may be repercussions should they not.
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2.0 Supporting Line Managers to deliver Performance Management activities

Due to the complexity of some of the issues going on within the Service, line managers contact the
HR department for many reasons, some of which are outlined below.

2.1 Recruitment and Selection

The Service’s ‘Recruitment and Selection’ procedure clearly outlines the variation in recruitment
processes for Operational personnel and Support Staff employees (EV9). When a job is advertised, a
job description and person specification is developed in line with the requirement of the role as
shown in EV10 & EV11. Line managers oversee amending or creating these documents as they have
a better understanding of what is required for each role (EV12). By having such documentation in
place, line managers have a basis in which to monitor and assess an individual’s performance.

Additionally, when employees start with the Service, they get issued with a ‘Statement of
Employment Particulars’ (EV13) that outlines their contractual obligations. Again, this is a means of
ensuring the employees are performing to the necessary standards.

2.2 Induction and Probationary Periods

New employees are required to partake in an ‘Induction’ into the Service on their first day.
Inductions are carried out by a HR Advisor. CIPD (2019c) suggests that a well-designed induction can
encourage integration into the team, becoming productive quickly, whilst understanding the
organisations’ values and culture.

In terms of ‘Operational’ starters, the induction process takes one day to complete, whereby all
departments have a timeslot to attend. An email is issued to the Executive Board, Training,
Corporate Risk, ICT and Purchasing & Supplies with a timetable for the day (EV14).

Line managers are responsible for coordinating a ‘Support’ staff induction. Most of the time, the line
manager wants to introduce the individual to the department and surroundings, prior to the
necessary paperwork completion.

The HR Support Team collate all the necessary new starter paperwork upon request from the HR
Advisor (EV15). Paperwork includes: Form of Commencement, Bank Details, HMRC New Starter
Checklist, Service’s procedures, and an employee handbook containing information on the Service
and its values and objectives.

All employees of the Service are subject to ‘Probationary Period Assessments’. The Probationary
Period process is covered within two Service procedures: Probationary Period Review Procedure —
Support Staff employees and On-Call Firefighter Progression.

Support Staff employees are required to have a meeting with line management every month for the
first 6 months of employment where “targets should be set, objectives outlined, and a timetable of
supervision communicated” (EV16). The HR Service Support Team contact the line manager with the
appropriate forms to complete, requesting this is completed and returned to the department for
analysis (EV17).

Operational employees are required to sit a 6 Month and 24 Month assessment as part of their
probationary period as a means of assessing progress. Regular communication between People &
Organisational Development, County Command Officers and HR is required to ensure that
employees are ready for these assessments (EV18). Upon receipt of confirmation, invite letters are
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issued to the individual (EV19). Upon completion of the assessment, confirmation is received from
the Training Delivery Department (EV20), followed up by a letter to confirm the results (EV21).

2.3 Managing On-Call Attendance

On-Call Firefighters are contracted to provide a minimum number of hours cover to their chosen Fire
Station which are noted on a DL7 — Hours of Availability form. The ‘Managing On-Call Attendance
Procedure’ (EV22) stipulates the attendance expectations of those individuals employed within the
On-Call sector. Should individuals fail to respond to emergency calls, or persistently fail to attend for
their specified drill or training periods, line managers are required to deal with their attendance in
accordance with the procedure.

In the first instance, line managers will meet with the individual to discuss the reasoning behind their
non-attendance and will submit an email (EV23) or a ‘Record of Non-Attendance’ (EV24) following
this, to HR outlining specific details of the calls or drill/training periods missed. In view of the
information submitted to HR, a letter is drafted by HR and submitted to the line manager for final
signing (EV25). The letter will get returned to the HR Support Team to be added to personal file. HR
Advisors will monitor this process until such time they meet their contractual obligations.
Alternatively, as outlined in EV22, should they fail to meet these obligations, this is classed as an act
of Misconduct and linked to the discipline procedure.

2.4 Health and Fitness

On-Call Firefighters are required to attend a two-yearly fitness test. Stahl (2017) agrees with this
approach, suggesting there is a link between a person’s lifestyle, and levels of productivity. A study
carried out by Bristol University highlighted a 21% increase in concentration levels on days where
candidates partook in exercise (Productivityist, 2017). MAWWFRS recognises that there is a link
between healthy employees, and a productive workforce, therefore aims to develop a culture of
health and well-being, encouraging all employees to leave physically active and healthy lifestyles
(EV26).

In this regard, when an individual is unsuccessful at this assessment, a notification is received from
the Fitness Team (EV27), and the necessary letter is drafted to the individual inviting them for a
meeting with line management, actioned by the HR team (EV28). This is then issued to the line
manager for signing and returned to the department and individual. This process continues until the
individuals successful completes this assessment. Should they continue to fail on the fifth attempt,
this procedure becomes a disciplinary process, whereby an employee is unable to fulfil their
contractual obligations and may be subject to capability claims.

2.5 Recognition and Reward

An annual ceremony is held whereby individual and team contributions are acknowledged and
rewarded. As part of the ceremony, Long Service and Good Conduct medals are awarded to
individuals upon achieving 20/30/35 and 40 years’ service. As stipulated in the ‘Service’s Recognition
Procedure’ (EV29), HR facilitates the notifications for eligibility for the medals. A report is run
identifying who is eligible for such awards and issued to the Corporate Communications and
Business Development Department (EV30), whereby invites are sent. Due to the pandemic,
unfortunately this year’s ceremony has been cancelled, therefore meetings have been scheduled to
discuss how best to distribute such awards whilst also ensuring that employees get the recognition
they deserve (EV31).
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Additionally, line managers can nominate employees for awards in the ceremony based on their
contributions throughout the year. This information then gets released Service wide for employees
to choose who should be awarded.

Line managers can request an ‘honorarium’ payment to be made to individuals with good
justification, for example, if they have gone above and beyond their role to cover a period of
sickness, or if they have taken on more responsibility than what is outlined within their job
description (EV32). A letter is then drafted upon request from the Head of HR on behalf of the line
manager (EV33) and is issued to the individual (EV34). This means of ‘reward’ is down to the line-
manager and is not equally addressed by all departments.
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3.0 Assessing the impact of Performance Management activities

For the HR function to determine whether its contribution is effective, systems must be in place
whereby evaluation can be made, both individually and as a collective. Wilkinson and Taylor (2016,
p.30) explain that traditional evaluation methods focused on efficiency and effectiveness of
processes carried out, where efficiency looked at how cost-effective each activity was, and how
effective activities are in terms of meeting objectives.

It is argued that traditional performance management systems are now outdated. Arguments
include whether they have an impact on individual performance, and secondly, that appraisals are a
largely bureaucratic exercise and a tick in the box, where the information is not revisited once
completed.

3.1 Independent Development Review

MAWWEFRS ask employees to complete an Independent Development Review (IDR) on an annual
basis. CareerSmart (2020) explain the purpose of an IDR from an organisation’s perspective is to
“assess an individual’s performance and to reinforce the connection to the aims and objectives of
the organisation”. The IDR is an electronic form allowing individuals to access this information
whenever convenient, made up of several questions in line with the Service’s strategic aims and
objections (EV35). Upon completion, it is submitted to line-managers whereby a meeting is
scheduled to discuss any issues or concerns raised, as well as highlighting individual development
requirements in line with career pathways established by the People & Organisational Development
Department (EV36). Unfortunately, due to time constraints and increases in workload, these
meetings often do not take place, instead are completed by line-managers who are not in the
presence of the individual to discuss where behavioural assessments are made (Taylor and
Woodhams, 2016). In this instance, the form is then returned to the individual who can then view
any comments made.

3.2 Key Performance Indicators

Cambridge University Press (2020) define KPI’s as “a way of measuring a company’s progress
towards the goals it is trying to achieve”. Peter Drucker’s SMART approach explained by Mindtools
(2019) enables specific, measurable, attainable, relevant and timely targets to be set and achieved.

In recent months, the HR department have started to use ‘key performance indicators’ (KPI’s) to
assess and measure the impact of performance not only within the department, but across the
organisation. Using a shared document system, HR Advisors and Managers can provide updates on
current/open cases relating to recruitment, sickness, discipline and grievance, and current workloads
across the Service (EV37). Not only does this highlight areas that need improving, or issues that need
resolving, but also provides justification to other managers within the organisation of what activities
are being carried out within the HR department. This information is provided to Senior
Management on a quarterly basis and is incorporated within their reports.

The COVID-19 pandemic has made the process of reviewing performance extremely difficult as
outlined by Bagga (2020). Due to the need to social distance and work from home where necessary,
face-to-face performance management discussions have taken a back step. KPI’s are being affected
dramatically by COVID related absence and is therefore not reflecting an accurate result of
performance management activities.
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4.0 Recommendations

Even though Mid and West Wales Fire and Rescue Service have numerous procedures in place to
assist with performance management, there is a lot of information that needs to be understood by
line managers in the first instance, prior to assessing the impact of their employees work.

Organisations such as Google, Apple and Netflix are known for their ‘best practices’ in terms of
getting the most out of their employees, therefore adopting some of these, may benefit MAWWFRS
in their approaches.

MAWWERS use a ‘top-down’ approach to communication, whereby decisions are made at the
highest level and transpired through to those lower down the hierarchy. Instead of using the role of
a line manager as an authoritative role, line managers should be encouraged to mentor and coach
their staff, passing on their knowledge and experiences to encourage the want for development
opportunities within their departments.

Secondly, as highlighted by the Management Study Guide (2020) creating a happy workplace
environment can impact on employee motivation, therefore impacting on performance. It has been
noted across the Service that employees feel uncomfortable in their working environment, therefore
by helping line managers identify issues, and resolve such problems, employees will be happier and
more motivated to work. Also, this will gain a level of respect and trust towards their line manager.

Unfortunately, due to the demands on Departments, performance management is not something
that is of high priority, therefore by using informal performance management methods, the
organisation can gain more honest feedback from employees. In conjunction with the annual IDR, a
regular informal approach to performance management would be beneficial to MAWWEFRS,
providing employees a frequent opportunity to communicate any concerns with line management.

It is noted within many of the Service’s procedures, that decisions to award honorary payments for
example, are down to the discretion of the line management. It is recommended that this is
something that should be addressed formally within a service procedure to ensure that the same
approach is taken by all line management, and not just a few with many employees missing out
based on their line managers approach.
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EVi

From: Fairhurst Karen H.Q. <k.fairhurst@mawwfire.gov.uk>

Sent: 23 August 2020 08:48

To: HR Service Support <humanresources@mawwfire.gov.uks>

Cc: Rohman Samantha H.Q. <5.Rochman@mawwfire.gov.uk>; Thomas Rachel H.Q. <rm.thomas@ mawwfire.gov.uk>
Subject: Advise to Line Managers

Good morning all,

In line with the business partnering model being implemented within the department and across County Commands, please be advised that a lot of work has been carried out to ensure that all necessary documentation,
processes and procedures have been uploaded onto @Work for the attention of all line managers and employees.

In this regard, should you receive any queries/questions which could be answered by reading such materials, please direct all employees to the @Work site in the first instance. Should the answer not be available via such
link, please feel free to take further details and pass onto the relevant HRA for guidance.

Thanks

Karen Fairhurst
Rheolwr Adnoddau Dynol / Human Resources Manager

‘& Mewnol / Internal: Ext. 4437

‘B Allanol / External: 01267 226837

‘B Ffon symudol / mobile: 07883573343

* Post: k.faithurst@mawwfire.gov.uk / B0 Mail: kfairhurst@mawwfire.gov.uk
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Employment-Relations-Update-18-2020-Revised Capability (Performance) Procedure and Health and Fitness Procedure

4
@ HR Service Support ‘ €3 Reply ‘ € Reply Al | —> Forward |II|

To Tue 22/09/2020 18:36

Bece _All users

‘ - Employment-Relations-Update-18-2020-Revised-Capability-Performance-Pracedure-and-Health-and-Fitness-Procedure.pdf ‘
189 KB

‘ -~ HR-6.23-Capability-Performance-Procedure-V1-FINAL-SEPTEMEBER-2020. pdf
= 420KE

KT I D

‘ EZ¥- HR-6.24-Health-and-Fitness-Procedure-V6-FINAL pdf .. |

Employment-Relations-Update-18-2020-Revised Capability (Performance) Procedure and Health and Fitness Procedure

The above document is now available on the Service’s @Work site, and can be accessed via the above link.
A PDF version are also attached for ease of reference for those accessing remotely.

Should you have any queries, please contact the Human Resources Department.

Eva

What are you looking for? Keywords...

® @Work @] Find a person O Google
Line Manager Resources Line Manager Resources

Capability Line Manager Resources

Disability Toolkit

Capability Disability Toolkit

Health and Fitness Procedure

Health and Fitness

Sickness - LIVE 01 APRIL 2020 Grievance

Procedure

Grievance Procedure - LIVE
01 APRIL 2020
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Procedure

Procedure

Guidance Notes

Guidance Motes A Guide for Line Managers Capability or Conduct
Workflow

Process Table

Process Table

Templates

Template Letters Performance Improvement
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EVé

From: Rees Helen (Head of Procurement and Contracting) <h.rees@mawwfire.gov.uk>
Sent: 04 May 2020 09:57
To: HR Service Support <humanresources@mawwfire.gov.uk>

Cc: Harding Susan H.Q. <S.Harding@mawwfire.gov.uk>; Miles Mark (Head of HR) <m.miles@mawwfire.gcov.uk>
Subject: RE: Time Recording/Annual Leave

Hi,

| understand that due to the pandemic, staff need not work inside the core hours and that in order to be flexible to those with childcare responsibilities line managers could allow their
staff some flexibility and that they only had to work 37 hours over the course of 7 days, in time periods that fit around their childcare responsibilities.

Can you please confirm that this is the case, and where | can find such information?
Regards,

\Helen Rees Chartered MCIPS

Pennaeth Caffael a Chontractio / Head of Procurement and Contracting
Adran Gaffael a Chontractio / Procurement and Contracting Department
‘& (Allanol / External: 01267 226890

‘® (Estyniad Mewnol / Internal Extension: 4490

Ffon Symudol/Mobile: 07960 021631

EJEbost [ Email: hrees@tancac gov.uk / h.rees@mawwfire gov.uk
Gwefan / Website: www.tancoc.gov.uk / www.mawwfire.gov.uk
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COVID-19 HR Guidance for Managers 16-06-20
COVID-19 HR Guidance for Managers 18-06-20
COVID-19 HR FAG for Employess 170620

Recard af returning to the workplace after leckdown
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HR-6.58 - Coronavirus (COVID-19] - Temporary Changes to
Workplece Procedures W2

262020 - 10062020 (1)
Service_Delivery_Unlock_spproach
Respanss_Unlock_Approaeh
Resources_Uinlock_Approach

OSI_Unlock_Approseh

COVID-19 HR Guidance for Managers 05-05-2020 FINAL
Service_Linlock_Skrategy
Command_Social_Distancing_Guidance
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Higginson Caio H.Q.
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FW: XpertHR Legal Advice - 13052917 SB

Repl & Reply All — F d e
Rohman Samantha H.Q. €3 Reply ) Reply orwar
To Thomas Rachel H.Q.; Phillips Lynwen H.Q. Fri 06/12/2019

From: Xpert Group mailbox <xperthr@markel.com>
Sent: 06 December 2013 08:39

To: Rees Steven H.Q. <s.rees@mawwfire.gov.uk>
Subject: XpertHR Legal Advice - 13052517 SB

Dear Steven,
Thank you for your email.

Paternity leave is an entitlement to leave for the father/ mother's partner and must be taken within 56 days of the child’s birth or adeption. The right is to take one weeks Iea\.re or two consecutlve
weeks leave but the two weeks cannot be split into two one week periods. This is set out here: https://www.xperthr.co.uk/employment-law-manual

APL has not existed for some time as this was replaced with shared parental leave: https://www.xperthr.co.uk/employment-law-manual/shared-parental-leave/153899/

Therefore I would suggest you let him take one week of paternity leave when the child is born and advise him that if he wants a second week off, this can be taken as annual leave or unpaid parental
leave (unless you wish to offer him discretionary paid leave but you should bear in mind that this may set a precedent).

Kind regards

Sarah Browne
Solicitor

Markel Law LLP
Interchange, 81-85 Station Road, Croydon CRO 2AJ
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Heads of Departments! Commands should consider however, in discussion with the
Human Resources Departmant. whether or not such actions are justified in each case,
faking cognisance of whether or not there are potential difficulties perceived in
atiracting a diverse applicant pool for a particular vacancy, and any potential budgetary
implicstions in this regard.

Obtaining Candidates

With the exception of specific armrangsment outlined in Appendix A [Operational
Firefighter Selection) and HR 6.10 (Transfer and Promotion Procedure) which
relate to the employment and caresr progression of uniformed employees, all vacant
positions will normally be advertised and provide current employess with opportunitizs.
for career development, thus maintzining the skills and expertise of exsting
employees. In extenuating circumstances, the Head of Department/Line Manager, in
consultation with the Head of Human Resources, may wane the requirement to
adwertise. This is likely to include the following circumstances:

= Where positions may provide suitable atemative employment for existing
employees whose pest has been identified for redundsncy, including the
termination of fixed contracts or following a restrecturing exercise.

+ Where positions may provide suitable alernative employment for existing
employzes who become disabled under the definition within the Equality Act
2010, and are unable fo continue within their exdsting role.

+ Where, upan a restructuring exercise, existing employess are “slotted” into
roles basad on an analysis of their skills’experience porifolios.

