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EV2

Line Manager’s Name: ………………………………………………………………………………………	Staff Name: …………………………………………………………………………………..
Staff role and grade: …………………………………………………………………	Service/Department: …………………………………………………	Date: ……………………………..
Instructions to the Supervision form
	Section
	Instructions and guidance to managers

	A: Value-based Competencies
	1) Start by listing the competency chosen followed by your answer. E.g. I can describe the importance of my role and can describe how my role fits in the work of the organisation- In this area, X  has demonstrated…
2) Select 2 Values where your staff member is performing really well and provide 1 example against a competency
3) Select 3 different Values where there is room for improvement and provide 1 example against a competency to support your feedback 
4) Against each area you have identified (2&3)- coach or guide your staff member in agreeing actions on how to improve
5) Agree on a rating based on the above facts and circle/tick your chosen rating (Remember you will have to explain your decisions clearly for the staff member to understand your choice of rating)

	B: Current Objectives
	6) Fill in the objectives within the column provided 
7) Reflect on current achievements and add bullet point notes in the observation and comments column

	C: Other areas of discussions
	8) Any other areas you would like to discuss as part of your supervision

	D: Actions and Learning & Development needs
	9) Follow the description within the columns of this section to fill in the details as detailed below: 
a) Collate all actions from A & B within this section
b) Record any learning and development needs identified from A & B within this section

	E: Comments and Signature
	10) By both party writing a comment and signing this document, it is understood that all information collated within this document is a true reflection of the staff member’s performance and the latter agree to complete actions listed.




Section A: Value Based Competencies
	Value- (Going Well)
	Observations and comments
	Rating

	
	
	1
2
3
4

	
	
	1
2
3
4



	Value- (Requiring Improvement)
	Observations and comments
	Rating

	
	
	1
2
3
4

	
	
	1
2
3
4

	
	
	1
2
3
4



Section B: Current Objectives
	Organisational
Objectives
	Individual objectives
	Observations and comments
	Overall rating

	Quality
We strive for excellence in all aspects of our work

	
	
	1
2
3
4

	Workforce
We are passionate and committed to meeting the needs of the people we support
	
	
	1
2
3
4



Section B: Current Objectives
	Organisational
Objectives
	Individual objectives
	Observations and comments
	Overall rating

	Growth:
We continue to grow and support more people with disabilities

	
	
	1
2
3
4

	Organisational Development:
We constantly strive to improve through learning, a desire to take risks and to be innovators

	
	
	1
2
3
4



Section B: Current Objectives
	Organisational
Objectives
	Individual objectives
	Observations and comments
	Overall rating

	Engagement:
We have meaningful and relevant communications with all our stakeholders
	
	
	1
2
3
4






Section C: Other areas of discussions (Staff related/ People we support)
	Any other areas you have concerns around or would like to draw attention to as part of your supervisions:

	





Section D: Actions and Learning & Development need
	Action required:
(Be specific)
	How will it be achieved?
(Measure required)
	Action by:
(Achievable and realistic to the owner of action)
	Completed by:
(Timescale for completion)

	
	
	
	


Section E: Comments and signatures
	Staff Comments
	Line Manager’s Comments

	
	

	Date and Sign:
	Date and Sign:




Line Manager’s Name: ………………………………………………………………………………………	Appraisee’s Name: …………………………………………………………………………………..
Appraisee’s role and grade: ……………………………………………………………………… Service/Department: ………………………………………………	Date: ……………………………..
Instructions to the Appraisal form
	Section
	Instructions and guidance to managers

	A: Value-based Competencies
	11) Start by listing the competency chosen followed by your answer. E.g. I can describe the importance of my role and can describe how my role fits in the work of the organisation- In this area, X  has demonstrated…
12) For each value identify where your staff member is performing really well and provide 1 example against a competency
13) For each value identify where there is room for improvement and provide 1 example against a competency to support your feedback 
14) Against each area you have identified (2&3)- coach or guide your staff member in agreeing actions on how to improve
15) Agree on a rating based on the above facts and circle/tick your chosen rating (Remember you will have to explain your decisions clearly for the appraisee to understand your choice of rating)

	B: Role specific Competencies
	16) Apply same description as explained in point 1 (as above)
17) For each area of the role specific competency framework within their respective grade, describe 1 example of where you feel they are doing well
18) For each area of the role specific competency framework within their respective grade, describe a minimum of 2 examples of where you feel there is room for improvement
19) Apply same description 5 above

	C: Past Objectives
	20) Fill in the objectives within the column provided- refer to your last 3 supervisions and extract notes as appropriate
21) Reflect on the achievements and add bullet point notes in the achievement column

	D: Actions and Learning & Development needs
	22) Follow the description within the columns of this section to fill in the details as detailed below: 
a) Collate all actions from A & B within this section
b) Record any learning and development needs identified from A & B within this section

	E: Objectives for next 6 months
	23) Using this section, set SMART objectives under each category that will need to achieve within the next 6 months 
24) Ensure your staff member has a clear understanding of each objective before you end the appraisal session

	F: Comments and Signature
	25) By both party writing a comment and signing this document, it is understood that all information collated within this document is a true reflection of the appraisee’s performance and the latter agree to complete actions listed.
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Continuous Performance Management Appraisal Form 180218 V1.0