Where the Head of DeparimentLine Manager can verfy that the work is
reguired for a specific purpose for no kenger than 3 meonths, where it may prove
mare sppropristz to tempararily transfer or promotz internally, based on
=xisting skills or experiznce, or more cost effective to utilise an agency worker.

Positions will be advertised using the most appropriate and cost effective medium 1o
mazximize the number of sufably qualfied candidates. This may nchude local and
national publications and web sites and should adhere to the Senice’s visual identity.
Internal adwerts should remain open for @ minimum of 7 days, and extsrnal
adwertisements should remain open for a mimimum of 10 days. All advertisements will
be arrangsd by the Human Resources Department.

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.

Advertisements will provide sufficient information to enable prespective applicants to
decide whether or not fo pursues a request for details. and will cleardy indicate the
closing date for applications, and the way in which further details may be obtained.

Selection

HR €.1 - Recruitment & Selection Procedure V4 3

All employzes invelved in the recruitment process should be aware of their
rasponsibilities under the relevant legisistion, and have 3 responsibiity 1o ensure that
they attend for appropriate training. 35 and when directzd

It is imperative that thers is no scope within the recruitment precess for the Semvice’s
reputation a5 an employer to be tamnished by accusstions of bias, unfair advantags,
nepatism or impropriety in the selection of new employess. Ta this end, if an employes
iminhied in the recruitment process has a close personal or family relationship with an
applicant, they must deciare this 35 soon as they are awars of the individusls’
application. In line with the Authority’s Code of Conduct for Officers, it would normally
be necessary for the employ=e 1o avoid any invelvement in the recruitment and
selection process.

Documentation relating to spphcants will b= treated with the utmost confidentiality and
in accordance with cument Dats Protection legislation. Applicants may have the
opportunity to receive feedback. however, the level and manner of feadback provided
will be specific to each vacancy, and dependent upon the number of applicants in each
case, a5 this affects the resource imphicstions of feedback provision.

20 THE RECRUITMENT AND SELECTION PROCEDURE
Preparation Stage

The recruitment and selection process should not commence until 3 full evalustion of
the nead for the role agsinst the departmantfuncton strategic plans and budgst has
been complatd.

The recruitment of employess will take into account the Service’s nead for new ideas
and aspprosches, and support the Service’s commitment to ensuring & diwerse
warkforce by proactively sesking to stiract groups that are under-represented in the
Senvice's workforce profile in order to maximise its shility to accree the benefits of
Diwersity.

Recruitment should form an integral part of the staffing strategy for the function and
should tske account of the function’s equal opportunities targets, by incorporating
“positive acfion” initiatives into the recruitment and selection process. “Positive Acfion”
is lawful under the Equality Act 2010 and refers to 3 varety of measures designed to
counteract the effects of past discrimination, for example:

= Placing advertisements in the minority =thnic press, the women's press and any
wother publication which is targeted st groups which sre under-reprasented
within the Service.

Including stat=ments in sdwertisements that encourage individusls from wnder-
represented groups to apply for the sdvertised position. Clarification of whether
particular approgches constilute positive action as opposed to positive
discrimination can be obisined from the Human Resources Diepanment if
requined.

HR €1 — Recruitment & Selection Procadure V4 2

The selection procass should be:
+ Transparent
= Timely and cost effective
= Equitable
= Fres from conflict of imterest

All selection sctivities will be based on agreed job descriptions and person
specification. Line Managers in consultstion with the Human Resources Department
will =nsure that job specificstions are up to date and sccuratzly reflect the roles and
responsibilities of the post.

Shortlisting must be undertakan by at least two individuals, one of which is involwed in
the interviewing process, and should be determined by messuring the atiributes of
each applicant methodically against each requirement of the agreed person
specification.

Where a member of the Human Resources Department does not form part of the short-
listi rocess, the completed shortlisting matrix will be cross-referenced and
sorutinised at Human Resources, in order to ensure consistency of spprosch and
faimess

A detsied record will be kept of the sssessmeant of each applicant sgainst the critzria.
Plzase note that templates are available from the Human Resowrces Department 1o
3ssist in this process.

Any zkills tasts (2.3, presentstions, in-tray exsroises) must be directly relstzd o the
role and measured against objective criteria, and presentstions for ons post must be
assessed by the same persons. Such tests, and in particular psychometric tests, must
be administered by & competent and suitsbly qualified person. Candidstes must be
notified of the detzils of any skills assessment when they ars invited for interview.
Candidates should zlso receive 3 minimum of 7 days notice of the respective inteniew
date, other than in exceptional circumstances.

Interviews should be conduct=d by at least two people and the composition of
sebection panels should, wherever possible, be reflective of the candidate base.
Intzrview guestions must be designed fo assess the candidate’s suitsbility for the
position, and the person specificstion should be used as the basis for detemmining
such questions. Complete, clear and accurste records will be made of each
candidate’s performance.

The choice of appointes will be determined by the results of the entire assessment
and selection process. The successful candidats will be informed 23 soon as possible.

HR &.1 - Recruitment & Selection Procedurs V4 4
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Reasonable adjustments will b2 made upon request to sl aspects of our recruitment
and s=lection process for disabled applicants who qualify for consideration for that
post

Considering Applicants with unspent convictions

The Rehabilitstion of Offenders Act 1974 exists to support the rehabilitation into
employment of refarmed afenders who hawe stayed on the right side of the law.

It is the Service's policy not to appaint any indwidual with an unspent conviction, into
specific posts whers regulsr contact with children or vulnerable adulis is considered
necessary. In such circumstances, any applications from individuals who have such
unspent convictions will not be shart-listed to progress further within the sslection
process (other than in circumstances whers the e of 3 caution or conviction =xpires
during the selection pracess, at the discretion the appropriate Dirsctor).

‘Guidance on the Rehabilitstion of Offenders Act 1874, together with information on
the duration of conwictions prior to becoming spent, can be szen st Appendix B.

The Employment Contract

At the end of the recruitment process, all records must be handed to the Human
Resources Depariment, where they will be in line with the Service's Records
Management Procedure — HR 3.39.

(Offers of employment ars conditional upon receipt of satisfactory references, medical
assessment together with drug/aleohol testing and Crminal Background Checks -
Basic Disclosures where applicsble. For further detail in this regard, please see the
Bervice's Pre-employment Check Procadure — HR 8.5,

(ONIT

ING

In order to monitor the implemantation and efectiveness of the Service's Recruitment
and Selection Procedurs, & suitable member of the Human Resources Depariment
will bz present st all interviews, and if requested can be present at any stape of the
recruitment process, when availsble. Line Managers are therefore asked fo Bsize with
the Human Respurces Department well in advance of any inteniews, to ensure
availability to sttend.

REGQUE ST TO RETURN TO EMPLOYMENT

The option of “returning to employment” can be be offersd when an employes has
woluntarily terminated their On Call Confract with MAWWFRS and requests a retum
1o employment within four years of their last recorded day of duty.

This facility is only available to employees leoking to return to the role of a firsfightsr,
Although personnel who had previoushy held the role of a Crew or Watch Manager ars
«=ligible to apply, their return can only be to the role of a firefighter.

Where an employes expresses an interest in returning to their On-Call duty contract,
their initial contsct with the Service should be made vis the Human Resources

HR 6.1 - Recruitment & Selection Procedure V4

o

APPENDIX A- OPERATIONAL FIREFIGHTER SELECTION PROCEDURE

Cperstional firefighter szlaction for new recruits (including volunteer firefightars at the
Service's volunteer stations) will be underiaken using agreed assessments based
sround the principles of those contained within the Mational Firefighter Selection (MFS)
Toolkit. I order to stresmiine the process and ensure manageable numbers of
spplicants are processed at each stage, slight varistions exist betwesn the Wholetime
{WDS) and On-Call recruitment prosesses, however, the assessment criteris will ba
applied consistently scross both procedures.

The zeparate elements of the recruitment process will be basaed on the following
as55essments:

»  On-ling Registration / Application sift

= Written Tests

* Practical and Physical Tests

*  PQA based structured interview (Inc role-play for WDS)

* Pre-employment screening {medicsl assessment. drug and alcohol testing,
DBE/ check and references). Also see Procedure HR 6.3, Pre-employment
Check Procedure.

Recruitment and selection actiities will be coordinated by the Human Resources
Department, who will ensure that all tests sre conducted by suitsbly gualified
personnel in terms of the written assessments and suitably trained personnel in
relation to PQA applicstion =ift and PQA interviewirole-play. The practicsl and

_?hysical tests will be coordinated and conducted by members of the Training Delivery
sam.

2.0  WHOLETIME FIREFIGHTER SELECTION
WDS recruitment 3nd selzction will be undertaken at intervals determined by Service
requirements.  Applicafion packs and forms will only be available during the
designated ‘Invitation to Apply” period, which will be advertised a= appropriste.

‘Wherever passible, WD'S recruitment will be underizken collaboratively with Morth and
South Wales Fire and Rescue Services.

Phase 1 — Online Registration
Fhase 1 requires candidates to provide personal details and register their interest
using an on-line regisiration system. Each applicant will also be asked 3 series of

guestions to ensure their eligibility to apply.

Candidates who hawe completed the online regisiration process will be sent an email
sdvising them of haw and when to aceess the nexd stage of the process.

Phase 2 — Behavioural Styles Questionnaire and Situational Judgement Test

Issued to applicants via an electronic fink. Phase 2 requires electronic completion of 3
Behavioural Style CQuectionnaire and Situational Judgement Test Successful

HR &.1 - Recruitment & Selaction Procedura V4

Department. The appropriate Command will be advised of the request and will maks
the necessary amsngements o mest and discuss potential On-Call availability.

Where an assessment of eligibility has be=n conducted, and the applicant has satisfied
the required criteria to retun, 3 comprehensive assessment of the individual’s skills
and training should be underiaken by the appropriate Command. The Command, in
conjunction with collesgues from the Senvice's Training Delivery Department will draft
@ suitable rehabiitation plan and outline the tmescales for completion. A copy of this
plan should be s=nt to the Service's Human Resources Deparment.

Rehabilitation training should not commence wnil the indvidual has undergone the
approgrists assessments | pre-employment checks as listed below:

+ Fitness testing | Occupationsl Heslth
« Cnminal Background Checks - Basic Disclosures

Once the individual has completed the reguired sssessments / pre-smployment
checks the Human Resouwrces Department will confirm the outcome with both
e individual and the Command. The individual's first day of duty will also be
confirmed at this point {if appropriate)

Rates of Pay

Individuals returning to employment will receive development rate of pay undl
compstence can be evidenced wia the appropriate mechanisms.

3.0 REWIEW OF P EDURE

This procedurs shall be reviewsd -

annually, or
following receipt of new information
upon implmentztion of new sgreements which may affect the procedure.

HR &.1 - Recruitment & Selection Procadurs W4 [

candidates will be invited to the Practical and Physical testing stage. and unsuccessful
candidates will be advised accordingly.

Phase 3 — Practical and Physical Tests

Practical and Physical test= will be administered by suitsbly qualified Operational
Cfficers. Successful candidstes will be invited to the PQA intenview and role-play, and
unsuccessiul candidstes will be advised accordingfy.

Fhase 4 — PQA Interview and Roleplay

The PQA interviews and Role-plays will be conduct=d by suitably trained members of
the Service. Successful candidates will sither proceed to Phase 5§, or be retained on 3
holding Est for possible progression to Phase 5 at a future date.  Unswccessful
candidates will be advised accordingly.

Phase 5 — Pre-employment screening {5ee also HR 6.5, Pre-employment Check
Frocedure in this regard).

The Human Resources Depariment, following consultation with the Training Delfvery

§ . will amanga for pre-
employment screening consisting of drug and alcohol testing, medical examination,
DBS checks, and references.

The Human Resources Department will slso provide the appropriate information with
regards to the necessary amangements to underiske uniform sizing prior o
commencement of employment.

The Peopla Development Department will be provided with the detsils of the potential
new starters, prior to the commencement date for probationary employment portfolios
to be put in placs.

Upon successful completion of all the pre-employment checks, the Human Resournces
Department will issue an offer of employment and the Training Delivery Department
will arange appropriate induction programmes.

On-Call recruitment will be undertaksn at intervsls determined by Senvice
requirements howswer, application packs and forms will be avsilable 1o prospective
applicants throughout the year.

The recognised phases for On-Call recruitment will b as contsined within this
Procedure.

Phase 1 — Application Form

Application forms will b= held at Service Headguarters and administersd by the Human
Resources Department. The praspective apphcant will be provided with an application
form/optometric assessment form and an information pack, and the candidate is
required to meet with the Station Lisison Officer to complete an hours of avsilsbility
form

HR .1 - Recruitment & Selection Procedurs V4 ]
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Upon receipt of completed docurnentation, the Human Resources Department will
conduct the initial sift of application forms. The Human Resources Department will log
all candidates details electronically, which will be shared with On-Call Watch
Managers and Station Lisison Officers with relevant information regarding =ach
individual's place in the process.

If the hours of availability are not suitable to current ststion requirements at that time,
the apglication form will be retsined until the Command confirms the individual should
progress to Phase 2. Regular communication will b= maintsined with the candidates
and application forms will be held for no longer than six months without requesting
consent from the individual as such intervals to retain the application form beyond that
period.

Successful applicants will b= invited o Phase 2 - Testing Day. Fesdback will be
provided to wnsuccessful applicants detailing the area's for which they regquire
improwement.

Phase 2 - Testing Day
A testing day during which candidstes will underga the following asseszments:

= Written tests
» Practical and Physical tests
= PQA based interview

Successful completion of each assessment is required prior to candidates becoming
eligible to progress to Phase 3 of the process.

Candidates who are not successful during the Testing Day can be invited to 3 re-
sssessment.

Phase 3 - Pre-employment screening {See also HR 6.5, Pre-employment Check
Procedure in this regard).

The Human Rescurces Deparment, will arrangs for pre-employment screening
consisting of drug and alcohol testing, medical examination, DES checks, and
references.

The Human Resources Department will alzo provide the appropriate information with
regards to the necessary amangements to wnderiske wniform sizing prior o
commencement of employmant.

Upon successful completion of all the pre-employment checks. the Human Resources
Department will i5sue an offer of employment and the Training Defivery Department
will arrange appropriate induction programmes.

HR &.1 - Recruitment & Selection Procedure V4 g

3.0 VOLUNTEER FIREFIGHTER SELECTION PROCEDURE

6.0

Depending on the expectations of the Service, in terms of what specific roles crews
will be expectad to underske st each wolunt=er station. the Hesd of Response within
the Command will confirm in writing xactly what elements of the Firefighter Rolemap
or Job Description ars to be underizksn by the spplcable station. The asssssment
outcome will be considered by a3 Head of Operstional Response in lisison with the
Head of Human Resgurces, and the Head of People Davelopment

Faollowing consideration, the appropriate recruitment and development process will b=
identified, utilising only the applicable parts of the current On-Call selection process.

For example, where a volunt=er crew would not be expected to undertske casualty
evacuation procedures on behalf of the Service, it would not be appropriate to expect
prospective voluntssrs to undenaks the ‘dummy-drag’ as part of physical assessment.
As such, only sssessments dirsctly related w0 the confirmed station role will be
imglemantad.

The agread process for 2ach voluntzer stsfion, basad on the role sxpectations =t that
time. will b2 retsined for record purposas by the Human Resources Department for
future reference.

REVIEW OF PROCEDUIRE

This procedurs shall be reviewsd: -

{w)  annually, or

(v} following receipt of new information
(vi)  upon implementation of new agreements which may sfect the procedure.

HR &.1 - Recruitment & Selection Procedure V4 10
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Schedulc of Reapamibditics [ ———

Head of Technical Services

Camy out hydrant inspeciions, safety and in
JOB DESCRIPTION sccordance with the Mew Foads and

Eirepwarks Aol 1981 and the TraMo
Managemant Aol

TITLE OF POET: Operational Suppon Technician

Head of Technical Sericas
Maintan gual foatons io ensure compl ance
waih the Hew Rioads and Sireebworks Aot
FRANE [ ROLE: Grasde 4 1921: the Waler Indusing Acts; Drinking Waler
rapecicrale Requlatons; HASAW Act 1671
and the: TrafMc Managemant Act 2005 Ta
POET REFERENCE: ADE 104 oot th Service from any kegal landty that
coukd be Inoumed

LOCATION: QORM — Waorking In Command Ameas

Head of Techndoa! Serdicas

. Maimain all necessany IT Skl o enabie the
REIPONEELE TO: Head of Techmioal Services 250 of Senvce databases such as Hydra and

e Asset management sysiem.

BLAIH FURFOSE OF JOB: | Toinspect. service and maintan the Service’s fire hydrants
cfficiently and saely as direcied by the Waler OMoer Fead of Technical Services
Liaksa diracty with Water comBany inspecions
o co-ondnate working aciivities effidentty on
@ local basis.

Head of Techndoa! Serdicas
FRepresent the Servoe of looad Sie laison
maefings with waler company and offer 39
parics.

Head of Techndoa! Serdicas
Advise and provide local indormation relading
B tha cheshon of hrydrant layvouts on nes
SonEmes and co-ordnale design
requremients with waler company staff.

Head of Technical Services

Comply with the cuficome of the role specific
risk assessments Al (nspeciors io maindain a
1 dary HEE frst aid quaification

il 20r8) il 201B)

Schedule of Ropomabads
Head of Technioal Services
Frowide effcient and conslsien quality comined

of waork camksd cut on cur benal by the waler
cOompankes.

Head of Technlcal Serdces
anage hypode mic neede oolkection from al
staikors and hydmani vehice shaps
conlainers. ensune sale disposal of Bio:
hazandois male ial

Head of Technioal Serices
Liatse with and advse cperaional siaf wih
regard i water supply looations and
capahiites, and 1o inform manile data

provetsl .

% The responsiility for administering the contents of this job description lies
with the post-halder.

€ The pest-hokder should continualy chack this job description and any
respansibility nat included and any proposed variations shaukd be the subject
of discussion wilh the Line-Manager.

% Wheare difficullies arse that cannot be resalved by the Line-Manager
reference may be made 1o the Head of Depariment wha will cansul with
partias a8 necessary.

Name:
FR:
Signabure
Drater

Page 24



EV1l

Page 25

P | _ _ T
| o ey Loy | VY S L w0 v e Sy
[ =TT T T T T am | _ _ _ T
s o ) LD CATREITL SRR © STy |
|||||||| Er T ! _ _ _ i T S Ly e
| e L vy | FEELeE sememwrk ron e s ko 1 vemSrmy
...... : I < » i i EL e i e el
warman |1 T
s L o S I I, L cumesle ) e ne Frm s Ly rmee |
........ R _ d S
| e L ey _u__.. - A maoadows v Lot e ey Buwe 1 sy
1 1
warman [ 1 | I
T L, L ey Eall 1 iwme s 1aa i wnw fenesy o s |
...... I I N [
Jmeurg ooy | ) vempeon wbn 31 Emm Ry ol vy |
W | _ _ ||_||||.“. |||||
| oo iy [ . Sk prrl f rawnehy
N TR
i i ||“| ||||||||
TIET [y Ee TR EER LR 1zrrdey easbon gAY moonesds || D arEva T i m. ............... IR R SRR i
| e i o ey _u_.-_ o) Suraman e 0013 sEam s Foe Bapanempan
T
[~ T T T T T _ sl T N IEEE A mEaadd |
OIS Emipyuoneey | H BrreqTe wwate vooe s pauded 3 plza ey |
waeamaa 1 [ =1 1 7 T ACERT s G
AT L, Ly |~ o) peearewaw e seee o Bupae s pos wlon sy
-~ [T T T T T T e T _ _ _ T B O P pp |
_H_ TETIER 3RS . AT T ey | I__ bt s pun awats et oy |3 ey |
ETI SIS A NTINE Y s A s sl roweaesranv || |00 wa | _u__._ _ [ | L il
ATTNE 20 TIATT JIWL 250 THLL OL IRYEITIY 5% TIALHIT MII0 T80 B2 D008 TYMINFET ¥ JHIIW | e L ey 1 VRS N ey pUw e |3 EUpuE nepLn g el ey |
............. : T — e TTTETHEA |
wavawas | L 1 1 I
LY L iy “ _n\_ B s oo pan ool Gy Busa svepaen o Gy _ 1
||||||||||| ) H e L1 v ey [ ! umary Bupasy wang |
|||||||| (IO Uttt T | e
T LFY ey | T LS U LR LR g !
||||||||||||||||||||||||| - T | ey Loy, _“-__.. [V . .- §: -}
T _ |||||||||||||||||||| Eweas . —
B LRy emneiey | _EEE dEe prw poes Gt | | _ H .
R _u__-_ S | IR S | Feamuenwey [ W Tt s ey |
2 R FL
| ey Loy . p— - B ol L i
.......................... TR ARTRA |
_ e SO .- A
b 0TI SEEAN R
ey oty | || _u_..._. " o BTt | e FEeL
" - THH T
W | _ _ . CEC | I A | HW | Enenng s R =000 150
| oy Loy | ool fmedse Bupeccd o uo b 3 AT U OTETITILT
[T T T T T e _ _ _ N
e ey uopoy | ) - g wsoun pee n Sy | EmARTE AT
LA s




EV12

RE: JOB DESCRIPTIONS

. Repl % Reply All —> Forward e
HR Service Support O Reply © Reply
To Lewis Spencer H.Q. Wed 05/02/2020 09:12
a‘% :Imé_l-statiun-Manager-A-RTC-Officer.ch o E‘E “RT\;;-Safet_\,r-and-Yuuth-lnterventiun-l‘v‘lanagEr.duc o E.l% ;\3‘\‘4;‘;RUad-SafEty-CUUrdinatw-CRR‘dUc o

a‘.} Youth Road Safety Assistant -JD-October-2019.doc
38 KB

~

From: Lewis Spencer H.Q. <s.lewis@mawwfire.gov.uk>

Sent: 04 February 2020 16:27

To: HR Service Support <humanresources@mawwfire.gov.uk>
Subject: JOB DESCRIPTIONS

Hi Al

I'm carrying out a task on behalf Karen Jones in Community Safety.

Could you confirm if you hold any Job Descriptions for any of Road Safety positions ?
Many thanks,

Spencer.

Spencer Lewis

Station Manager
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Gwasanaeth Tin Ac Achub iqnati
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14.  Sickness or injury M. Retun of Service Kit & Uniferm
upon Cessation of Employment
15.  Medical Reports 35,  Image Rights
16.  Uniform 36.  Dedclaration
7. Leawe
18.  Health and Safety
19. Discipline
20. Gnevance
ON-CALL Version T — September 2016
On-Call Version 7 — September2016 1
THIS PAGE TO BE COMPLETED BY HEADGQUARTERS PERSONNEL
7. CONDITIONS OF A.  Tha National Joint Counl for Local Authorty Fire and
SERVICE Rescue Sarvices (MJC) IS Te body responsiole for the
supervision, from a national point of view, of all
questions affeciing e condiions of service of
1. SURNAME: 2. ADDRESS: amployees (ather than those In Engade Managament
roi2g) of Fire and Rescue Sarvices esiablished undar
e Fire Services Acts 1947 — 1353 (as amendad by
FOREMAME[S). ... e Fire Sarvices At 2004). To this end the NJC's
principal role Is o reach agreement on a national
framework of pay and conmbons for local application
Hiroughout Te Fire and Rescue Sarvice In the United
Kingdom. The NJC ks committad fo the local
democratic control of Fire and Rescue Services fo the
COMMUNITy.
B. Condtiors of service for On-Call members of the
Service are In accordance with those |akd down by the
National Joint Councdl for Local Aushortty Firs and
Rescue Sevices 35 adopied by the Mid and West
Wales Fire and Riescue Service and 3s amended or
3. DESIGNATION: Cperational 4. CURRENT DATE FULL TIME supplementad by agraements betwean the Chief Fire
EXTERMAL [MAIN) EMPLOYMENT Officer and acredied representative bodies.
COMMEMNCED:
. You are sunject to the Senice’s disciplin
procedures 3s lald down In HR 6.15 - Disclplne
Procedure.
ROLE: ©On-Call Firefighier
IF UNEMPLOYED, PLEASE STATE: 8 OBLIGATIONS Every On-Call memier of the Service Nas an ooligation to:
A Adtend at the station o which they ane attached for
training and malniznance and Communiy Risk
Feducion dutles for an average of two NOUTS each
wesk, o SUCh Imes s the Mal of the Station
{5UnjEct to any orders of the Chie Fire OMoar)
CONEliars necessary.
5. PLACE OF EXTERNAL (MAN)FULL-  |&  DATE OF APPOINTMENT WITHMID 8 ;T&Tg";?mﬁ%*m . your
TIME EMPLOYMENT: AND WEST WALES FIRE AUTHORITY: avallzoilty, within 10 minutss of ths reapeciive
pager alert beng recelved. Due regard must oe
made o trafc reguiations, read and i3l
conddons and statulory speed restrictions
. Attend atanyfire oF other oScUTence of atany otner
station for standoy dudes In accondance wim the
Orders you raceive.
On-Call Version 7 — September2016 2 On-Call Version 7 — September2016 3
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8 OBLIGATIONS (Contd)

D.  Besides firefighting and ceraln otner emergancy
calls, On-C3al members' responsiolifies  may
Inzilige hydrant Inspectian, fire safety work, and the

hy of risks within Mme aspects of 7(2)d of
the Fire Senvices Act 2004. All dutes are outined
within the provided Joo Dascription for Firefigher.

E. On-Call members are encouraged to participate In
competitions, displays, charizble events and the
bhannual technical quiz both within e Sarvice
and at national leved.

F. Dutles will be as formulated and allocaded by the
Chief Fire OMicar (a5 per the agread Job
Description) and 36 directed by any manager b
whom you are responslbie within the appropriate
chaln of command. Upon appaintmeant you will be

Q.

AVAILABILITY

(continued)

In thess cireumstances, It will therafors be
necaszany to review your continusd
smploymant.

F. Fallure to maimtain contact with the Fire and
Rescue Serviea for arllls andor In response io
calls wihout just cause, will lead to dsciplinary
action.

CHANGE OF
CIRCUMSTANCES

Any changes 1o personal panikulars, pamiculany changes
of address, telephone numbers, next of kin, shift pabiems,
primary employment detalls and avalladility MUST be
nodfied In wiiing Immediately o the Service's Human
Resources Department (On-Call Establishment saction)
Mw wil make any necessary commenis and

mengations 35 1 your continued employment In
dlsnusslorl with the Direcior of Delivery, and ensure that

mmﬁm of e Statien to whish your personal records ane amended as appropriate.

11. TRAINING ¥ou must aftend basic racrult Faining, breathing apparatus
fraining, and when selectad driver training, and other forms
of exemal and Intemnal, residentia and non-resigental

3. AVAILABILITY On-Call firefighters are Individually condfoned o a patiem fraining coursas a5 prescribed by the Chief Fire OMeer 1o
and level of avalatiiity for which an assoctated level of meed the neads of the Service.
annual retalning T Is paid.
12. PROBATION A Youwll serve 3 probationary period of two yaars.
A To quallty for 100% retaining fe2 3 member must during which assessments will be mage every
three months. I progress In all aspests Is deemed
provide cover of a minimum 120 hours per week. SatieTaciory, your appommEnt Wil be ccrimmed.
B. A member providing less than 120 hours per wesk 5. The Chisf Fire OMcer may teminate your
will gualify for a 75% retalning fee. appoiniment at any time during the probationary
pericd H you are unilkely to satisTaciorly achleve
c Parformance In respect of response to Incidents tne raquirad standara.
and atiendance at drills will be monitored, and any
shortcomings of deficiencles brougnt (o your 13. PAYMENTS A In accondance with the NaZonal Joini Councll for
aftention. Lack of Improvemant Tollowing waming Local Authority Fire and Rescus Sendozs Scheme
of unacceptable performance wil lsad o of Condiions of S2rvice, Teas wil be paid In respect
tammination of your apoointment. of the following:
Iy  Retaning Fess
D.  On-Call parsonnel MUST NOT RESPOND o
aierier calls In any circumstances whilst unfit far i
duty throwgh dnnk or drisgs In line with the ) Disturbance Pajments
Service's Standing Orders for Heaitn & Sarety, ) Houly Rate
HSP.10 Alzohal and Drisgs. :
B. Subject to your satisfactory senvica you will be
E. Inthe 2vent of you being no longer bie to provics entifed io an annual retzining f2e which will be
the fire cover detalled on your apglication form, pald monhly, ogether with the payment of feas In
¥ou are obilged to a0y i GhaNge ¥our NOUrE of respeci of attendance at Drills which will be pald In
avallabiity (using the appropriats form), the arears. Payment In respect of Ingldent feas will
acceptance of which will b= at the discration of the 350 be pald montfily In amears. The Authoty
Diractor of Dellvery. reserves the right to vary the pesiodicity of
payment. ANl payments will be made by dirept
credit to your Dank and it will therefore be
On-Call Version 7 — Septernber2015 4 On-Call Version 7 — September2016 5
13 PAYMENTS necessary for you io Infenm Human Resources of to commencs training, and 3 phased SUPRYY 3s
your bank name, address and your account training progresses.
Jcontinuad) rumber and sort code.
B.  You are responsibie for all ftems of untform and
©.  When attending 3l day ralning coursas of at least equipment ssuzd to you. They remaln Me propany
one weel's duration, you will b= pald In accordance of Mig and West Wales Fire and Rescue Senice
with Seciion 4, Part B — Pay, Paragraphs 14 & 15of and must be surrenderad upan leaving the Sarvice,
the National Joint Coundl for Local Authority Fire uniess permission is given b the contrary.
and Rescus Services Scheme of Condftions of
Senvice. 17. LEAVE Payment In respect of Annual Laave shall De In acsordance
with Section 1.1 Annual Leave - Unkormed Empioyees,
D.  You are cautioned that any eniry on any document
or form claiming financial :eimeg. F o tar On-Cail employees, paragraph (v) of the Senice's HR 611
callouts ete. are subject to close scnutiny, and any Leave Procedure.
fraudulent cialms wil be viewed as an act of gross
misconduct. 18. HEALTH AND The Mid and West Wales Fire and Rescue Sanvice pulll:y
SAFETY AT WORK siabement, In accondance with the Health and Safety at
14. SICKMESS OR A IT you @ne on skck l2ave, oier than as a result of ‘Work Act 1974, |5 contained In the Service's Policles and
INJURY Injury or lliness arising out of authorised duty and Proceduras.
without your own defauil, you will recalve Sull pay”
;:“‘mﬂﬁﬂ:‘:::f:f: ey e 13. DISCIPLINARY The Disciplinary Procedurss ars |3k down In HA 519 -
i Stjact i the pm.;l'gmmpf,f‘; PROCEDURE Discipline Procedure which are In Ine with ACAS
doctars: StEement qguidelines. These procadures apply b al members of Mie
- Seniice below the role of Brigade Manager or equivalent.
B, ITyDuane on sick leave 35 3 resull of Iness or
Injury arising out of authorised duty, 35 an On-Call 20. GRIEVANCE The Enevance Resoution Procedurss are [aid down In HR
firefighier, you wil recelve "l pay™ which maans .25 — Grievance Resclution Procadures which are In line
YOUT average weekly rBmUnEation In ihe pravious Wil ACAS guidsiines. These procedurss apply o al
twalve waeks, taking all payments Inha account. mamioers of the Service.
Howeves, where you can prowkde safsfaciory
Bience N2t 35 3 dect s o e nese o 21. DISPUTES In cases of dspute betwesn Tie Fire Authorty and the
a' Y. you ;] Epect PROCEDURE Trade Unions, 3 procecurz, D3sed on Me advice
your nomna! cccupatian, Tl pay* means e caniained within the Seneme of Condlions of Senvice and
amount of the actual loss (Incuding your average 25 agread local wlr I =
wesKly rEmuneration In the previous twelve weeks) = ¥ Wil apely.
ﬁfﬁ:’ m‘?;ﬂﬁﬂ;ﬁ:’mﬁ“ o T 22, ACCREDITED The Mid and West Wales Fire and Rescus Senvice, 35
" mmw 1D SUmISalon Mm . REPRESENTATIVES YOUr SMpIDYST, SUPPONS tha principia of collective
Tor aach wesk of aDesnCe. bargaining and belleves In the principle of solving
Inglstrial relation Issues by dISCUSSION and agresment.
G- [Tyou are reirea on mEdical grounds you Wi nave *¥ou have the gt io oin the appropriate Trade Union and
fignt of appeal ta an independent medcal to take part In I activites. Detals of the speciied bodies
praciioner In a similar way to that provided for -
WhDlE-EmE MEMbErs unger fule HE, Soegule & of are avalladle for you to refer to 3t your station or can be
. ned from Senvice Headquariers.
the Firefighter's Pension Scheme Order 1952,
23. ALCOHOL Algohol will not De consumead or stored on Fire Service
15. MEDICAL Full detalls of medcal sxaminaion reguiements are premises for any reason In accondance with the Sanvice's
EXAMINATIONS conialned In the Scheme of Condlions of Sarvice and the Alcohol and Drugs Procedure [see @Work).
MId and West Wales Fire and Rescue Sendce Standng
‘Orders.
1. UNIFORM A N entry 1o the Service, you will b= Issued wih a
range of fire kit and comporate wear 1o enable you
On-Call Version T — September2015 E On-Call Version T - September2015 7
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24. MOTOR INSURANCE I you use a Mator Vehlcle to travel to your Station In order 27. APPEARANCE A For safisty reasons, you ars required o malitain
o respond to an Incident, you are advisad to ensure that AND BEARING your halr In 3 manner which doss niot Impinge on
your Motor Insurance covers you for such use of the your operational effecivenass and efficiency. Halr
wehigia. You are not raguired to provide or use such a shawid not show below the fire heimet and facial
vehicis and the Authority does not acoept any hair shauld nat Impinge on tha eMclent use of the
respansiplity for any addiional cost to which you may be braating apparatis facemask. i agdition, faclal
put In arder tn cover you for this us2. Whilst reporiing to Jeweliary shoud nat compramise he efMelent use
your Siation In response ko a call and using 3 Mabar of the above equipment.