Section A: Value Based Competencies
	Value
	Observations and comments
	Rating

	Put people at the heart of everything we do
	
	1
2
3
4

	We seek continuous improvement in quality, staff development and the way we work
	 
	1
2
3
4


	We embrace innovation and positive risk taking
	
	1
2
3
4






Section A: Value Based Competencies
	Value
	Observations and comments
	Rating

	We appreciate our colleagues and recognise achievement
	
	1
2
3
4

	We use our resources in the most efficient and effective way
	
	1
2
3
4

	We are always open and honest and do what we say we will do
	
	1
2
3
4

	We treat everyone with respect and act on their feedback
	
	1
2
3
4





Section B: Role Specific Competencies
	Category
	Observations and comments
	Rating

	Role
	
	1
2
3
4

	Service/ 
Department
	
	1
2
3
4





Section B: Role Specific Competencies
	Category
	Observations and comments
	Rating

	Leadership
	
	1
2
3
4

	Career 
	
	1
2
3
4




Section C: Past Objectives
	Organisational
Objectives
	Individual objectives
	Observations and comments
	Overall rating

	Quality
We strive for excellence in all aspects of our work

	
	
	1
2
3
4

	Workforce
We are passionate and committed to meeting the needs of the people we support
	
	
	1
2
3
4



Section C: Past Objectives
	Organisational
Objectives
	Individual objectives
	Observations and comments
	Overall rating

	Growth:
We continue to grow and support more people with disabilities

	
	
	1
2
3
4

	Organisational Development:
We constantly strive to improve through learning, a desire to take risks and to be innovators

	
	
	1
2
3
4



Section C: Past Objectives
	Organisational
Objectives
	Individual objectives
	Observations and comments
	Overall rating

	Engagement:
We have meaningful and relevant communications with all our stakeholders
	
	
	1
2
3
4





Section D: Actions and Learning & Development needs
	Action required:
(Be specific)
	How will it be achieved?
(Measure required)
	Action by:
(Achievable and realistic to the owner of action)
	Completed by:
(Timescale for completion)

	
	
	
	



Section E: New Objectives for next 6 months
	Organisational
Objectives
	Individual objectives
	Observations and comments

	Quality
We strive for excellence in all aspects of our work

	
	

	
	
	

	
	
	

	
	
	

	Workforce
We are passionate and committed to meeting the needs of the people we support
	
	

	
	
	

	
	
	

	
	
	



Section E: New Objectives for the next 6 months
	Organisational
Objectives
	Individual objectives
	Observations and comments

	Growth:
We continue to grow and support more people with disabilities

	
	

	
	
	

	
	
	

	
	
	

	Organisational Development:
We constantly strive to improve through learning, a desire to take risks and to be innovators

	
	

	
	
	

	
	
	

	
	
	



Section E: New Objectives for the next 6 months
	Organisational
Objectives
	Individual objectives
	Observations and comments

	Engagement:
We have meaningful and relevant communications with all our stakeholders
	
	

	
	
	

	
	
	

	
	
	


Section F: Comments and signatures
	Appraisee’s Comments
	Line Manager’s Comments

	
	

	Date and Sign:
	Date and Sign:
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Continuous Performance Management Supervision
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Parties in agreement
	Staff Name:
	
	Line manager’s name:
	

	Staff role and grade:
	
	Service/Department:
	
	Date:
	


Purpose of supervision agreement
Walsingham Support’s supervision agreement is a written document which sets out the content of the discussions that have taken place to establish how the supervisor and supervisee will work collaboratively together. In this guide, the term ‘agreement’ is used since it emphasises the collaborative nature of the process. The agreement will be a feature of the organisation’s policy and should be introduced to any volunteer or employee during their induction or for existing staff, should be read and signed as per the frequency set within this document or as agreed by line manager.
As per the Social Care Institute of Excellence (SCIE), agreements are important for the following reasons:
1. Provide an opportunity to establish the meaning of the term ‘supervision’ within the organisation and prevent any misunderstandings. This is particularly important where supervisees may be new to Walsingham Support.

2. Clarify roles and responsibilities and the directive for supervision and appraisals.

3. Establish the collaborative nature of supervision and appraisals and the importance of the supervisee being an active participant in the process.

4. Establish the boundaries of the supervisory relationship, including confidentiality and communication pathways with others who may have some responsibilities for the supervisee’s work. This is particularly important where the supervisee may be receiving management and professional supervision from two different supervisors.

5. Provide a space for the supervisor and supervisee to understand the experience each brings to the process and how this can be used positively in their work together.

6. Promote anti-oppressive (see footnote 1) practice through exploration of the factors that might impact on the supervisory relationship, including those relating to the social location of the individuals concerned.

7. Establish the importance of acknowledging the pressures of work and how to use supervision and appraisals to take responsibility for problem solving and being solution focussed.