‘Vehicie, you musi conform with the prowislons of the Road
Tramc Acts. B. All items of uniform should be kept In good
condiSon and empioyess should maintain a smart

25. TERMIMATION OF If your appointment Is to be terminated, you will be given and professional ppearance whilst on duty.

EMPLOYMENT nofcs 3¢ detalied Diow. c. The Fire and Rescws Sarvices are held In high
Period of Continuous Service  Minimum Hotics esteam by the communities they senve and
employees are expected to act In a manner which
4 weaks or more, but uphalgs this 3t all imes.
55 than 2 y=ars 1wesk D.  Youmust report In wiiting 1 the Chief Fire CMcer,
on the InEalion of criminal proceedings against
2 years or more out 1 wesk for each less you where they relate to ciminal offences which
than 12 years year of continuous Nave an Implicabion within the framework of me
sanvice Discipiinary Procedure,
12 years or more 12 weeks
28. EQUAL Mid and Wst Wales Fire and Rescus Senvice Is an egual
The minkmum pericd of nofice of temination of your OPPORTUNITIES opgonunitias employsr. The Servies's Equal
empioymant that you will b2 required to give shall be the Opporbuniies Procedure aims o give full consideration o
ordinary period from one pay pesiod io the next. the requirements and o the Insant of all equal
opporiunithes legislation (see HR £.37 - Equalily

26. RETIREMENT The normal refirement age for On-Call System employees Procedure’. As such the Procedure seeks io ensure that
Is the 5ame as those for employees In e same role who no Jab 3ppiicant o employee recelves 1255 Tavourablie
are elginka 10 join the New Firsfighisrs’ Pension Scheme. traatmant on the grounds of gender, ethnicity, age,

The normal reliremant age for On-Call employees, which disablity, religion & bellef, sexual orentation etc, of 15
= the minimum age at which penslon benefis may be disadvaniaged by condliiens of raguiremesis which
drawn, will therefora be age 500 cannot be shown 1o be justifed.
23. THEFIRE The Mid and West Wales Fine Authorily resarves tha rignt
AUTHORITY i amend of to terminaie any working amangements.
collactve agresments or schames which are Inciuded In
your Confract of Employment elther by consani
{Indivigually or collectively) of by terminafion s provided
for within those amangements, agreements or schemes in
which case such provisions will cease.
30. DISMISZAL OM Any failurz to fully comply with all t2rms of your Contract
CONTRACTUAL colid Tesult In your dismissal. In this respect, you are
GROUNDS remingad that the Informiation contalnad in your
application forms part of $his Contract and if any esement
of this Is subsaquently found to be Ineomeet o misieadng,
it Is Ialy to lead to dismissal.
31. VEHICLE “Itls a condition of your employment that In the event Mat
INSURANCE You utilise your personal motor vehicle for business
[APPLICABLE FROM activities, you must ensure that your Insurance policy
21 OCTOBER 2010) covers you for business use. {The term used by Insuranes
On-Call Version 7 — September2016 ] On-Call Version 7 — September2016 ]
comparies Indlcating “cover tx and from work” result in the matber being reposted io the Pollce for
{commuting) 15 not Business Uise cover).” Necessary action.
32 BANK-CREWING HOUrs — The Service's nead for NAVIdLEEs to parfom 35, IMAGE RIGHTS ANy photographic Images taken arempluyees witn thelr
SYSTEM WOrk vares from time to ime, somatimes due to last- consant (whether written or omeratse, and Inthe
mirute absences, and 5o dus to tamparary projects and inpaiadge of the proposed Use) during employment, will
cNanges In work-load. Should you (with the express remaln the propamy of the Senvics following cessation of
pemmission of the relevant Head of Command or empioymeni Employees who have consentad fo the
ent for release to undertake such wWork) confinm prowision of photographs wil Merefore have na rignt ta
your availablilty ta work at shon noice via your inlusion Inslst that 5uch Images are removed for Senvice use Inthe
on the Sarvice’s Bank Crewing list, you will enter into a event of resignation, relirement or dismissal.
Casial Hours armangement with the Senvice.
-
s s, pe s s g = oo P
0 O you WM 3t ny ime, and you are not entiied 1o 3 EMPLOYMENT PARTICULARS] AND ACGEPT IN FULL
mirimun number of ours of Work per dzy, week of year. THAT FAILURE TQ DO 50 WILL RESULT IN THE
If the Service does offer you work, You ane undar no = il
. TERMINATION OF MY APPOINTMENT AS OM-CALL
e et ‘:::;mmm me r\;lﬂegm FIREFIGHTER WITHIN THE MID AND WEST WALES
s £.0. : il FIRE AND RESCUE SERVICE.
All principles relating to these amangements are outiined
WiTin the Service's Bank-Crewing System Procedural
‘Guldance Dacument HR 6.31 — which can be accassed
Wia he Senioe’s @Work she.
In the event that you do agree to underiake work offered
fio you via e Bank-Crewing System, you will be requined
fio complte 1 to the Senvica's satisfaction. Date:
Remuneraton — Any work undertaken via the Bank
Crewing System will be pakd at #me and 3 haif rabs far the:
appropriate role undertaken during Me “assignment’
where the Individual will work In excess of 42 posliive
houwrs In that wask. This is In ling with the prnciples of the
“Grey Book” Condltions of Service, however, Tis has bean
specifically agreed by means of Local Agreement with
regards to Bank-Crewing payments.
Location — SNould you choose i pariipate In the Bank
Crewing System you will only b2 axpacted fo work
locations chosen to be acceptable to you (for work under
fihe Bank Crewing System), at the ime of joining the st

33. LEVELS OF FITHNESS You have a contraciual cbligation for ensuring thatl you
maintain 3 level of physical imess necessary to carmy aut
Your operatianal dutles In accordance with Human
Resunsas Procedural Gulgancs Document HR 5.24
Health & FRness.

34 RETURN OF ItIs the empioye='s responsibllity o ensure that all kems

SERVICE KIT & ol Service Issued it and uniform = retumed
UNIFORM UFON oessaﬂun of employment. In the event that Rems are not
CESSATION OF Serdice will Issue an appropriate Invoics o
EMPLOYMENT I'EEDV\EHTE walue of the Remds which are not refumad.
uent falure to repay the nec value, m
On-Call Version 7 — September2016 10 On-Call Version 7 — September2016 1
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On-Call Induction Day Timetable - 15 March 2019

Thomas Rachel HQ
To Martin Robert Earlswood; Thomas Marie H.Q.; Robertson Christine  H.(Qi; Gudgeon Elizabeth

H.Q; PURCHASING & SUPPLIES Dept

Jacob Matthew H.Q:; Richmond Emma H.Q.: Gard Emily

Please be advised that on Friday 15 March 2018 the On-Call Induction day will be taking place at Earlswood Training Centre.

Please see below provisional timetable for the day, if you could please confirm your attendance.

09:00 —09:15 — Rob Martin (Training)
09:15—09:30 — Exec Board (Welcome)

09:30— 12:15— HR / Fitness Team (Sports & Social)
Lunch {12:15—13:00)

13:00 — 14:30 — (Corporate Risk)

14:30— 15:45 — Stores — Kit

15:45 — 16:00 — Geoff Brewis (Firefighter Charity)
16:00 — 16:30 - RFU & FBU

Kind Regards
Rachel

EV15

RE: Induction for new stores member

HR Service Support
To Thoemas Rachel H.Q.

(i) You replied to this message on 18/08/2020 14:40.

Action ltems
Hi Rach
Is there an induction pack ready for Paul Evans please.

Cofion/ Regards

HR Support Desk

Tim Cymorth Adnoddau Dynol - Adran Adnoddau Dynol

Human Resources Support Team— Human Resources Department - DMP

Allanol f External: 01792 705144
Estyniad Mewnol / Internal Extension: 2294

Ebost / Email: humanresources@tancec pov uk / humanresources @mawwfire gov.uk
Gwefan f Website: www.tancge.gov.uk / www.mawwfire.gov.uk

€3 Reply

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

€ Reply | 45 Reply Al —» Forward

H.Q:; Langston Paul H.Q.; Philpott Steven H.Q.;
Earlswood; Messam Meil Swansea Command; +1 other

<¢) Reply All

Mon 11/03/2019 11:34

—» Forward s

Tue 18/08/2020 14:39

+ Get more add-ins

Rydym yn croesawu gohebiaeth yn y Gymraeg a'r Saesneg - byddwn yn ymateb yn gyfartal i't 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.
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MID & WEST WALES FIRE & RESCUE SERVICE
HUMAN RESOURCES PROCEDURAL GUIDANCE DOCUMENT
(PGD)

HR 6.8, Probationary Period Procedure — Support Staff
employees (NJC Green/Red Book)

U5 - Indicates updated section {for initial circulation/publishing)

1.0 PROCEDURAL COMSIDERATIOMS AND FPROBATIONARY PERIOD REVIEW
GUIDELINES (GREEN/RED BOOK SUPPORT STAFF EMPLOYEES)

2.0 FROBATIONARY FERIOD REVIEW FORME

3.0 PERICDS OF NOTICE

4.0 EMPLOYEES ON SHORT TERM CONTRACTS

5.0 RESPOMSIEILITIES

6.0 CARRYING OUT PROBATIONARY PERIOD REVIEWS

7.0 EXTENSION OF A PROBATIONARY PERIOD

8.0 COMFIRMATION OF SUCCESSFUL/UNSUCCESSFUL PROBATION (FOLLOWING
COMPLETION OF & MONTHS SERMICE)

9.0 DISMISSAL DURING PROBATIOMARY FERIOD DUE TO UMSATISFACTORY
CONDUCT

10.0 MONITORING AND REVIEW OF PROCECURE

APPENDIX A - FROBATIONARY PERIOD ACTION FLAN

APPENDIX B - 1 MONTH PROBATIONARY PERICD REVIEW
APPENDIX C - 2 MONTH PROBATIONARY PERIOD REVIEW
APPENDIX D - 3 MONTH PROBATIONARY PERIOD REVIEW
APPENDIX E - 4 MONTH FROBATICNARY PERIOD REVIEW
APPENDIX F - 5 MONTH PROBATIONARY PERICD REVIEW
APPENDIX G - & MONTH PROBATIONARY PERIOD REVIEW

Document Information

probationsr during a trial peried, giving guidance by advice or waming where
necessary.

Groundwork put in at this stage will hopefully address any capability andfor conduct
issu2s before further commitments are mads with regards to continued employment.

Employeas will not normally be permitted to apply for other vacancies within the
Service, whether on a temporary or permanent basis, until they have
successfully completed both the required probationary period, and
subsequently served a further 12 months in post following completion, in order
to ensure that the Service gains maximum return on investment with regards to
the development of the employee within their inifial role.

1.2 PURPOSE AND SCOPE

These guidelines apply to all Green/Red Book employees, and are intended to provide
5 consistent means of administering the probstion process for all such employses,
upon commencement of their provisional emplayment with the Semice.

The Service's standard Support Staff Employee Statement of Written Parficulars
contains an explicit @ month probstionary clause. The reasoning behind this is that 3
consistent approach iz applied throughout the Semvice, imespective of the type and
lzwel of job undertaken.

There should be no requirement for Casusl workers to undertake a probation period.
The terms of their ‘engagement’ is intermitient and ad-hoc, and gives no mutuality of
obligation.

2.0 PROBATIONARY PERIOD REVIEW FORMS

EZee Appendices A - G. These forms will be issued to the appropriate line manager
from the Service's Human Resources Depariment upon commencement of
employment of the respective employee (Appendiz A only) and thereafier at the
sppragriate intervals (Appendices B - G).

All farms must be completed within the appropriate timescales srranged wpon
commencement of employment of the employes, and should be forwarded 1o the
Human Resources Depariment once completed, for verification prior to filing on the
employse's personal record file, and appropriate action as required.

Sufficient evidence must be provided to justify the manager's opinion with regards to
positive or negative peformance, and any forms that do not include sufficient
justification will be returned to the manager from the Human Resources Department
for further detsil.

PERIODS OF NOTICE

31 PERIOD OF NOTICE — EMPLOYER ! RIGHT OF THE SERVICE TO TERMINATE
THE PROBATIOMARY PERIOD AT ANY TIME, DUE TO UMSATISFACTORY
CONDUCT

MEVWWFRE has the night to terminstz the employee’s provisional confract of
employment with ene week's written noticz or payment in lieu of notice, at any time

HR 6.% — Probationary Period Procedure — Support 5taff employees W3 i

Security Classification A

Document Owner Head of Human Resources
Document Author Human Resources Manager - Employment Relstions
Date of Issue 01 April 2016

Date of Implementation | 01 Aprl 2018

Version Number 03

Date of Last Review MiA First Issus

Date Last Amended June 2018

Date of Next Review Mazrch 2017

Approval Details Director of Resources
Equality Impact HRG.2EIA

Assessment Reference

1.0 PROCEDURAL CONSIDER.

GUIDELINES (GREEN/RED K SUPPORT STAFF EMPLOYEES

11 INTRODUCTION

All n=w employses to Mid and West Wales Fire and Rescus Service (MEWWFRS).
conditioned to the Mational Joint Council for Local Govemment Services, and Joint
Megotisting Committee for Local Authority Craft and Associsted Employees Pay and
Conditions of Senvice (knowm as the Green Book and Red Book respectively) will serve
3 probationary period of 28 wesks (s months).

In addition, temporany/ficed term employees should serve the same probation period
or, ¥ on a sharter contract of employment, b= on probation for that period and be
monitored in the same way.

All initial offers of employment for Green/Red Book employees will be made on
a provisional basis. pending successful completion of such probationary
periods, at which time a confirmed offer of employmant will be issued (whara
applicable for permanent. and temporary contracts of applicable duration).

MEWWFRS reserves the night to exdend the employee’s probationary period for up to
& further three months should it be deemed to be in the interests of both the employee
and Semvice, as an outcome of the Probationary Period review process.

The rationale for 3 probationary period is a trial period 0 ascerain the individual's
suitability for the post and continued employment within the Senice. Thers is an
obligation on the employer to take reasonsble st=ps 1o maintain an sppraisal of a

during the probation period. following any necessary dismissal procedures on the
grounds of unsatisfactory conduct or cspability. Dismissal procedures for employess
within the Probationary Peried will be in line with these implemented for all other
Semvice employess.

3.2 PERIOD OF NOTICE - EMPLOYEE

If the employze feels they are not suited to the role during probation, they must give
MEWWFRSE one month's writien nofice to terminate their employment.

4.0 EMPLOYEES ON SHORT-TERM CONTRACTS

Where temporary/fiesd-term contracts are of @ months durstion or less, then the
probationary pericd will be deemed to cover the entirety of the contract.

The standsrd process should still be followed in such cases, but managers must be
swars of the need to raise issues and take action where necessary within the shorter
time constraints. I the contract of employment is extended, or the person is
subseguently provisionally offered the position on a permanent basis, they should
serve a total of & months probation

5.0 RESPONSIBILITIES

3.1 EMPLOYEE RESPONSIBILITIES

Probation is & two way process and the new employee has a similar duty to the
manager to ensure they raise izsuss and sesk to ensure that any necessary sction is
taken together with their manager. Whilst final accountability for the process with
the manager, new employees should actively seek to ensure that review interviews
are undertakan and recorded, in line with these guidslines.

5.2 MANAGER RESPONSIBILITIES

A probationary period should not be entered into without the appropriate level of
planning for the § month review process. Targets should be set, objsctives outlined
and s timetsble of supervision communicated.

Dwring the probstionary peried it is important for the employse to be given the
spprogriste assistance to reach/maintain the reguired standard of performance.
Managers should ensure that fair levels of performance are identfied with new
employses, and that reasonable timescales are identfied to achieve this. Whars
development needs are identified as necessary during the probationary period. these
must be sddressed by snsuring that the appropriate development is given and the
outcome reviewsd.

Throughout the probationary period, supervision is important. Supendision must be at
regular interials and is in addition to the probationary review mestings. The review
inteniews should be planned sfter the date of commencement of employment a5
follows, giving the employze advance nofice:

« Initizl meating wpon commencement of employment, at which terms of review will
b= =gres=d betwsen employes and manager (see Appendix A for appropriate
form)).

HR 6.2 — Probationary Period Procedure — Support 5taff employees V3 4
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at 1 month service (see Appendix B}

at 2 months senvice (see Appendix C)

&t 3 months z=nvice (see Appendix D)

at 4 months s=rvice (see Appendix E)

&t § months service (see Appendix F)

final review meeting at § manths service (and decision made with regards to
continued employment (whers applicable) or otherwize (see Appendix G).

It is important that appropriate time is s=t aside to carry out the interviews, and a record
kept of the action agreed at each stage (on the appropriste Probationary Period
Review Forms see Appendices A - G). Where the manager's emplayment within the
same role is discontinued through new appointment, retirement, resignation or other
raason, it is the outgeing manager's responsibility to ensure that their replacement is
fully briefed to carry out the remainder of the probationary review interviews, and any
aciions arising from them.

The Probationary Peried Review Form, comparing the employes’s performance and
conduct against the requirements of the Job Description, Person Specification and
other targets set, should be us=d to assess performance. The manager is not reguired
to cover all areas of competence: these are listed as 3 guide and other factors e.g.
project management or financial awarsness may be equally or mere relevant, and the
criteria selected is therefore at the discretion of the line manager, bearing in mind the
importance of selecting the criteria which are mast eritical to role parformanca.

Some employ=es will take such interviews in their stride, whilst others will find this
process more difficult and in some cases more stressful, and due account should be
taken of this during the interview process.

Managers should ensure that employees are 35 relaxed as passible during the
process by maintaining a supportive and understanding approach. There should be
constructive feedback on all positive and negative asgects. If there are issues for
concern, then these need to be sddressed more regulary outside of the abowe
framework.

A copy of the probationary record should be given to the employee shortly after each
interview, and a copy placed on the persanal record file. This process is in addition to
Indvidus| Development Review mastings, although it may be appropriate to combine
discussions, as kong as the employee clearly understands expectstions required from
them under the probstionary period.

6.0 CARRYING OUT PROEATIONARY PERIOD REVIEW §

The initisl mesting should outline the conduct and performance expectsd of the
employse, during their employment within the specific role (see Appendix A).
Employees should leave this interview clearly understanding what is required of them
=nd the standards that need to be schieved. The dates and times of future mestings
shauld be arranged snd sgresd with the employes, wherever pozsible.

The following intendews st months 1 to 2 should review early conduct and
peformance.  Positive elements should be fed back to the employee and any
development nesds identfied. Arrangements mustbe made by the manager to ensure

7.0 EXTENSION OF A PROBATIONARY PERIOD

As outlined abowve. the probationary period s for a peried of 8 months and is applied
consistently throughout the Service. Howewer, it is recognised that there may well be
oreasions when an extension to the probationary peried could be in the interests of
both line manager and employee. Some examples are specifisd balow:

= ‘YWhen an unforeseeable absence on the part of either line manager or employes
has rendered the period of assessment too short for 3 fair and ressonsble
aszezsment to be made on paformance.

Whars there are matters of concern with performance, but rather than terminate the
contract at 8 months a further time peried is deemed a reasonable compromise to
assess overall performance.

It is advised that an extension beyond 9 months is unlikely to be deemed reasonable.

Extending the probationary period should normally onlfy be considered where there
are exceptional mitigating circumstances outside the control of the employes (e.p.
absence through illness cadified by a Doctors Paper). The reasons for the propased
extension should be clearly understood by the employes and arrangements during the
propased extension should be explained. Supervision during any extension sheuld be
consistent with the procedure explained above.

The employes should be advised in writing before the end of the probationary period
that their probation has besn exendsd and that i their performance =till doss not
achieve the required standard following the extenszion, their employment will be
terminated with one wesk's notics.

2.1 CONFIRMATION OF SUCCESSFUL PROBATION

The Human Resources Department will require confirmation of a successful
probationsry period, and the Form in Appendix G should be forwarded to Human
Resources, as outlined in Section 8.0,

Line manager's ars responsivle for verbally confirming & successful probationsry
period with the employes (following consultation with the Head of Human Resources).
Letters confirming permanent employment {where applcable) or  continued
employment within the temporaryfixed-term contract will be issued to the employee
from the Serice's Human Resources Department.

8.2 CONFIRMATION OF UNSUCCESSFUL PROBATION
The Human Resources Department will require confirmation of an unsuccessful
probationary peried. and the Form in Appendix G should be forwarded to Human
Resources, as outlined in Section 8.0,
Lime mansgers are rezponsible for verbally confirming an unsuccessful probationary

period with the employes (following consultation with the Head of Human Resources).
Letters confirming dismissal, and thus cessation of the emplayment contract under the

HR 6.& — Probationary Peried Procedure — Suppaort 5taff employees V3

that any devslopment needs sre addressed, and to ensure that appropriate imescales
for these are made clear, outlining the improvement reguired.

Managers should be mindful that most employses will require developmeant and
assistance during the early part of employment. especizlly with regards to Senice
specific information and work rowtines.

A significant improvement should be seen by month 3 in this regard, and employ=es
should normally be performing fo 3 satisfactory stsndard 3t this stage. f employ=zes
are not performing satisfactorily st this stspe. or indeed any preceding stags. the
following action should be taken:

= The manager should clearly explsin to the employese how they are fadfing to parform
to standard. and what they must achieve by the following rewiew (or sooner whars
applicable) to redress the situation. This could be in the form of an action plan
based on the SMART (Specific, Measurable. Achievable, Realistic and Time
specific) principles, which can be easily monitored. The manager should
emphasise that the employee should takes sdvantage of every opportunity to resch
the required standard. 35 their continued employment could be in quastion, should
they fail to do so. Howswer, emphasis should slso be made that sppropriste
assistance will be provided to the employse to do so, by the manager and Service
as the employer.

Confirmation of the development needs and standards metior otherwise must be
logged clearly. and sgreed by the employee (by mesns of signaturs) on the
probationary repart form (see Appendices B - G).

A member of the Human Resources Jepanrnent should be cansulted as to the poor
standard of performance (where appropriate) so that advice/guidance on the comect
process and actions can be given at 2ach st3ge.

The zbowe process should be repssted st each monthly interval during the
Probationary Period Review process.

By the time of tha final review following 6 manths of employment. mast employess will
have reached a satisfactory standand. These employess should be interviewed as for
the preceding months, and informed of their satisfactory conduct and performance,
and reminded that they should maintain the level of satisfactory performance and
conduct achieved.

At this time, the manager should forward their formal recommendation to the Human
Resources Department by means of the final Probationary Peried Review form [see
Appendix G), where the appropriste action will be prompted, and a letter sent to the
employee advising them of the outcome of their Probation Period. At this time, the
employee should zlso be informed of the manager's intenfion to confim their
appointment (following prior consuliation with the Hesd of Human Resources).

In cases wihere an employes is still not performing to the required standard, it may in
certain umstances be decided that an extension of the Probationary Period may
be bensficial to both the employzse and the Senice. Sze balow.

Probationary procedure will be issued to the employes from the Sendice’s Human
Resources Deparment, providing ans week's notice of termination.

PROBATION PERIOD DUE UNSATISFACTO

As putlined in Section 3.1, MEWWFRS has the right to terminate the employes’s
provisienal contract of employment with one week’s writt=n notice or payment in lisu
of notice, at any time during the probation period, following any necessary dismissal
procedurss on the grounds of unsatisfactory conduct.

9.1 RIGHT OF APPEAL

Right of Appeal will be given to employess dismissed under the Frobationary Review
process, together with those dismissed for unsatisfactory conduct, in line with the
Appeal principles outlined within the Service's Disciplinary and Capability procedures.

All Appeals should be made in writing to the Director of Resources within seven days
of the former employee receiving notification of the temination of employment under
the probationary procedurs, or a5 a result of unsatisfactory conduct.

10.0 MONITORING AND REVIEW

The Service, through the Head of Human Resources, will continue to monitor the
operation of these guidelines, and ensure that they are appropriste for the purposs
intended.

This procedurs shall be raviewed: -
(i) annually, or

{ii} following receipt of new information
(i) upon implementation of new agreements which may affect the procedurs.

HR 6.8 — Probationary Period Procedure — Support 5taff employees V3 g
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@ Probationary-Period-Reports.docx
w
76 KB

Good afternoon

I note from the Service’s records that Mrs kelsey Tiffin has been employed with the Service for a period of 2 months. In line with the Probationary Period Review Procedure, you are asked to complete months 1& 2 of the

attached document and return to the Human Resources Department.

Should you require copies of the job description, please do not hesitate to ask.

Cofion/ Regards
HR Support Desk
Tim Cymorth Adnoddau Dynol - Adran Adnoddau Dynol

Human Resources Support Team— Human Resources Department RMT

EV18

6 Month Assessment Query

Thomas Rachel HQ
To Artis Joanne Swansea Command
Cc Mathias Anthony Swansea Command

®This message was sent with High importance,

Good Marning,

€ Reply

%5 Reply All

Can you confirm if the below individuals are ready to attend for their 6 month assessment? Spaces have becomne available on the assessment taking place on 22 September 2020 in Haverfordwest.

[ 2917 Thomas Jack [ Williams |
[ 2910 Samuel | Crocombe |

If you could let me know ASAP, | can get the necessary invites issued.

Thanks
Rachel

Rachel Thomas

Human Resources Assistant
Cynorthwy-ydd Adnoddau Dynol
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==  Miss Rachel Thomas
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. thomasi@maswire. gov.uk
e EMTHRIPR.ATIZ

12 August 2020

Dear Mr Davies
& MONTH PROBATIONARY ASSESSMENT

Further to the ketter you received dated 03 April 2020, | have
received confimmation from Station Manager Wayne Jarrett of the
Training Delivery Department, that the necessary processes have
been put in place in accordance to Welsh Government guidance,
for assessments to continue during the Cowd-12 pandemic.

In view of this, please see the below amangements for your
upcoming & Month Probationary assessment:

Diate:- 23 September 2020
Times:- (¥ - 1800 hours
Venue:- Haverfordwest Fire Station, Merin's Hill,

Haverfordwest, SAG1 1PE

Diress Code:- Comporate Worowear & full structural fire-fighting
Personal Protective Equipment (PPE)

‘f'ou are asked to ensure that, you bring all items of PPE issued to
you, that the PPE & marked with your name and Senvice numiber as
detailed in your PPE Leg Book. and that any issues you may have
with regards to ll-itting PPE etc. are addressed within your County
Command prior to your attendance.

This is a physically demanding course and you are asked to bring
persenal foiletries, a towel and sufficient fresh spare corporate work
wear te change into should it be needed.

Please be advised that accommedation is avalable for those whose
home address is located in excess of 51 mies away from the
course venue, and as such you are asked to contact Mrs Jayne
Gee on extension 2270 in good time, in order that these
amangements may be made.

EV20
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Should your home address be within 51 miles of the cowrse venue you are asked
to contact your Station Liaison Officer in order to secure a vehice for your
joumey.

Please be advised that details regarding your Initial Breathing Apparatus and Fire
Behaviour Course will be communicated to you in due cowrse by the Training and
Delivery Department, if not aiready done so.

Should you have noted your intention to attend the course and are subsequently

unabde to do so due to illness you should inform Service Confrol as per Service
Puolicy and ask that they informn the appropriate Officer leading the course.

Please be advised that you will be contacied 24 hours prior to your assessment to
ensure that you are fit and well, and do not show any Covid symptoms

In the meantime, you are asked to confim your inteniion to attend or ctherwise as
soon possible.

Yours sincerely

RorThernas

R Thomas
Human Resources Assistant

6m On-Call Assessment

Lloyd David
To Thomas Rachel H.Q.
Cc Jarrett Wayne

Hi Rach

Ff A Cope 2903 M41

Ff S Crocombe 2910 M44
Ff K Harries 3610 M31

Ff T Newell 2868 M36
Ff C John 3880 M36

See you soon.

Dai Lloyd

Pembs. Command(Training)

Pembs. Command; S5mith Gary
@‘r’ou replied to this message on 23,/08/2020 08:43.

How are you, hope all is well. Here is the latest list of our on call Super Heroes that have today past the 6m on-call assessment.

Pembs. Command
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5 MONTH PROBATIONARY ASSESSMENT

Further to your attendance at the § Month Asssssment on 23
September 2020, | have recaived confirmation from Watch
Manager Charie Taylor, of the Senvice's Training Delivery
function, that you successfully passad this assessment

As part of your Probationary Peniod, you will be reguired to
attend for Stage 2, 3 and 4 Assessments and further detals
regarding fhese will be commumnicated fo you by a member of the
People Development Department.

In the meantime, should you require any further infomiation or

assistance pease do not hesitate to contact me on 01267
226832,

Yours sincerely
O T hPornos
Al AN WA T

R Thomas
Human Resources Assistant
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2.1.4 On Call staff are required fo follow the procedure detsiled in Service Order HR 612
Sickmess and Absence Monitoring Procedure, when they are unsvailsble owing 1o
illness orinjury or unable to sttend a programmed drill night or 3 pre- organizad training
and development event.

21.5 When it is identified that an individual has not stiended during 3 period of svaisbility.
inzluding non-atiendance at a drll night or 3 pre organized training and development
event (=2 appendix E}, without prior notification to the On Call Waich Manaper, the
following processes should be followed:

22 STAGE 1: MEETING

221 Ifaperson fails to attend when alerted and they wers showing avaiisble. or do not atiend
a drill night {see append: E) without prior notification, the On Call Watch Manapger will
camy out @ management investigation to stablish the reason.

222 The On Call Watch Manager should mest with the individual to discuss the r=asons for
rissing the zall {or drill), ensuring that they are aware of the process for updating Rappel
when they become unavailable or applying for a formal change of contractual howrs
appropriate.

223 At the meeting the Waich Manaper should complete form P20 (Appendix B) with the
individual.

224 The form will include the following details:-
= Date and time of call or date of drill night which the employee failed to stiend
= Reason for not attending
= Signature of the employss
= Signsture of the Watch Manager

22.5 If the person failing to atiend i the Watch Manager then the sbows masting will be
carmied out by the Operational Response Manager.

228 Further guidance on how to conduct the Stage 1 mesting is available in Appendix C.

2.2.7 The outcome of the mesting is to be recorded by letter (Stage 1) which will be placed
on the individual's PR file.

23 STAGE 2: MEETING

231 Where an individual iz available on contractual hours and fails to sttend either 3 x Drill
Period (fraining event) or 3 x Incident when alerded, or 3 ioial of 3 in combination —
identified in the PO during Stage 1 monitoring, the individual showld be refemred to the
Command's Operational Response Manager for 3 formal mesting.

23.2 The Operational Response Manapger should discuss the occasions of missed
attendance to explore any prevailing problems or issees and whers appropriste offer any
relevant support. A review period of two months will be s=t with 3 tanget for the employes
to improve their attendance.

233 The outcome of the meeting is to be recorded by letier (Stage 2) which will be placed
on the individual's PR file. {Appendix D provides guidance on how to conduct this
rmeating).

3

Approval Details

Equality Impact HRE 32EIA
Assessment

1 INTRODU

11 Mid and West Wales Fire and Rescue Service (MAWWFRS) recognises the
commitment provided by operational st on the On Call Duty System (On Csll) a5 well
a5 the complexity of the system and challenges presentad 1o local managers 1o ensurs
that resowrces ars used effscively.

1.2 This procedure provides guidance to On Call Supenvisory Officers and the appropriat=
officars within the Command structure for managing On Call employees.

1.3 The procedurs stipulates the atendance expectations of those ndividusls employed
within the On Call sector. Guidance is also included as an appendix for addressing thoss
individuals who fail to respond to emergency calls as part of their contracted hours of
availability, 35 well a5 those who persistently fil to sttend for the spacified drill or wraining
perniods.

1.4 This procedure is specifically simed st employess who hawe an On Call Duty System
contract with the Service. and should be read in conjunction with the terms and conditions
in the ‘statement of employment particulars for retsined duty system employes’s.

1.5 Mid and West Wales Fire and Rescus Senvice supports an environment of mutusl
respact and equality of opportunity. In accordance with the Equslity Act (2010), this
document has been equality impact assess=d to ensurs 3l protected charsctsnstics ars
considerad.

16 This procedurs has been drawn based upon the key findings from the MAWWFRS On
Call Working Group.

211 MAWWFRS recognises that thers may be occasions when st are alensd but as
unable to aftend an incident dus to 3 work or family emergency. it & not howsver
acceptable for this to happen on a regular basis.

2.1.2 Following the introduciion of the Rappel System, & & important for all On Call personnel
to note that the hours input into Rappel should be in ine with those specified on their
applicstion form, or most recently submitted and suthorised DLT. Should any individual
na longer be able to provide their contracied hours, they are required to submit 3 revised
DL7 form in onder to formally request a change to their contractusl hours. This form
must be authorsed by the sppropriste Command Officers prior to submission o the
Human Resources Depariment.

2.1.3 Personnel who are booked avsilable on the Rappel system are considersd to have mads
& commitment fo respond to emergencies for those hours, 7 alen=d.

234 [fther=is an acceptable improvement in attzndance during the agresd two month review
period following placement in Stsge 2 the employes will be notfied by the OperaSional
Responss Manager and Stage 1 monitoring should confinus.

235 Where the indiwidual confinues fo miss calls and or Drill Periods during the 2 Month
Review the Individual is to be refermed to the Head of Command.

HEAD OF COMMAND

241 If during the two month review period of Stage 2 the indwidual confinues fo miss calls
during periods. of avaisbility they will be referred to the appropristz Head of Command.

2432 The Head of Command should consider the detsil of Stsge 1 and 2 and in consulisSon
with the Head of HR consider applying the Senvice's Disciplinary Procadure (HR 8.18)
paying particulsr consideration to the fast-rack system.

243 In cases where the indiidual continues to miss cslis in the month following the first
discipline award, a further fast-frack sward may be considersd as necessany.

244 |fthers is an acceptsble mprovement in afiendance during the agreed one month review
period following placement in Stage 3. the employse will be nofified by the Heasd of
Command and Stage 3 monioring should continue. monthly, for the durstion of the
disciplinary award.

245 Where the individusl continues to miss calls and or Drill Perods during the review period

{length of disciplinary award) a disciplinary hearning will be held and could result in the
emplyes receiving a final wiitten waming or dismissal from the Senvics.

2.5 BOOKINI F

251 Although On Call personnel are expect=d o be available for duty during their contraciusl
hours, as per their apphcation fonm f most recently submitied and suthorized DL7, the
Semnice recognises that flexibility may be requirsd from fime o time. As such, personnel
are permitted to ‘book off duty’ for & short period of ime. with the approval of local
managers. The approval from lecal managers will depend on whether the booking off
makes the appliance unsvaisble for ememency response and in this regard it & he
individual's responsibility to find 3 suitsble replacemeant to ensure that the appliancs
remains available.

252 Booking off is not considered to be appropriaiz in the following circumstances: -

= When it is a regular cccumence (i.e. whan & begins to form 3 pattem of cersin hours
or certain days each wesk). In such an instance, personnel ars requirsd to submit
form DLT requesfing either 3 temporary or pesrmanent change o their confractual
hours.

¥WWhen "booking of for a full day when confracted to be on duty. Unavailability for
duty for the majority of. or a full day. requires personnel to book annual leave. Should
personnzl be unavailable for duty, but have sleady exhausted their snnual leave
entitlemant for that year, they should request the sppropriats penod of unpaid leave
=5 specified in the Annual Leave Procedure (HRE.11).
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26 LINK TO DISCIPLINE PROCEDURE

2.8.1 Continually missing calls sndior drill periods without a satisfactory explanation is
considersd to be a breach of contract. It is therefore considersd to be an act of
Misconduct.

2.8.2 Incasss where 3 waming has already been issusd the outcome of such an investigation
and hearing could result in the employes receiving a final written waming or dismissal
from the Serice.