[image: ]Continuous Performance Management
Supervision Agreement 


8. Provide a forum for establishing from the start the possibility that good supervision will challenge the supervisee, that it may not always be comfortable and that at times there may be disagreements.
2

Note 1: Anti-oppressive practice (AOP) is an interdisciplinary approach primarily rooted within the practice of social work that focuses on ending socioeconomic oppression. It requires the practitioner to critically examine the power imbalance inherent in an organizational structure with regards to the larger sociocultural and political context in order to develop strategies for creating an egalitarian environment free from oppression, racism, and other forms of discrimination in the larger society, by engaging at the legal and political level.	1
9. Establish how the relationship will be reviewed and what the supervisee should do if they have any concerns about the supervision they are receiving.
Supervision guidelines
As an organisation Walsingham Support has a commitment to providing regular supervision for all employees as part of their personal development. The following guidelines have been drafted to offer clarification in planning supervisions and appraisals sessions:
1. Practical arrangements
a) Supervision housekeeping - Supervision meetings will be held on a 1-1 basis in a quiet and confidential environment. The date, time and venue of the meeting should be shared in a calendar invite at least 6 weeks ahead of the due date by the supervisor.

b) Supervisor – The supervisor will be the responsibility of the line manager. However, should the line manager be unavailable due to reasons such as authorised absence, vacant post, etc. the 2nd line manager will have the responsibility of carrying out the supervisions until such time that a 1st line manager is back in post. 

c) Supervisee’s responsibility - It is the supervisee’s responsibility to prepare for their supervision notes before and after the supervision meeting. Line managers must receive their staff supervision/ appraisal notes from the supervisee 1 week before the date of the scheduled meeting. Failure to adhere to this may lead to disciplinary actions being taken for both parties.

d) Frequency – Supervisions will take place every 6-8 weeks and appraisal will be carried out every 6th month of a fiscal year. However, frequency of supervision meetings may be sooner if either party feel it is necessary to do so. 

e) Durations of supervisions and appraisals - Sessions will last between 60 to 90 minutes (this may vary from staff to staff) and will (except in very rare circumstances) last no more than 120 minutes. 

f) Recording supervision - Walsingham Supervision template must be used to record discussion and it must be signed by both parties after they have agreed the content as a true record of the supervision/ appraisal session. Minutes of supervision/ appraisal meetings will be taken and will clearly evidence discussions undertaken at the meeting. Supervision minutes will also record all actions identified, owners for any actions and by when they are responsible for completing them.

g) Arrangement for cancellation – Any cancellations due to unforeseen circumstances or any other reasons considered as reasonable, must be made 24 hours as a minimum ahead of the meeting within an email. A new proposed invite date must be made by the party who cancelled the original meeting, by email to the other party within 5 days of the cancellation.

2. Arrangements for complementary methods of supervision:
a) Face to face – Walsingham Support encourages that all supervisions are carried out in person between both parties to maximise the benefits of meeting whilst discussing areas identified within the supervisions and appraisals.

b) SKYPE calls – On occasions whereby face to face meeting cannot take place as described above, the line manager may authorise at their discretion for supervision to take place over SKYPE. However, this should not replace how supervisions and appraisals are carried out as described in 2(a) but instead be used in extreme rare cases prior to agreement by both parties.

c) Telephone calls – Walsingham Support do not hold a policy of carrying out supervisions and appraisals via telephone calls. However, for informal catch up lasting no longer than 30 minutes, both parties might agree to catching up over a schedule telephone call to keep in touch on a more regular basis.
3. The content of supervision and appraisal: 
a) Structured approach - Formal supervision and appraisal will be structured, with both supervisor and supervisee having prepared beforehand.  This will be in the form of a written agenda in bullet point format in addition to the supervision and appraisal template.  Both parties to prioritise this at the beginning of each supervision session so time is used effectively.

b) Section A of the supervision form - titled as ‘Areas of discussions’ should be used to record any areas encompassed within the categories listed below:

	[bookmark: _Hlk5786631]E-learning and any other training needs

	Staff achievements

	Key working responsibilities

	Employee relations matters: Sickness and Absences, DBS updates, Payroll, Disciplinaries, Reliability and time keeping, Rosta

	Safeguarding and Whistleblowing

	People we support

	Stress awareness and work life balance

	CQC/ CIW matters

	Night Disturbances

	Updates and concerns

	Additional Responsibilities


c) Minimum agenda items - Every supervision/ appraisal agenda for the preceding 12 months to include as a minimum the following agenda item:
· Areas impacting either positively or negatively on people we support in particular, health safety and well being
· Quality/Compliance/Safeguarding matters
· Comments of self and team performance 
· Learning and Development / training needs
· Challenges or difficulties being experienced from either party against the delivery of safe, skilled and personalised quality services to people we support
4. Confidentiality of supervision records:
a) Supervision record keeping - Supervision sessions are confidential within the line management structure and remain ownership of the organisation. Supervision records may be used by the organisation (under GDPR guidelines) as required by the disclosure clause as set by 4(b). All records must be uploaded as a PDF on the Learning Management System (LMS) by the line manager once the final version of records has been signed and upon approval of the 2nd line manager. Supervisee are entitled to receive a printed copy of their records if they wish to receive one. 

b) Disclosures of records - Supervision notes can be disclosed for the following reasons.  All information would be confidential to those that required reference to the notes.
· Investigation
· Internal supervision audits within the line management structure
· Organisational internal quality audits
· External Audits e.g. Local Authority Contract Monitoring, Care Quality Commission etc

c) Confidential matters - Matters considered as sensitive and private should not be recorded in depth in the supervision and appropriate HR templates should be used to record such matters. Supervision notes may consist of a brief bullet point to reference the discussions have taken place. For e.g: ‘as discussed as per the recent authorised absence’. Such notes will not be disclosed prior to the supervisee’s consent.
5. Complaints and disagreement 
If an individual think that supervision is either a) not occurring, b) not helping their development, the supervision agreement has a complaints / disagreements procedure to follow
a) Disagreement - If disagreements occur between supervisor and supervisee, they must be recorded.  In the instance of no satisfactory solution being agreed, the line manager may be called upon at the request of either party.  The supervisee may request a change of supervisor if they have valid and appropriate reasons to do so.  This request must be in writing to the line manager and include all the reasons for the request.  The current supervisor’s line manager will give a written decision on supervisee’s request.  A three-way meeting may need to occur for resolutions to be sought.