3.0 REVIEW OF PR DURE

This procedurs shall be reviewsd:

(i) Annually, or
(i} following receipt of new information
{iii} upon impl ntation of new which may affect the procedurs.

5

station 57 Amman Valley - Message (HTML)

APPENDIX A
Stage 1

An indwidusl is avsiiable according to their DLT and / or Rappal and fails to sttend aither 1 x
Drill Period or 1 x Incident when Alerted.

Managing On Call Attendance - Flowchart

DnC.aIIWathanagnt{orOpsRﬁpuseManagernHEeased’ﬂEOndeu}mm
with the individusl to dscuss reasons for non-stendanics and offer support whare spproprizts.
Indwvidual should be reminded of their contractual obligation fo attend for drills and incidents.

‘Watch Manager and Individual to complete and sign P20 form. The outcome of the mesting
i 10 b= emailed to the HR "On Call Tesm'. Quicome letier to be sant from HR to individus]
confirming they are on Stage 1 of the Afiendance Mansgement Procedure which will be
maonitored ower a period of 2 Months.

wmsmmmnwmmm'zwmmmmmmmm
withdraw from Stage 1.

Stape 2
‘Whesz an indnidual is avaiable on contractusl hours and fals to attend esther 3 x Drll Penod
or 3 x Incident when alerted or 5 totsl of 3 in combination — identified in the PB0 during stage
1 monitoring.

ommalamwbmmﬁmwnmmmm

PBD, each missed atendance snd where appropriste offer any Spproprsts Suppor

Assurances should be soupght from the individus] that they srs committsd to Improvement |

Dumnelemermbe:emfmmHRmnimdﬂcmﬁmmMnmSﬂge2d’ﬂ-e
nent Procedure which will be monitored over 2 Months.

If thers & an acceptable mprovement in sftendance duning the 2 Month review penod. the
imdividual will be written to by HR confirming r=tum to Stsge 1.

Whese the individusl continues fo miss calls and [ or Drill Pesoeds during the 2 Month Review
the Individual is 1o be referred to the Hesd of Command.

3
Head of Command to consider the detail of Siage 1 and 2. In consuliston waith fhe Head of
HR consider apphying the Servics's Discipinary Procedurs (HR 6.19) paying particuisrn
stizntion fo the Fast-track process. In cases whers the indiidusl confinuss to miss calls in the
‘two months following the first discipline award, 3 further fast-irack award may be considersd)
as necessary.

If there is an acceptable improvement in attendsnce during the agresd two month revien|
period following placement in Stage 3 the empioy== will be notified by the Head of Command
and Stape 3 monitoring should continue. monthly. for the durstion of the disciplinarny seard.

Wherz the individusl confinues to miss calls and / or Dvill Penods during the review pesiod|
(length of disciplinary awsrd) a discipinary hearing will be held and could result in the

employss rec=iing 3 final writien waming or izz3l from the Ssnace
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re I 4229 - station 57 Amman Valley

Coles Christopher (NPT Command)
To Thomas Rachel H.Q
Cc Spurway Joel Meath/PT Command; Ashford Meil Meath/PT Command; Jones Gavin

@Yuu forwarded this message on 21/02/2020 15:29.
Hi Rachel,

MNeath/PT Command
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I= Related ~

Assign  Mark Categorize Follow | Translate Read Zoom Insights
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Mave Tags ] Editing Speech Zoom
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Wed 19/02/2020 17:30

Apologies for the delay on this email. | met with_4229 (station 57) on Wednesday 12th February in Amman Valley Fire Station with regard to his failure to attend an operational incident
when alerted that occurred on 29th January 2020. Attending this meeting also was CM Neil Ashford and CM Joel Spurway.

Prior to this meetingjllhad been asked by CM Neil Ashford as to why he had missed this call. He had stipulated that he did not hear the alerter and this is not the first time this has happened,
however he has not missed a call for over 2 months. CM Ashford recorded [l non-attendance on the relevant P90 form but at the time did not follow this up with an informal meeting.

This has now been done by myself and [llllhas been informed of the need to improve on his record of missed attendances historically and has been told he will be placed back onto stage 1 of the
attendance management procedure (he was previously in stage 1 but his attendance record had improved during the 2 month time frame he was in stage 1).

To that end could you please sendlBBMh  letter to indicate he is being placed on stage 1 with the reference date effective 12th February 2020.

It is also worth noting a recommendation has been made far him to utilise 2 alerter's in the meantime as he has historically missed calls because he has not heard his alerter. Cm Ashford and CM

Spurway will ensure this action is completed.

Kind Regards,

Chris Coles

Station Manager

Rheolwr Gorsaf

Neath Port Talbot Operational Response
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L
g ﬂ:m Response Manager Jones
E‘:,:;:Er'_“_:ﬂ?. Eann
E-gesvE-mar | g jones@mawnwfire gov.uk
SWREVY B JIRMT/HRYPR. 2625
SRR Garawr
maf
Deammacaee | 26 Movember 2019

Dear [N

ATTENDANCE — STAGE 1

| note that you failed to respond to a call when alerted on 15
Movemiber 2019, while showing as available fo do so.

| refer to your meeting with Watch Manager Louis Hunt on 25
Nowember 2019 in line with the Managing On-Call Attendance
Procedure, and as reminded in the meeting, failure to respond to
incidents when you are confractually obligated to do so is deemed
unacceptable under your contract of employment.

Cue to the abowve, | write to confirm that you will be placed in Stage
1 of the Managing On-Call policy process and your attendance for
callz will be monitored for a period of two months and will therefore
be reviewed on 25 January 2020,

May | remind you that should your attendance not improve to a
satisfactory standard during this period, jg fail to attend either 2 x
Dirill Pericds or 2 x Incidents or a total of 2 in combination, youw will
be required to attend a formal Stage 2 meeting.

In the meantime, should you require any further information or
assistance, please do not hesitate fo contact your Watch Manager
in the first instance.

Yours sincerely

Prif Swyddog Tan
Chid Firo Offscar

Chies Davies Sfia wts

postEtancge.gov.uk

Headosaries

Lima Growe Averue,
Cammarthen

'::.'”rl. 1' BN N
SAGT 5P

T i mareaew ne g Ui

F Fax

M 267 220562

0370 60 50 699

E Jones
Response Manager Ceredigion

Ce Head of Response
Response Manager
Station Ligison Officer
Watch Manager o
Establizhment — HR E‘% 66 KB

Cc Calligan Elisabeth
@‘r’ou forwarded this message on 10/12/2019 10:05.

Hi Emyr,
Please see the attached letter for you to sign.

Kind Regards
Rachel

Rachel Thomas

Human Resources Assistant
Cynorthwy-ydd Adnoddau Dynol

Allanal / External: 01267 226832
Estyniad Mewnol / internal Extension: 4432

Thomas Rachel HQ.
To Jones Emyr Ceredigion Command

Ceredigion Command

2625-26-November-2019-Managaing-On-Call-Attendance-Stage-1.doc

Ebost / Email: rm.thomas@tancgc.gov.uk / rm.thomas@mawwfire gov.uk

Gwefon / Website: www.tancge.gov.uk [ www. mawwfire gov.uk

HEFF D R | Elny Mgt
af’@ ::lr!'ile:,'h
LBGR 1o v kil | AComnsigna.
I - stage 1 Attendance
€5 Reply | & Reply Al —» Forward

Tue 26/11/2019 13:39
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31  Physical Activity Promotion

Physical activity is essential for good health and contributes to positive well-being.
Many of the leading causes of disesss and disability in our society — such as coronary
heart disease, strokes, obesity, fype 2 disbetes, hypertznsion (high blood pressure),
colorectal cancer, stress, anxiety. ostecarthritis, osteoporosis and low back pain - are
associated with physical inactivity. The public health importance of physical activity is
clear. as adults who ars physically active hawe 20-30% reduced risk of premature
desth, and up to 50% reduced risk of develeping the major chrenic diseases such as
coronary heart disease, stroks, diabetes and cancers.

The workplaca is an important setting in which people can increase their lavals of
activity to benefit their health and protect against illness. Physical activity helps people
to manage stress, back pain, weight and medical conditions. Fhysically sctive
employess also report less iliness and recover more guickly from any illnesses they
cuffer. In addition, employees engaged in physical activity initistives have reporied
greater enjoyment of their work, improved concentration and mental aleriness snd
improved co-operation and rapport with colleagues.

Far general health bensfits, adults should achisve a total of at least 150 minutes a week
of st least moderate intensity physical activity. Every bout of activity of 10 minutes or
more counts and we should try to be active on every day of the week, building up to our
150 minutes. Any activity during beisure, working or trave! also counts. Physical sctivity
inzludes activities such as walking, cycling, gardening, dancing and housswark. a5 well
as participstion in sport and formal exercise. However, low numbers ofpeople in Wales
participate in the minimum levels of activity necessary to promaote good health.

32  Accessing Fitness Facilities, Information and Support

Employees have an obligation to ensure that they maintain an appropriates level of
physical fitness for their role. Howsver, the Service also recognises the benefits of
physical fitness and physical activity fo the rest of the organisation. no matter what the
individual's role 5. As such, in its stiempt to promote physical activity to all, the Senvice
provides all employees with 2 range of services to support them in being more active in
and out of work.

3.3 Mutrition | Healthy Eating Promotion

Nutrition, healthy eating advice and guidsnce can be found on the Services” @Wark
Intran=t, by accessing Staff Services — Heakh and Fitness Fage.

4.0 HEALTH AND FITNESS PROCEDURES

T ensurs that operational personnel maintain the recommended physical standards to
complete their duties safaly and effectively, svery employee with an operational
commitrnent will be required to undertaks routine medicals and tesis at specified
intervals or 5 required. The physical standands identified are job related and as such
differ, depending on the type of rols that staff perform.

HR £.24 - Health and Fitness Procedure V& 3
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]

Wlid and Wiast Wales Fire and Rizscus Service (MWWFRE) recognises the links between
healthy employ=es and an efficient. productive workforce. Workplaces with a strong
culturz of well-being regulary se= improved employes heslth, reduced sickness shsence
=nd improved =T retention. As such the Senice strives o develop = culturs of healkh
=nd well-being and encourages all employees to lead physically active and heslthy
lifzstyles. This procedurs detsils the Service's commitment o employees relating to
nufritien and physical fitness.

All employzes are encouraged 1o be physically sctive for general health bensfits.
However, for operational persennel it is essential that they maintain sufficient levels of
physical fitness to enable them to carmy out their role(s) both safely and efzctively.

It 5 recognised that fimess standards must reflect the occupational demands of
firefighting and that these standards be job specific and take into consideration the
different roles within the Senvice. Standards will be based on National guidance and set
at the minimum scceptable level, to ensurs the safaty of the firefightars themsshies and
the public which they serve.

MWWFRE is committ=d to ensuring the health, safety and welfars of its employees, a5
far 2= is ressonably practicable. Employ=es ars also reminded of their own duties
under Section 7 of the Health and Safety st Work Act 1974, to take cars of their owm
health and safety and that of others who may be affected by what they do {or fail to do)
whilst at work.

20 SCOPE

This procedurs outlines the Service’s approach and commitment to emgloyes heslth and
fitness. It should be noted that whilst employess are encouraged to lead healthy
lifastyles whilst at work where spproved and appropriate, operational duties and
commitments must always be given priority.

The Service supports an environment of mutual respect and equality of opportunity. In
accordance with the Equality Act (2010). this document has been Equality Impact
Aszessed to ensure sl Protected Characteristics ars conside Should an employse
perceive that an adverse impact doas exist, it is their responsibility to bring i to the
sttention of their ine manager. This document also complies with other relevant
lzgislation

3 PROMOTING A HEALTHY LIFESTYLE

It iz well known that diseases related to cerzin [festyles (tobacco use, sxcass sloohol
consumption, physical inactivity and an unhealthy diet) are largely responsible for
almast two thirds of premature desths globally and can significantly impact on an
indnvidual's quality of e, heslth status and ability to work.

Promating healthy ifestyles is 5 priority and can help the Senice address some of the

Station based personnel that ride a fire appliance (Firefighter, Crew Manager and
Watch Manager) will be sxpected to demanstrate the physical ability to be able o
perform tasks that are critical to their role. These include lifing and sxdending fire
service ladders, hase unning, wild land fire, casuslty evacuation, stair climbing and
aquipment cammying actvities, whilst wearing spproprizte persenal protective equipment
(PPE).

Senior Officers (Station Managers and abowe) will be =xpacted to demonstrate the
physical ability to be able to perform critical incident command robes, which include
walking and stair climbing activities, whilst wearing appropristz PPE.

All'WDS and On-Call operationsl personnel will undertzks 3 Fitness Test (FT) atleast
once every 2 years. You may be t2sted sooner than two years to bring your t=st dats in
line with other Personnel on your assigned Station.

All Ststions will be provided 3 minimum of one-maonth notice prior to the FT. Once
the date has been confirmed, the Fitness Test must be given high priority and
cannot be postponed unless extenuating circumstances exist

Any employess that ars unavsilable to perform the Fitness Test on the specified
date will be assessed at the earfiest, convenient opportunity. Wherever possible,
those required to perform their FT should not be sent on detached duty on the day of
the tast.

If the proposed
5 5000 35 DO

= of testing iz not suitsblz, then the Fitnass Team must be notfiad
b2, 50 that the appointment can be re-scheduled.

» Itis the responsibility of the indwidusl and the line manager to ensure appointments
are kept. If any employes fails to sttend an appointmant or successively cancels
sppointments, the matter will be reported to the relevant Line Manager / Head of
Department. It is the duty of the individual to notifiy the Service st the earliast
opportunity if they are unable to attend for an appointment e.g. annusl leave st
‘Failure to attend’ is interpreted a5 any ocoasion where an employes fails to stend
without giving prior notification or an appropnate or satisfactory reason.

All employ=es may be subject to more frequent fitness testing should they requirs it
or if a situation arises, which requires an indwvidual o be tested.

41 Fitness Testing Procedures

As part of the Finess Test esch employes will be required o undergo = senss of
physical messuremants to determine their health and finzss status and suitsbiliy for
operational duties. Individuals will be required to undergo the following measurements:

Height
Weight

» Pre-scresning fimess test form
Chester Treadmill t=st (CTT)
Resting blood pressure snd pulse

HR £.24 - Health and Fitness Procedurs V& 4
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The physical fitness of operational employees will be mansged in the following manner
depending on their pre-screening and CTT result:

A) The Semvice recopnises and adheres fo the guidelines set by our Cocupational
Health

providers Insync, which allows a Firsfighter to remain operational with 3 blood pressura

lower than 180/110 mm hg.

If. during a Fitness Test, 8 member of staff is identified 0 have a blood pressure
reading higher than 1307110 mm hg {In either category Systolic/Tiastolic) they will not
be allowsd fo attempt the Fitness Test and will be immediately removed from
operational duties.

The individual is then required to see their GF at their earfiest convenience 1o be
checked. They will be reguired to provide the Service with a letter from their GP,
providing evidence of 3 bloed pressure reading below 120/110 mm hg and confirmation
that they are safe to return o operational duties. This will supersede the fitness teams
blood pressure readings and 3 member of the filness team will then be in contact to
rearange the individual's fitness test

B) Station based personnel {SEP) that ride a fire appliance (Firefighter/Crew
ManagerWatch Manager) with an a=robic fitness capacity of 42 3mI0z'kg/min
(achieving 12 minutes on the CTT) have demonstrated the requirsd levels of
cardigrespiratory fitness ta perform their role safely and effectively and will be
considerad physically fit for operational duties.

C) SBP that ride a fire appliance {Firsfighter! Crew Manager' Watch Manager) Scoring
above 356 miOzkg/min (10min on the CTT) and below 42_3 miQz'kg/min (12 min on
the CTT) are considered possibly unfit for operational duties and will be removed from
operational duty and begin a Development Peripd. These personnel will be required to
undertske a Drill Ground Assessment (DGA).

The DEA must be attempted at the earfizst oppartunity. Operational staff who pass the
DGA will return to Operational Duties. Personnel who fail the DGA, or do not undertake
the azsessment. will remain in the Development Period in conjunction with the
Capability Procedurs and will not be permitted to return fo Operational Duties wntil they
demonstrate the required standard of finess.

All re-tests will be conducted st the employses Command Headquarters or 2 mutually
agreed location. Failure to pass the Firefighter Fhysical Finess Test, within the 18 -
week Development Period, may result in an individual being dismiss=d from the
Senice.

D) Senior Officars or Incident Commanders (Station Manager and abowe) with an
serabic fiiness capacity of 36.8 miO;fkg/min or sbove (10 min 15 secs on the CTT) have
demonstrated the required levels of cardiorespiratory fitness to perform their role safzhy
and effectively and will be considerad physically fit far Operational Duties.

E) Senior Officers’ or Incident Commander {Station Mansger or sbove) who score
balows 38.8 miCykg/min (10:15 on the CTT) will be removed from Operational Duties,
and will begin a development period.

HR E.24 - Health and Fitness Procedure VE ]

+ Agres with employess a weight loss programme that includes the setting of realistic
targets.

+ Advise the Service on an employse's return to work (e_g. from sickness, matemity

[ rehabilitation strategy.

4.2.3 Line Manager Responsibilities

+ Encourage employse's compliance with the Service's Health & Fitness Procedure.

« Assistin ensuring that staff attend hzalth and fitness tests and consultations.

« Assistin supemnvising any return to work ¢ rehabilitation strategies following an
employee’s restriction to non-operstional duties.

+ Raise any concerns regarding the operational fitness of an employes with
Oeccupational Heslth through the mansgement referral routes that are available {line
managers would not be assessing someone’s filness or weight but should be
making those who can assess weight and fitness aware, that there may be a
problem].

+ Immediately se=k advice from the Human Resources Deparment, Occupational
Health and the Health and Safety Depariment if thers are any concerns over an
employee's capsbility to perform operational duties safely.

There are 3 specific situations whers it may be possible to identify employess who may
potentizlly require weight management support. They are:

+ Occupstional Health follewing routine medical appointments and! or Fitness Tests.

= Aline manager may refer individusals to Ocoupstional Heslth for assessment, where
concern and £ or doubt exists over the capability of the employees to perform their
role due to excessive weight or levels of fitness.

+ A self-reguest consultation by the employes for sppropriate advice.

Owenweight and obesity will primarily be assessed using Body Mass Ind=x (BMI). The
BMI is defined as the weight of the individual (in kilograms) divided by their height (in
metres) squared (Kgim).

= A BMIover 25.0 is ususlly classified as overweight and is azsociated with long-term
health risks.

+ A BMIower 30.0 is usually classified as obese and is associsted with significant
increases in long-term heslth risks. possible reduced operational performance and
increased occupstional health and zafety risks.

+ A BMIower 35.0 is ususlly classified as morbidly obess and is associated with
greatly increased general health risks, which is likely to negatively effect on
operafional performance and signifizantly incresse occupational hesith and safety
risks.

BMI =350 Mo further action.
BMI258.0-280 Education and voluntary monitoring
BMI30.0-340 Education and veluntary monitoring *
HR E.24 - Health and Fitness Procedure V& 7

All re-tests during the development period will be conducted at the employ=es
Command Headguarters or 2 mutually agre=d location. Fadure to pass the Firefighter
Physical Fitness Test in the 12 - week Development Period, may result in an individual
being dismissed from the Service.

F} In circumstances whers individuals have 3 record of poor health or 3 pro-longed
period of no physicsl exercise. 3 sub madmal t=st may be used to predict the outcome
of the CTT.

G) Emiployees will be given all appropriate support and guidance to achieve the
required fitness levels within the prescribed tme-soales.

H) The Finess Advisors will notify the appropriate Command Managers of any
individusls failing to meet the required standard. Command Managers are responsible
for ensuring that personnel wha fail their t2sts are formally intzrviewsd in sccordance
with the imescales set out in the Capability Procedures.

1} It is the responsibility of the Command to onganise and facilitate the running of all
DGA’s. Command Managers must ensure that the appropriate personnel, sccompanied
by the Fitness Team ars avalsble to conduct the assessment. Command must also
ensurs that all st=ff completely understand their situation and what 5 =xpectzd of them,
in-order-in return to operational duties. It is paramount, that the individual fully
understands the consequences of not achisving the required physical standards, within
the allocated timeframe.

432 Weight Management

Wizight Management advice can be found on the Semvices” @Work Intranet, by
accessing 5iaff Services — Health and Fimess Fage.

4.2 1 Employee Responsibilities

= Maintsin 3 stste of physical finess for operational duties that includes an appropriate
body weight, serobic fitness, strength and muscular endurance levels.

Take appropriste steps to prevent being averweight and obesity.

Familizrise themselves with the general advice provided in this procedure and other
sources of information provided by the Service for the promotion of 3 healthy [Fastyle
and weight management.

Accept advice offered by the Service's Occupationsl Health provider.

Comply with any advice that may be recommended in line with this procadure.
Aftend review consultstions as reguirsd.

Comply with any return to work / rehakiitstion strategy following a period of non-
operstional duties.

422 Occupational Health Responsibilities

= Promaote healthy festyles amongst all employees and give sdwice whers
appropriate, during roufine consultations.

= Initiate eary intervention and sdvice in cases of weight increase and/or 3 reduction
in sercbic fitness.

HR E.24 - Health and Fitness Procedurs V& g

BMI = 350 Health & Fitness Assessment and / or operational
capability assessment* =

* In some circumstances an individual may be required to undertzke compulsory monitaring
af thair weight f Occupational Heslth consider that there are addifional risk factors in
relstion to the impact that their weight may have on their operational safety.

The fimess of an Operational employse is 3 requirement for the role and thersfore
employ=es will be test=d on 3 regular basis to ensure these standands (3= s=t out sbowve)
ar= being maintzined. If an cperational employes fzils the Fitness Test, it will be classed
a5 poar performance. At esch stage of this procedure it is the manager's responsibility
%o deal with any poor performance issues of personnel within their sphers of managerisl
responsibility and these ar= identified in the Matrix st Appendix B. The role of Human
Resources at each stage in the procedure is to provide advice and guidance in the
spplicstion of this procadure in each individual case and to ensure faimess at all times.

Where an individual has failed to mest the required standard of 3 Fitness Test. the
results will be immediately emailed to the relevant Head of Command ! Department and
Response Managsers, in order that the approprists sctions can be tsken, whare an
individual c3n no longer remain on operational availability.

3.1 Process for Conducting Mestings

a) The individusl should be invited to 3 meeting to explsin the situstion and standard
required. The purpose of the mesting will be to:

= Explsin the problem — discuss the required finess level

= Be constructive — Acknowledge i any improwement has been made batwesn
stages. Set out the support svaiable to help the individuzl to attain the
required level of fitness and the expeciation on the individual to be proactive at
increasing their finess level and maintsining it

= Give the employse the chance to explsin or reply and to put forward any
mitigating factors that should be considersd.

= The time-zcales for fitness reviews ars shown at Appendix B and = fitness
development plan is provided at the initial stage of the process and is
reviewed and discussed at each re-test

= Ensure that the employes is sware of the possible consequences of continued
poor performance, that is, the matier being dealt with under the next stage in
the procedurs.

= |zsus the sppropriate waming.

b) The interview must be recorded in writing and signed by sll present as an

Fccurate and true record and retsined on the personal record file and 3 copy sent
fo the employes.

5.2 STAGE 1- FORMAL INTERVIEW

[ET) If an operstional employze fails a fiiness =zt then the Officer identified in the
Matrices at Appendiz B will 35 3 first st=p mest with the employze and their rads

HR E_24 - Health and Fitness Procedure VB 8
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union representative or 3 work collzague. The mesting should take place within 7
days of the test result.

The Officer identified in the Matrix at Appendiz B will hold the Review Meeting at
the agresd date. The purpose of the measting will be to review what was agresd
at the previous mesting and what improvements have been made, if any, and to
discuss with the employee the next course of action.

If the employee has attained the requirsd fitness standard. to the satizfaction of
the Officer identified in the Matrix at Appendix B, a letier stating this will be sent
to the employee and a copy placed on the employee's personal record file.

If the Officer identifizd in the Matrix at Appendix B failed to meet the appropriats
fitness standard at re-testing, they will formally deal with the matter under the next
stage in the procedure - Stage 2 Formal Interview [Werbal Waming).

STAGE 2 - FORMAL INTERVIEW (VERBAL WARNING)

The Officer identified in the Matrix at Appendix B will mest with the employee
and their trade unien representative or 8 work colleagus. The mesting should
take place within 7 days of the test result

The Officer identified in the Matrix at Appendix B will hold the Review Mesting at
the agre=d date, with the employ=se and their trade union representative or work
colleague. The purpose of the mesting will be to review what was agreed at the
previous meeting and what improvements have been made, if any, and to discuss
with the employee the next course of action.

If the employee has achizved the required fitness standard at re-test, to the
satisfaction of the Officer identified in the Matrix at Appendix B, 3 letter stating
this will be ==nt to the employes and a copy placed on the employee's personal
record file.

If the employze has failed the re-test the Officer identified in the Matrb: at
Appendix B will issue 3 letier chzarly stating that the formal verbal warning will
remain on record for & period of & months from the date of ssue, and refer the
mather to the Officer identfied in the Matrix st Appendix B to conduct the next
stage in the procedure - Stage 3 Formal Interview (Writien Warning).

STAGE I - FORMAL INTERVIEW {WRITTEN WARNING)

The Officer identified in the Matrix at Appendix B will meat with the employee
and their trade unien representative or a work colleagus. The mesting should
take place within 7 days of the test result. The purpose of the meeting will be to:

The Officer identified in the Matrix at Appendiz B will hold the Review Meeting st
the agresd date, with the employee and their trade union representative or work
colleague. The purpose of the meeting will be to review the test results and what
improwvements have been made, if any, and to discuss with the employse the ne
course of action.

24 - Health and Fitness Procedure V& ]

{8} Inthe case of the Officers identified in the Matrix st Appendix B deciding not to

dismiss the employee, a second final written waming will be issued along with any

other sanctions imposed on the employss. In addition, the Cfficers identfied in
the Matrix at Appendix B will:

= Consider whether the remedial action taken at Stage 4 - Formal Intenview
{Final Writtzn Warning) should be continued or changed in any way.

= Agree appropriate remedied action such as additional on or off the jok training,

counselling and support.

= Agree a reasonable timescale for improvement, usually & wesks and fix a date

for a Review Mesting, to review performance. The time-scale for fitness
reviews are shown at Appendix B and a fitness development plan will be
prowided st each stage of the procass.

= [Ensure that the employes is aware of the pessible
consequences of confinued poor performance, that is, dismissal.

= Advise the employes that there is no right of appeal against the second final
written waming.

(el The interview must be recorded in writing and signed by sll prezent as an

accurate and true record and retained on the personal record file and a copy sent

to the employes.

{d}  Inthe case where the employee was not dismissed, the Officer identified in the
Matrix at Appendix B will hold the Review Mesting at the agreed date with the

employes and their trade union representative or work collesgue. The purpose of
the mesting will be to review what was agreed at the previous meeting and what
improvements have been made, if any, and to discuss with the employes the next
course of action.

{2} K. the employes has attained the required fitness standard, to the satisfaction of
the Officer identified in the Matrix at Appendix B a letter stating this will be sent to
the employee and a copy placed on the employse's personal record file.

i If the Cfficer identifizd in the Matric at Appendix B conziders that the employes
has failed to meet the required fitness standard at the end of the review, they will
terminate the employes’s emplayment an the grounds of capability.

{g)  Inthe case of the Officer identified in the Matrix at Appendix B deciding to
terminate the employes’s contract of employment on the grounds of capability, the
employee will be informed of the decision, which will be confirmed in writing. The
period of notice given will be in accordance with the employses contract.

(h}  The employee will be informed of the decision, which will be confirmed in writing.
The dismissal will be effective immedistely and the employee will b= paid in lizu of
any contractual notice period.

3.7 RIGHT OF APPEAL AGAINST TERMINATION OF EMPLOYMENT

HR £.24 - Health and Fitness Procedure V& 11
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If the employse has schisved the required fitness standard at re-t2st, fo the
safisfaction of the Officer identifizd in the Matix st Appendix B, 3 lett=r stating
this will be sent to the employee and a copy plsced on the employes’s personal
record file_

If the employsa has filed the re-test the Officer identified in the Matrx at
Appendix B will issue 3 letter clearly ststing that the formal writien waming will
remain on record for a period of & months from the date of issue. and refer the
matter to the Officer identified at Appendixz B to conduct the next stage in the
procedure — Stage 4 Formal Interview (Final Writien YWaming).

STAGE 4 - FORMAL INTERVIEW [FINAL WRITTEN WARNING)

The Officer identified in the Matrix st Appendix B will mest with the employes
and their trade union representative or a work colleages. The mesting should take
place within 7 days of the test result. The purpose of the mesting will be to:

The Officer identified in the Matrix st Appendix B will hold the Review Mesting at
the agre=d dat, with the employee and their trade union representative or wori
colleague. The purpose of the mesting will be to review the test results and what
improvements havs besn made, iF any, and to discuss with the employse the nedt
course of action.

If the employse has schisved the requirsd fitness standard at re-t2st, fo the
safisfaction of the Officer identifizd in the Matix st Appendix B 3 leti=r stating
this will be sent fo the employee and a copy placed on the employes’s personal
record file_

If the employze has failed the re-t2st. the Ofcer identified in the Matrix at
Appendix B will issue 3 letter clearly stating the formal final written waming will
remain on record for a period of 12 months from the date of issu=, and refer the
matter to the Officer identified in the Matrix st Appendix B to conduct the next
stage in the procedure - Stage § Dismissal.

STAGE 5 - DISMISSAL

The Officer identified in the Matrix st Appendix B will mest with the employze
and their trade union representative or 3 work colleague. The mesting should
take place within 7 days of the test result. The purpose of the meeting will be to:

= Explain that following the Stage 4 — Formal Interview (Final Written Waming)
of the capability procedurs the need to move to Stage § —Dismissal

= To review the employes's case and assess what improvements thers may
hawe been, if any. and discuss with the employes why they feel they hawe not
been able to meet the required finess level

= Give the employea the chance to explsin or reply and to put forward any
mitigating factors that should be considered.

= To determine whether the employes’s employment should be terminated on
the grounds of capability or whether any other altematives such as, demotion.
transfer to another job or the withholding of salary increments should be
considersd.

HR £.24 - Hzalth and Fitness Procedurs VE 10

{3)

)]

d)

The employee has the right to appeal against dismissal, which must be sent to the
Officar identified in the Matrix st Appendix B within seven working days of
receiving written confirmation of the decision.

Appeal Hearings will be arangsd as soon 35 possible after receipt of the appeal
in writing.

The apgeal will be heard by the Cfficers identified at Appendix B who will not
previously have been involved in the procedure, afier which there is no right of
appeal intzmally.

In cases where an appeal against dismissal is upheld by the Panel and a decision
mads to re-i =ngags, the app: shall suffer no loss under the previous
contract of employment from the date of the dismissal up to the date of re-
employment.

6.0 REVIEW OF PROCEDURE
This procedurs shall be reviewsd:-

(i} annually, or
{ii) following receipt of new information

upen implementation of new agreements which may affect the procedure.

HR .24 - Health and Fitness Procedurs V& 12
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Mid and West Wales Fire and Rescue Service National Mandatory Fitness Test
Subject: Chester Treadmill Test (CTT).

Mame: Phil Rogers
Role: FF
Number: 3623

Station: HWest

Date Tested: 2/3/2020
Time Achieved: 08:46
Result: Fail

Capability Procedure: Stage 1

Action taken by the Health & Fitness Team

The employee has now been advised that due to failing the Chester Treadmill Test (National Firefighters Fitness
Standards) they will be immediately removed from Operational Duties. A Development Plan has been provided
along with full instructions of the National Standards that are reguired to be met, to pass the test.

Action to be taken by Command

In accordance with the Mid & West Wales Fire and Rescue Service Fitness Policy a formal Stage 1 Capability
interview needs to take place within the next 7 days and recorded in writing and signed by all present (Copy of
this record should be sent to HR to be placed on their PR file). Once complete, Human Resource Team are
required to be informed of the outcome of this meeting. It is paramount that the employee is fully informed and
understands the capability procedure and is monitored throughout this process.

Please ensure that the Fitness Team (Steve Philpott and Matthew Jacob) and HR Support Team are updated on
all correspondence.

If the employee scores < 35.6 mlsOy/kg/min (Sub 10 minutes on the CTT) they will be removed from operational
duties immediately and remain non-operational until they have achieved the minimum fitness standard of 42.3
mls0z/kg/min {12:00 minutes on CTT).

If the employee scores 35.6 - 42.2 mlsOz/kg/min V02 max (between 10:00 — 11:59 minutes on the CTT) they will
be removed from operational duties immediately and be required to undertake a Drill Ground Assessment (DGA)
as soon as possible to confirm their level of fitness. If successful, the employee will have achieved the required
fitness standard and will immediately return to operational duties. If unsuccessful, the employee will remain
non-operational until they have achieved the minimum fitness standard of 42.3 misOz/kg/min (12:00 minutes
on CTT).

As per the Fitness Policy, it will be Commands responsibility to arrange any required DGA and lizise with the
Fitness Team to confirm a date, time and location for the assessment to be carried cut.

Chester Treadmill Re-testing

Unless successful on a DGA, a Chester Treadmill re-test will take place a minimum of & weeks from the initial
test date, where the Mational Standard of 42.3 mlsOx/kg/min V02 max (12:00 minutes on the CCT) is required to
be met. If this standard is not achieved, Stage 2 Capability will be formally implemented.

Date of Re-test: 13 Apr 20
Location: H West
Time: 11am

Please note: Failure to attend the re-test may result in advancing to the next stage of the Services’ capability
procedure.

Kind Regards,
HR & Fitness Team
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Digar Mr Clarks

INFORMAL INTERVIEW - FITHESS TEST RESULT

Furthier io your recent Filness Test, which took place on 08 April 2020,
you are reguired to attend for an informial intenisw vith myself in order
that we 312 2bls 1o discuss the implications of your test result.

The meeting will be held st Whitland Fire Station on Monday 20 Agpril
2020 at 1000khrs, and you ar= able to bring either 3 work colleague or
Trade Union Representative with you should you sa wish, and you shauld
make the sppropriate arrangements in this regard.

Plzase be as=zured that both the Service and your local managers are
cammitted to assisting you 1o schieve the required fitness standard, and
| hawe been advised that the Fitness Team have already provided you
with 3 Development Plan in this regard. during your discussion around the
test result.

| wauld ask you to confirrn your ability 1o attend on 20 April 2020 by
contacting me on my mobile 073R17EE338 or via my email address
shaowe, in order that | am able to re-scheduls if necessary.

| weoudd advize you howsver, that you will be requirsd to attend within ane
week of the proposed date, =o that the position can be appropratehy
discussed and clarified a5 soon as possible.