b) Dispute - In the event of a dispute resulting from any supervision meeting, either party has the right to follow Walsingham Supports Grievance Procedure, see HR manual for more detail.
6. Timescale to upload on LMS:
a) Once the supervision or appraisal meeting has taken place, final adaptations to the notes must be made by the supervisee or appraisee with 1 week from the date of the meeting. This version of the notes must be emailed to the line manager thereafter.

b) Line managers have a maximum of 1 week from date of receipt of the above document, to finalise any changes using the option of tracked changes (within Microsoft word) to add their comments. This document must then be shared one more time with the supervisee or appraisee.
c) Upon receipt of the document, the supervisee or appraisee have 1 working day to make any comments to the changes or consent to sharing without further adaptations. This version must be shared via email back to the respective line manager. For dispute and grievance, please refer to section 5 of this document.

d) Once a year at start of the financial year in April, this supervision agreement must be reviewed and renewed between the line manager and staff member/ volunteer. Any special requirements based on the need of the supervisee must be detailed within the ‘signature and confirmation of agreement in practice’ section (page 8) of this document. The final agreed version of the agreement must be uploaded on the LMS annually.

7. Anti-discriminatory principles
a) Supervisions will be based on anti-discriminatory principles and therefore will be sensitive to age, race, gender and sexual orientation.

b) Should either party require special adjustments to be made for supervisions and appraisals meeting, this should be notified in writing to their line management for those to be accommodated.
8. Review of this supervision agreement
a) This supervision agreement document will be reviewed in line with Walsingham Support policies review on an annual basis by Walsingham Support Academy. Any changes made to this document will be communicated to the organisation upon approval of the Executive Leadership Team (ELT).

b) Agreements between parties will be reviewed on an annual basis at every 2nd Appraisal of a fiscal year. This is to ensure that terms set out in this document have been embedded in practice by both parties and any reasonable adjustments are therefore reviewed appropriately.
Guide to filling the Walsingham Support supervision template
	[bookmark: _Hlk535234061]Section
	Instructions and guidance to managers

	A: Areas of discussions
	1) Any areas you would like to discuss as part of your supervision as listed below – see section 3 of the supervision agreement for more details.
· E-learning and any other training needs
· Staff achievements
· Key working responsibilities
· Employee relations matters: Sickness and Absences, DBS updates, Payroll, Disciplinaries, Reliability and time keeping, Rosta
· Safeguarding and Whistleblowing
· People we support
· Stress awareness and work life balance
· CQC/ CIW matters
· Night Disturbances
· Updates and concerns
2) Additional Responsibilities

	B: Core Competencies
	26) Value going well - Select 1 Value (from your page 4 of competency booklet) which you have embedded with excellence within your role. Against this value, provide 1 example of what you have been doing and how you have been doing this.
27) Value requiring further development - Select 1 Value (from your page 4 of competency booklet) where you have identified that you require further support to improve and provide 1 example of how you have identified this need. You may also add support required from your line manager in this section as a discussion point at the meeting.
a) Column 3 - Actions and learning and development – Using a SMART approach, list all actions identified within the meeting.  It is important to note here that the owner of action and the timescale for completion must be recorded clearly.

	C: Current Objectives
	1) Start by listing your objectives assigned to you by your line manager in column 1 titled as my objectives
2) In column 2, organisational objectives - how my work contributes to the organisation, match the organisational objective area (as listed below) your work is contributing to:
a) Workforce
b) Organisational Development
c) Engagement
d) Quality
e) Growth

	D: Comments and Signature
	1) Both parties are required to add a comment to this section and sign and date this section. For more details, see section 6 of the supervision agreement.
2) 2nd line manager is required to sign the 2nd table within this section. Upon signature, the document needs to be emailed back to the supervisor’s 1st line manager for upload on the Learning Management system.



Signature and confirmation of agreement in practice
By signing this document, both parties therefore agree to adhere to the terms set out within this agreement.
Should there be a need for any special requirements and adjustments required as part of this agreement, please add comments within the able below.
	Staff Comments
	Line Manager’s Comments

	
	

	Date and Sign:
	Date and Sign:



Information to Supervisee, please tick here        to confirm ‘I declare I have read and understood the General Code of Conduct of Health & Social Care (England)/ Professional Practice for Social Care  (Wales)

Supervisee name: ……………………………………………………………………………………………………………..


Supervisor name: ……………………………………………………………………………………………………………….
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1. Purpose of Walsingham Support Induction
At Walsingham Support, we value our staff and we would like to offer every new starter to the organisation the opportunity to be successful within their new role right from the start. The new induction programme aims to provide all the information a new employee needs in a bite-size chunk approach without being overwhelming or diverting them from the essential process of integration into their team and the organisation. 
a) Why is an induction important? 
[image: Image result for introduction]For many, the prospect of a new job in a new organisation is a daunting one. A good induction programme will help to integrate them into the organisation and help them settle more quickly into their job, resulting in a more effective performance at an earlier stage. 
Much time, effort and cost is put into this important process. However, research shows that the most likely time to ‘lose’ a member of staff is in the first six months of engagement - and that a good induction process is one of the recognised ways that can help prevent this. 
Getting off to a good start is a key part of building employee engagement and induction is essentially one element of this - i.e. a key point whereby the new staff member and Walsingham Support have an opportunity to come together in positive and motivational way that sets the tone for what should be a relationship of mutual commitment, trust and respect. 
b) What are the benefits? 
· Reduces the time taken for your new team member to become effective 
· Helps to support staff retention and commitment 
· Introduces your new recruit to the ‘culture’ of Walsingham Support, its values & behaviours 
· Provides a greater understanding of the job and how it fits into the ‘bigger picture’ 
· Begins the ongoing process of continuous professional development 
· Demonstrates that we are an employer that values its people 
· Encourages two-way communication and team working 
· Allows objectives to be set and the probation period to begin. 
c) Who needs an induction programme? 
ALL staff - whether full-time or part-time will be required to complete the induction workbook as part of their induction programme.
· Full time staff - Will need to complete the induction workbook over a period of 6 months
· Part-time staff - will need to complete the induction workbook over a period ranging from 6-8 months depending on the number of days they work per week. If you would like support allocating the workbook over this period, please contact your learning and development team.
d) Who is responsible for induction? 
[image: ]The ultimate responsibility is for the new inductee to ensure they are completing the tasks within the workbook promptly. 
However, they will need guidance and be steered in the right direction from you, their line manager, and the assigned buddy through this journey.
2. Mentoring and you
[image: ]A mentor takes interest in the professional and career development of a junior colleague by providing guidance and support. Genuine commitment on the part of both the mentor and mentee is required for a successful mentoring relationship.
Your role as a mentor is invaluable to your new team member and they will be relying on you for good knowledge and practice. It is an exciting opportunity to share your expertise and help them grown within the role. Mentoring might require time set aside but the benefits are much greater as you are investing in developing an effective team.
 2.1 What makes a good mentor?
Mentoring is a long-term relationship where the focus is on supporting the growth and development of the mentee. The mentor is a source of wisdom, teaching, and support, but not someone who observes and advises on specific actions or behavioural changes in daily work. 
As a mentor, you will need to challenge, encourage them to think through issues and approaches by asking stretching questions. The top tips below will help you understand your role as a mentor and demonstrate the right behaviour to succeed as one:
a) What a Mentor Does:
· A mentor takes a long-range view on your growth and development
· A mentor helps you see the destination but does not give you the detailed map to get there
· A mentor offers encouragement and cheerleading, but not "how to" advice
b) What a Mentor Does Not Do:
· [image: ]A mentor is not a coach 
· A mentor is not going to tell you how to do thing
· A mentor is not a counsellor - do not get involved in sensitive personal issues
c) Eight Ideas to Help You Succeed:
· Investing your time in your mentee
· Encourage sharing goals and fears openly
· Emphasise that you not going to solve short-term problems or do the work for them.
· Encourage sharing where they are struggling or failing 
· Listening carefully as if your life depends on it
· Showing that you value the role. 
2.2 Remember…
[image: ]In 2004, David Clutterbuck, an academic who studied mentoring relationships, coined an acronym for what mentors do:
· Manage the relationship
· Encourage
· Nurture
· Teach
· Offer mutual respect
· Respond to the learner's needs
3. Guidance for the assigned buddy
a) Who is the ideal buddy? 
Everyone likes having someone they can turn to if they need help or advice, even if this is just a simple reminder about how to use the photocopier. We have considered introducing this approach formally going forward as we feel it important to value those who take on this role.
The assigned buddy is not the line manager but a colleague who can informally help a new starter settle in. The selected buddy should be approached with this opportunity and be allowed to choose if they would like to get involved in this role.
The buddy would be responsible for helping the new starter settle in and find their feet. This person can also be invaluable when it comes to explaining the unwritten customs and practices of the team and organisational culture. 
[image: Image result for buddy]Careful consideration should be given as to who the best person in the team to do this is and to allow them the time to carry this out. 
b) Buddy Responsibilities:
· Contact and meet with the new employee on day 1 
· Establish a rapport with the new employee 
· Act as an informational resource on policies and procedures 
· Answer general/routine questions 
· Make introductions  
· Ensure an open communication and respect confidentiality 
· Follow up with the new employee regularly as required
The assigned buddy will need to review and sign off the following section of the new employee’s induction workbook:
	Stage
	Details
	Page
	Line Manager’s initial to evidence completion

	Day 1
	Contact details
	3
	

	Week 1
	Activity- History
	11
	

	Week 1
	Activity- Our Values
	14
	

	Week 1
	Activity- Organisational Chart Regional
	18
	

	Week 1
	Activity- Health & Safety
	21
	

	Week 2- Month 1
	Activity- Human Resources
	27
	

	Week 2- Month 1
	Activity- Services at Walsingham Support
	50
	


Note to buddy: Signing off each activity will validate you are satisfied with the quality within each response provided by the new employee. If you have any question, please contact your learning and development team or your line manager.
b) Top tips for buddy:
· Prepare before the arrival of the new starter - refer to the induction pack
· Don’t worry about being perceived as the expert. Focus your attention on the new employee 
· Be patient: It takes time to develop a relationship. Don’t try to cover everything right away
· Be positive: New employees will grow into their roles if given proper reinforcement  
· Don’t try to force a relationship 
· Try to identify the new employee’s personality and communication style and adapt accordingly  
· Don’t be judgmental. Simply offer feedback 
· Maintain a positive approach and a learning spirit
4. The induction checklist
[image: ]This manager’s guide contains a checklist that will help you identify your new starter’s progress at different stages of their learning journey throughout the 6 months’ probation. We have arranged the checklist so it reflects the sections within the induction workbook. 
The first part of the checklist will help you ensure that all necessary arrangements have been made prior to the new starter 1st day to welcome them smoothly on the day.
4.1 Pre-arrival checklist
It is important to get organised as soon as the job offer has been made to the successful candidate. 
	Pre-arrival responsibilities- Documentation
	Done ()