Yours sincershy
_— —

SM John Jones
Cperational Response Manager
Carmarthenshire Command

Ze. Human Resources
Fitness Team
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MID & WEST WALES FIRE & RESCUE SERVICE
HUMAN RESOURCES PROCEDURAL GUIDANCE
DOCUMENT (PGD)

HR 6.49, Service Recognition Procedure

US — Indicates updated section {for initial circulation/publishing)

1.0 INTRODUCTION - US

2.0 LONG SERMICE AND GOOD CONDUCT MEDALS -US
3.0 PRESENTATION

4.0 WEARING OF MEDALS AND MEDAL RIBEONS

5.0 WEARING OF BADGES/INSIGNIA - U

6.0 RETIREMENT

70 REVIEW OF PROCEDURE

Document Information

Security Classification Hia

Document Owner Head of Hurnan Resources

Document Author Humsn Resourcas Manager — Employment Ralations

Date of Issue 01 April 2018

Date of Implementation | 01 April 2018

As 3 Service, we recognise the commitmeant of fire service personnzl who have
dedicated 20, 30, 35, 40, 45 or in exceptional cases 50 years of their working
liwes to keeping our communities safe from fire and other emergencies.

Operational employses become eligible for the Quesn’s Long Service and Good
Conduct Medal following 20 years of senice. while non-uniformed colleagues ars
presented with 3 glass award in recognition of their 20 years’ senice. All

employses, both operationsl and non-operational, bacom:
Service's Meritorious Madal, following 30 years of confinuow
zles Fire and Rescus Senice only

=nd West W

e eligible to receive the
rvica with Mid

spacfically.

Personnsl celebrating 35, 40, 43, or even 50 years of s=nice in exceptional
cases, will also receiws 3 bar for 2ach 5§ year peried, to be placed on their
Meritorious Medal in recognition of their continued commitment past 30 years.

Motification of eligibility for the Medals/Awsards will be facilitated by the Human
Resgurces Department when due. The criteria for submiszion, eligibility.
wearing, forfeiture, restoration, etc for both the Long Sesvice and Good Conduct
M=zdal and the Sarnvice's Mentorious Madal is |aid out within this procedure.

.0 PRESENT,

The Queen's Long Service and Good Conduct Medsls and the Service's
Meritorious Medals (and bars), along with the glass award to non-operational
parsonnel celebrating 20 years of service, will be presented 3t the Sanice’s

Celebrating Success Awards Ceremony.

The Queen's represeniative, in the form of the Lord Lieutznants for the Counties

will b= askead to present the awards to eligible employess. This will be th

formal arrangement made for presentation of the medals. Only in exceptional
cacumstances will local arrangements for presentation be made.

Version Number 04

Date of Last Raview MNovember 2010
Date Last Amended November 2019
Date of Next Review October 2020

Approval Details

SLT- March 2018 f ELT December 2018 (30+ yrs
eligibility)

Equality Impact
Assessment Reference

HR3 48EIA
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4.0  WEARINC

OF MEDAL 5 AND MEDAL RIE!

NS

Medal ribbons will be wom at all imes on undress uniform and corporate wear.
On ceremonial gccasion
the instruction concemin

dals will b= wom on undress uniform as indicated in
dress for the specific occasion.

The Queen's Long Service and Good Conduct Medsl and Medal Ribbons should
shways be worn on left breast, while the Service’s Mesitorous Medal and Medal
Ribbon should ba wom on the right.

HR £.43 - Service Recognition Procedure V4 2

To ensure unifermity in the wearing of medal ritbons, as many as four bbons
should be accommodated in one row before starting another. Thers should be
no space between the rows; an incomplets row must be placed directly sbove,
and ta the cantre of the completed row. All decorstions and medals authorised by
the Sovereign are worn on the left breast, others should be worn on the right
breast.

The order for wearing of medals issued by the Soversign will be as follows:

1. Eritish Orders of Knighthood.
2z Decorations.
Medals for Gallantry and Distinguished Conduct, including Queen's Fire
Service Medsl for Gallantry.
3. Queen's Gallantry Medal, Queen’s Fire Service Medal for Distinguished
Service.
Campsign Medals and Stars (in order of date).
Polar Medals (in order of date).
Jubilee, Coronation and Durbar Medals (including Diamond Jubilzs).
Efficiency and Long Service Decorations and Medals, including Firs
Servicz Long Service and Good Conduct Medal.
8. Foreign Orders, Decorstions and Medals (in order of date).

Nom o

Any medsls or decorations, other than thoze swarded by the Sovereign may anly
be worn st the discretion of the Chief Fire Officer and appropriate application
should be made.

3.0 WEAR! OF BADGE SN SIGNIA

The wearing of lapeltype badpes andior insignia with Service uniform other than
thase referred to in sections 2.0 and 3.0 iz not permittad, other than the following:

= thoss denoting an employes a5 a Welsh speaker and able to provide bilingual
services fo colleaguss and customers.

= support staff employees who ars in receipt of the Service's 20, 30, 35, 40, 45
or 50 Years' Service Badge.

The wearing of badges such as thoss relating fo sports teams, trads union
sffiliation etc, will not be permitted.

6.0 RETIREMENT

RETIREMEMT PRESENTATIONS

Whenever possible the Command or Department should make arangemsnts to
sttend the employee’s lsst shift period and present the sppropriate certificate to
the employes.

HR 6.49 - Service Recognition Procedurs V4 3

It is expected that the Head of Command or Depariment or histher deputy be

present to maks the presentation to the retires. [tis the n

nsibility of the

Station or Department managers to inform the Head of Command or Department
that an individual is due to retire, to enable suitable arrangements to be made.

A copy of a signed cerfificate by the Chief Fire Officer, in recagnition of the

employse's retirement, can be obtained via the Exscutive Leader:
A reguest for 3 Member of the Executive Lesdership Team to attend
to present the cenificata. can also be made through the Exscutive Leaderst

Secretariat.

Team's Secretariat

7.0 REVIEW OF PROCEDURE
This procedurs shall be reviewsd -

annually, or

HR 6.49 - Service Recognition Procedurs V4

following rec=ipt of new information
upaon implementation of new agreements which may affect the procedurs.

ip Team's

P
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elebrating Success 2020 - Message (HTML)

File Message Help Alchemy Q Tell me what you want to do

= m E E @ E B j;aunl‘v‘l:nager B Team Email I:;\]/—I &~ F'EI (E EE |:t| 5% /Ov A}) Q @

D Reply & Delete (v ] =

. Delete Archive Reply Reply Forward p== + = Move Assign  Mark Categorize Follow | Translate Read Zoom Insights
5 Al u 7 Creste New « [B~ | Policy~ Unread  ~ Up~ . v | Aloud
Delete Respond Quick Steps ] Move Tags ] Editing Speech Zoom A
RE: Celebrating Success 2020
Repl & Reply Al | — F d
Thomas Rachel H.Q O Resly © Reply ot
To Lewis Aled (T/Head of CCBD) Mon 08/03/2020 10:24

@‘r’nu forwarded this message on 11/03/2020 10:35.
Long Service Breakdown (2020).xIsx o
28 KB

Please see attached.

Thanks
Rachel

Rachel Thomas

Human Resources Assistant
Cynorthwy-ydd Adnoddau Dynol

Allanol / External: 01267 226832

Estyniad Mewnol / Internal Extension: 4432

Ebost / Email: rm.thomas@tancgc gov.uk / rm.thomas@mawwfire. gov.uk
Gwefan / Website: www tancgc gov uk / www. mawwfire sov.uk

Rydym yn croesawu galwadou yn y Gymroeg a’r Soesneg / We welcome calls in Welsh and English.

Rydym yn croesawu gohediaeth 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.
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ebrating Success Ceremony 2019 - Message (HTML)

File Message Help Alchemy Q Tell me what you want to do
L = Team Email E¢] - O ch O D)
= m E |v4| E F’| = 0 Manager eam Emai ?‘ A D
é) é) — ~ Dane é) Reply & Delete u & (% o= ax =~
% . Delete Archive Reply Reply Forward = -% Create N = Mave Assign  Mark Categorize Follow | Translate Read Zoom Insights
All U reate Mew ~ [B~ | Policy~ Unread Up~ - v Aloud
Delete Respond Quick Steps [ Move Tags [ Editing Speech Zoom o~

RE: Celebrating Success Ceremony 2019

Repl 5 Reply All F d e
Page Dana H.Q © Reply O Reply > Forwar
To Lewis Aled (T/Head of CCBD) Thu 17/09,/2020 10:22
Cc Rohman Samantha H.Q.; Thomas Rachel H.Q.; Fairhurst Karen H.Cx; Perry Linsey H.CQ.

PH

From: Lewis Aled (T/Head of CCBD) <aj.lewis@mawwfire.gov.uk>

Sent: 17 September 2020 10:15

To: Page Dana H.Q. <d.page@mawwfire.gov.uk>

Cc: Rohman Samantha H.Q. <5.Rohman@mawwfire.gov.uk>; Thomas Rachel H.Q. <rm.thomas@mawwfire.gov.uk>; Fairhurst Karen H.Q. <k.fairhurst@mawwfire.gov.uk=; Perry Linsey H.Q.

<L.Perry@mawwfire.gov. uk>
Subject: RE: Celebrating Success Ceremony 2019

Hi All

| am sure Mark will update you but it was decided today in SLT to run local station events in order to mop up the outstanding 20, 30, 35 and 40 year medals/pins/awards.

As such, is there value in us getting together for half hour over the next couple of weeks to discuss and plan how we can go about this? Ultimately, its ensuring we have the most up to date list of
outstanding recipients, collating the medals/pins/awards in commands/HQ/Earlswood and sending them out in the internal mail in order from local representatives to hand out. Few other bits we

need, which is mostly CCBD related to be honest, but we can discuss.

Thanks for your support
Aled
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From: Lloyd Sean (Head of Response - Carms Command) <s.lloyd @mawwfire.gov.uk>
Sent: 25 February 2020 14:45

To: Miles Mark (Head of HR) <m.miles@mawwfire.gov.uk>
Subject: FW: HONORARIUM - 5506 DAVIES

Hi Mark,

| have asked Tracey to work out the honorarium for Emma Davies. Currently as Suzi in in central response, Emma has assisted Tracey with the extra office work. Emma has
fulfilled the duties lost in the interim while being a staff member short and feel she should be rewarded with the financial award.

Hope this is ok, it's the first time | have done one of these. If you require more information, please let me know
Regards
Sean

Sean Lloyd
Pennaeth Ymateb, Ardal Reoli Siriol, Gaerfyrddin / Head of Response, Carmarthenshire County Command

EV33

FW: HONORARIUM - 5506 DAVIES

. Repl %5 Reply Al F d e
Miles Mark (Head of HR) © Reply | O ReplyAl | = Fonwar
To Themas Rachel H.Q Wed 0 /2
Action Items + Get more add-ins
Hi Rachel,

Can you please draft an honorarium letter for Emma Davies please. The value is a the bottom of the email trail.

Thanks
Mark
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Felmoscem’ | Wiz | Frie Gudgeon

FogEnwan 1287 228888 (4485)

SfemE-met | g qudgeoni@maswedire.gov.uk

SLRMAY | LGMMT/HR/PR.5508

GuaseaTuaie: | 014 March 2020

Dear

HOMORARILM

| refer to the sddiionsl worklo=d that you have besn reguired to
underiake recently, to meet the additional demands placed wupon
your role due to a wvacancy within Carmarthenshire Command
from Januwary — March 2020,

To fully recognise these addiional demands, it has been agreed
by Head of Response, Sean Lloyd, that you will receive an ex
gratia payment of £282, which | hope you will feel offsets the axtra
work you have underiaken.

Amrangements have been made for the Payroll function to maks
the appropriate sdjustments in your March salary.

| wowld like to take this opportunity to thank you for your continued
commitrment to the work of Carmarthenshire Commeand, and
should you have any quernes plesss do not hesitate to contact
Hurnam Resources Officer, Miss Lizzie Gudgeon.

Yours sincerely

hA Miles
Haad of Human Resources

o Payroll Manager

Prit Gasyricicg Tan
Chisd Fira Oificer

Chirts Dl S ind wia

267 Z20562

0370 60 60 &80

L bl N ]

Mg e-ruon
ﬂ f‘E _'.:i:R.J.-r.h
LB i

LR

e Lanc g0 o ul
B TR [ Ore il
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FW: 2020 IDR process opened via Microsoft Teams

Miles Mark (Head of HR)

To Fairhurst Karen H.Q.; Rees Steven H.Q.; Phillips Lynwen
H.; Langston Paul

Gudgeon Elizabeth  H.Q.; Thomas Sarah

@ People Development IDR Process 2020.docx »
111 KB

Hi all,

A quick update on the 2020 IDR process which has now been launched via Microsoft Teams. This can be accessed via the @work home page carousel and also via

€3 Reply | % Reply Al —» Forward

sas

H.Q.; Evans Jackie H.Q.; Thoemas Alison H.Q Fri 26/06/2020 11:45

H.Q.; Jarmes Ffion H.Q.; Holland Charlotte H.Q.; +14 others

the People Development Tab. | have attached the IDR process guidance for your ease and would respectfully ask you to encourage all staff to complete, at their

earliest convenience please?

SM Simon Pearson launched this year's IDR process but will swop roles with SM Aled Griffiths on 01* July and therefore please direct all future enquiries to Aled.

Kind Regards,

Chris

Chris Rees

Dirprwy Bennaeth Datblygu Pobl a'r Gyfundrefn

Deputy Head of People and Organisational Development
Gwasanaeth Tan ac Achub Canolbarth a Gerllewin Cymru
Mid and West Wales Fire and Rescue Service

‘2 Mewnel / Internal: 5526

‘2 Allanol / External: 01267 242626

‘2 Symudol / Mobile: 07989 234111

B4E bost / Mail: c.j.rees@mawwfire.gov.uk

€|J I3 DR 2020 b4 lﬂ Pages - Home 4o
&< = O M @ | httpsy//forms.office.com/Pages/ResponsePage.aspx?id=_x0GB49yYEQWzggHIHGLsCS 1PLaUp7)PmOeB_ MotQEtUMKZVMVIXQThEUIROQOXSUFVUNE THWVCQS e 0

IDR 2020

& English (United Kingd...

This must be completed in the presence of your Line Manager (By Microsoft Teams or Observing Social

Distancing).
Please ensure that this is done through the employee's personal account (not the Line Manager or Station /
Watch's account)
This is your opportunity to review how you contribute to the Services Corporate Objectives and have a positive
impact on your own development.

Hi Rachel, when you submit this form, the owner will be able to see your name and email address.

¥ Required

About you

1.Where do you worle? *

(_J) Carmarthenshire

":::" Ceredigion
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Long-term Sick Absence Cases
Apr May June July Aug Sept Oct Now Dec lan Feb March
13 11 15 9
17 7 15 11
7 7 8 9
37 35 3B 29 0 0 v] 0 0 v} 0 0
Restricted Duties Cases
Apr May June July Aug Sept Oct Naw Dec lan Feb March
Karen/Sara 8 g 6
Steve i 7 3 7 3
3 3 3 5
16 19 13 17 0 0 0 0 0 a 0 0
vestigation Cases
Apr May Junge July Aug Sept Qct Now Dec lan Feb March
0 1] 1 1 2
0 1 2 1 2
1 1 3 3 2
1 2 6 5 3 0 0 0 0 1] 0 0
Discipline Cases
Apr May June July Aug Sept Oct Moy Dec Jan Feb March
Karen/Sarah 4 3 3 2 2
Stew zzig 1] 1 1 1 1
Sue/Paul 0 0 4 4 E]
4 4 8 7 3 0 1] 0 0 1] 0 0
Grievance Cases
Apr May June July Aug Sept Oct Now Dec Jan Feb March
Karan/Sarzh 2 3 2 2 2
Sten i 3 3 4 3 3
Sugy 1 1 1 1 z
] 7 7 ] 7 0 ] 0 0 1] ] 0
Complaint Cases
Apr May June July Aug Sept Oct Naw Dec Jan Feb March
2 1 2 1 2
2 4 3 0 3
0 0 1 1 0
4 5 & 2 5 0 0 0 0 1] 1] 0
Apr May June July Aug Sept Oct Nov Dec Jan Feb March
37 3B 29 0 0 ] 0 0 1] ] 0
16 19 19 17 0 0 1] 0 0 1] 1] 0
Investigation Cases 1 2 6 5 3] 0 1] 8] 0 o] 4] 0
Disciplinary Cases 4 4 B 7 3 0 1] 8] 0 o] 4] 0
Greivance Cases [ 7 7 [ 7 0 o 1] 0 o a 0
Complaint Cases 4 5 G 2 3 0 0 0 0 a 1] 0
Recruitment Cases 22 21 g 8 10 0 o 4] 0 o a 0
Recruitment Cases
Apr May June July Aug Sept Oct Now Dec Jan Feb March
Qn-call 13 14 4 1 z
Wholetime 4 3 0 3 5
Support 5 4 5 4 3
22 21 9 3 10 0 1] 4] 0 1] 1] 0
Recruitment Cases (excluding WT campaigns)
Apr May June July Aug Sept Oct Naw Dec Jam Feb March
3 ] B 2 3
7 7 1 5| 3]
7 5 0 1 1
22 21 9 3 10 0 0 1] 0 0 1] 0
Current Workloads
Karen/Sar{Steve/Lizz| Sue/Paul
Long-term sick 9 11 9
Restricted Duties 5] ] 5
Investigation 1 1 3
Disciplinary 2 1 4
Grievance 2 3 1
Complaint 1 4] 1
Recruitment 2 5 1
23 27 24
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