	Have they provided proof of eligibility to work in the UK
	

	Has the new starter completed their DBS
	

	Have the references contacts been provided
	

	Have you notified HR & L&D of new starter
	

	Has the new starter completed our health form
	

	Subject to references approval, have you provided the new starter a start date
	

	Have you notified CIT of new starter
	

	Have you emailed/ posted the new starter Walsingham Support’s on-boarding documents
	



	Pre-arrival responsibilities- Your role
	Done ()

	Have you identified and notified the buddy of the new starter
	

	Have you personalised the Induction workbook with the new starter’s details
	

	If not you, have you assigned a mentor to the new starter
	

	Have you notified one of the Fire Marshall of your new starter’s start date and have they provided you a date/time to explain fire evacuation procedures to your new starter.
	

	Have you informed the team (within your base location) and reception of the new starter’s start date 
	

	Have you identified any handover document that will need to be passed on to your new starter
	



	Pre-arrival responsibilities- Workstation
	Done ()

	Have you allocated a designated desktop for the new starter
	

	Have you arranged for any basic stationaries
	

	Where applicable, is the desk phone set up under the new starter’s name
	

	Has CIT provided you with logging details of the new starter and have you confirmed it is functional
	

	New starter’s outlook - have received meeting invites from various departments
	

	Have you booked an appointment with NLBP facilities to take the new starter’s photo for their NLBP access pass- Head Office only
	

	Have you booked an appointment with the HR team for the new starter’s photo to be taken for Walsingham Support pass - Head Office only
	


4.2 Day 1
	
	Day 1 checklist
	Done ()

	1
	Explained the induction process, role expectations and working hours
	

	2
	Assign work station, cupboards/pedestal and logging details - assist as required
	

	3
	Introduced to everyone in the team (including reception & other departments)
	

	4
	Formally introduced to a Fire Marshall for fire evacuation procedures
	

	5
	Shown kitchen area and explained the ‘unwritten rules’
	

	6
	Discuss any outstanding matters regarding their recruitment (if applicable)
	

	7
	Have been given a tour of the building
	

	8
	Have induction meetings planned in their diary
	

	9
	Have been introduced to First Aiders and explained how to contact them
	

	10
	Have checked with new starter for any additional needs
	

	11
	Signed off end of Day 1 activity (page 8)
	


4.3 Week 1
	
	Week 1 checklist
	Done ()

	1
	Have checked that the new starter have read ‘Our History’ by asking how they felt reading about it
	

	2
	Checked that the new starter understood our values and how to align those within their role
	

	3
	Checked that the new starter have identified everyone within the who is who section
	

	4
	Checked that the new starter understood our competency framework and how to adhere to those within their role
	

	5
	Have completed end of week 1 review as per page 24 of workbook
	

	6
	Signed off end of activity 3.2-b (page 11)
	

	7
	Signed off end of activity 4.2-b (page 14)
	

	8
	Signed off end of activity 5.1 (page 17)
	

	9
	Signed off end of activity 6.1 (page 20)
	


4.4 Week 2 - Month 1
	
	Week 2- Month 1 checklist
	Done ()

	1
	Have checked that the new starter understands Walsingham Support strategy as per section 9 of the work.
	

	2
	Have assigned the new starter their set of objectives
	

	3
	Have received the new starter’s DBS form
	

	4
	Have confirmed new starter know how to contact you when sick
	

	5
	Have confirmed the new starter has got a knowledge & understanding of tenders and how they can support this area within their role
	

	6
	Have checked that staff has site visits planned in their diary for the month
	

	7
	Have completed end of month 1 review as per page 40 of workbook
	

	8
	Signed off end of activity 9.3 (page 24)
	

	9
	Signed off end of activity 10 (page 25)
	

	10
	Signed off end section 11.2 (page 26)
	

	11
	Signed off end of activity 13.2 (page 33)
	

	12
	Signed Off end of activity 14.2 (page 39)
	

	13
	Signed Off end of activity 14.8 (page 46)
	



4.4 Month 2- Month 3
	
	Month 1- Month 3 checklist
	Done ()

	1
	Have you checked that the new starter has completed and evidence the reading of our policy documents as per section 18 of the workbook
	

	2
	Have evidenced that the new starter has completed Data Protection training
	

	3
	Have discussed supervisions at Walsingham Support
	

	4
	Confirmed the new starter has completed both classroom training as per section 22 of the workbook
	

	5
	Have completed end of Month 3 review as per page 50 of workbook
	

	6
	Signed off end of section 18 and 18.1 (page 56)
	

	7
	Signed off end of section 20 (page 58)
	

	8
	Signed off end section 22.3 (page 63)
	


4.5 Month 4- Month 6
	
	Month 4- Month 6 checklist
	Done ()

	1
	Have explained invoice procedures
	

	2
	Have explained management of accounts procedures- for employees with budget’s responsibilities only
	

	3
	Have explained business credit card bank statement procedures
	

	4
	Have discussed appraisal procedures at Walsingham Support
	

	5
	Have explained personalisation concept and has checked the employee has met with personalisation officer
	

	6
	Have explained the award ceremony to the employee and raised its importance
	

	7
	Have completed end of Month 6 review as per page 54 of workbook
	


4.6 Key sign off stage for Line Manager (at-a-glance)
	Stage
	Details
	Page
	Line Manager’s initial to evidence completion

	Day 1
	Contact details
	4
	

	Day 1
	Completion of Day 1
	8
	

	Week 1
	Activity- History
	11
	

	Week 1
	Activity- Our Values
	14
	

	Week 1
	Activity- Organisational chart
	17
	

	Week 1
	Activity- Walsingham Support Competency Framework
	20
	

	Week 1
	End of week 1
	22
	

	Week 2- Month 1
	Activity- strategy
	24
	

	Week 2- Month 1
	Objectives
	25
	

	Week 2- Month 1
	DBS
	26
	

	Week 2- Month 1
	Activity- Tender 
	33
	

	Week 2- Month 1
	Activity- Our Regulators
	39
	

	Week 2- Month 1
	End of month 1
	52
	

	Month 2- Month 3
	Policy
	54
	

	Month 2- Month 3
	Quality
	56
	

	Month 2- Month 3
	Data Protection
	58
	

	Month 2- Month 3
	Workshops
	63
	

	Month 2- Month 3
	End of Month 3
	64
	

	Month 4-Month 6
	Activity- Personalisation
	67
	

	Month 4- Month 6
	End of Month 6
	68
	




5 Top Tip for Managers
Professionally organised and delivered induction training is your new employees' first proper impression of you and your organisation, so it's also an excellent opportunity to reinforce their decision to come and work for Walsingham Support.
We have complied below a list of top 10 tips for managers to help you get it right from the start with your new starter:
1. Think about who your new starter is and what they might need and like to know. For example; are they a recent graduate? have they relocated for the position?
2. Use the induction checklist to help plan your new starter's initial days, weeks and months.
3. Keep in touch with your new starter, especially if there is a long period of time between the offer and start date.
4. Be flexible in how you communicate with your new starter. You may choose to communicate via email, letter or phone.
5. Think about ways in which you can let your new starter know what it's like to work in your team and for Walsingham Support. 
6. Plan their first day carefully. Your new starter may appreciate going for lunch with team colleagues within your department. There is nothing more uncomfortable than facing a lunchroom of strangers or slinking out for a solitary lunch on your first day.
7. Let others in your team know about your new staff member and when they are due to start. You might want to mention where they've come from (i.e. their previous role, new graduate).
8. Make sure colleagues are aware of your new starter's induction plan so they can help the new starter settle in quickly and effectively.
9. Check that their workspace is clean, tidy and ready for your new starter's arrival. You might want to include a welcome sign or card.
10. Remember, a tailored induction will go a long way in ensuring staff are able to quickly settle into their new role and begin working productively. You will also contribute to retaining them!


[image: Image result for checklist]

Additional Comments of Line Manager
Please use the space below to record any other areas or tasks not mentioned in the induction workbook that you have assigned the new starter as part of their induction-probation journey:
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Congratulations & Welcome
[image: C:\Users\elinor.oultram.WCH.000\Pictures\Annual Review\Paul Snell 2.jpg]
[bookmark: _Hlk1735391][bookmark: _Hlk2851769]On behalf of myself and Walsingham Support, I would like to welcome you to the team. 
Since we started in 1986 we have been changing and challenging the way support is provided for people with disabilities and complex needs. 

We know everyone is different. We understand people have different needs and abilities. That’s why the support we provide is different too. No matter your role, you have a part to play in ensuring we deliver the quality of life and happiness people deserve. We get to know each person really well, designing practical innovations that enable personal choices, improve life skills and strengthen links with family and the wider community.

[bookmark: _Hlk1735810]People are at the heart of everything we do.  At Walsingham Support, we see everyone involved with providing support, from professional and carers to family members and friends, as part of an extended network of support – we all have a part to play.

Our success is built on the people we employ, it’s their professionalism, dedication and high standards that set us apart from other support providers and we know that you will be a valuable addition to the team. What makes Walsingham Support staff stand out is their friendly professionalism, combined with a ‘can do’ attitude and a passion for supporting people.

At Walsingham Support, we take pride in our staff and will provide the support you need to progress. This will include tailored inductions, training, regular supervisions and development opportunities to ensure you have the tools you need to get the most out of your role. This is our commitment to everyone who works for us.

I wish you the best of luck in your new role. 

Kind regards,




Paul Snell
Chief Executive






Table of content
Congratulations & Welcome 	1
Contact Details	4
1. Your Induction	5
2. Day 1	7
Week 1:
3. Our History	9
3.1 Our journey at-a-glance	10
3.2 Activity- History	11
4. Embracing our values	12
4.1 Remembering our values	13
4.2 Activity- Our values	14
5. Walsingham Support Organisational Chart	15
5.1 Walsingham Support Organisational Chart- Regional	16
	5.2 (a) Activity- Organisational Chart	17
5.2 (b) Activity- Organisational Chart- Regional	18
6. HR- Competency Framework	19
	6.1 Activity- Walsingham Competency Framework	20
7. Health & Safety	21
	7.1 Activity- Health & Safety	21
8. Completion of Week 1	22
Week 2- Month 1:
9. Walsingham Support Strategy	23
	9.1 Walsingham Support 3-year Strategy	23
	9.2 Walsingham Support 1-year Strategy	24
	9.3 Activity- Strategy	24
10. Your Objectives	25
11. Human Resources- Annual Leave	26
	11.1 Sickness Absences	26
	11.2 Time Sheet	26
	11.2 Your DBS	26
	11.3 Activity- Human Resources	26
12. Meetings structure	27
12.1 Meeting structure at-a-glance	28
12.2 Your meetings	29
13. Operations- Location Location Location	30
13.1 Operations- our structures	32
13.2 Activity- Tender	33
14. Our regulators	34
	14.1 The CSSIW	34
	14.2 Inspections- What do they inspect?	35
14.3 Inspections- How do they inspect?	36
14. 3 (a) Activity- Inspections	38
14. 4 How the CSSIW enforce?	39
14. 4 (a) Activity- How the CSSIW enforce? 	39
14. 5 Social Care Wales	40
14.6 SCW- Registration	40
14.7 SCW- Code of Professional Practice for Social Care	42
14.8 Activity- SCW	44
14.9 Services Visit	47
15. Services at Walsingham Support	48
15.1 Activity- Services at Walsingham Support	48
16. Other essential information for Month 1	51
16.1 Other essential information- Train Tickets, Mileage, Parking and Pay Date	51
17. Completion of Month 1	52
Month 2- Month 3:
18. Policies & Procedures	53
18.1 Quality Department	55
18.1 (a) Activity- Quality Department	56
19. Walsingham Support Intranet	57
20. Keeping legal & compliant	58
20.1 Keeping it legal- GDPR	58
21. Performance Management- Supervisions	59
21.1 Performance Management- Supervision template	60
22. Understanding the Walsingham Support Way	62
	22.1 Values Workshop	62
	22.2 Equality & Diversity Workshop	62
22 (a) Activity- Understanding the Walsingham Support Way	63
23. Completion of 3 Months	64
Month 4- Month 6:
24. Final stages for 6 months’ probation	65
	24.1 Finance- Invoices	65
	24.2 Finance- Business credit cards	65
	24.3 Appraisal	66
	24.4 Awards	66
25. Personalisation	67
	25.1 Activity- Personalisation	67
26. Completion of probation- 6 month review	68
Appendix:
A. 1. Departments- what do they do?	i
A. 2. Technical Know-How?	ii
B. 3. Desk phone- VTSL	v
C.4 Business Credit Card procedures	vi
	Contact Details:

	





About You

	Name:

	
	Job Title:

	
	Department:

	
	Work Email:

	
	Signature:

	





Your Line Manager
	Name:

	
	Job Title:

	
	Department:

	
	Work Email:

	
	Signature:

	






Your assigned buddy
	Name:

	
	Job Title:

	
	Department:

	
	Work Email:

	
	Signature:


[image: ][image: ]DAY 1


1. Your induction

(a) Why do I need to complete an induction? 
Starting a new role in a new organisation can be an anxious time. Our induction programme has been designed to equip you with key knowledge and skills to prepare you for your role within Walsingham Support and help you integrate well into and across the organisation.
(b) How and what will I learn during my induction? 
Your induction has been carefully designed to guide you in learning; key information that will help you gain essential knowledge around Walsingham Support and our valuable competences that we have adopted as a business. 
At Walsingham Support, we use a blended learning approach which you will find engaging as you develop over the next few months.
Learning will consist of classroom training, social style learning (within your team), e-learning and a suite of other training style. 
On completion of your induction, you will be able to: 
1. Describe how Walsingham Support was founded and how it has evolved since it first started
2. Outline your role, responsibilities, level of authority, work priorities, expectations and deadlines provided
3. Have completed this workbook successfully and have recorded 4 supervisions as part of the process
4. Demonstrate achievements of some your set objectives
5. Define the services offered by Walsingham Support 
6. Demonstrate you have embedded the values of Walsingham Support in your everyday task
7. Worked effectively as a member of your team within your department
8. Explain the challenges within your department and ideas you have identified to overcome those
9. Demonstrate the application of the Data Protection Act and explain GDPR
10. Explain the Health & Safety procedures relevant to your role
(c) The purpose of your induction checklist:
This workbook has been designed in a checklist format to mark completion of each phase of your probationary period.
Your line manager will also provide you some additional documents to supplement this workbook, to assist you in learning the ‘social etiquette’ we have adopted within the premises.  
We strongly believe the structured approach of this induction workbook will assist you in learning significant information at precise stages of your probationary period and avoid information overload.




[image: Image result for introduction]







(d) Role and responsibilities of you, the inductee:
As a new employee with us, we would like to encourage you to take ownership of your development. We trust you will be responsible for making every effort to engage in the induction process and to seek clarification where necessary to ensure that you are setting yourself up for success throughout the probationary period and beyond.   You will be expected to:
1. Ask questions where you feel you need support understanding any information
2. Engage with your team and others around you in a proactive way
3. Plan your site visit by contacting the Operation & Development Manager local to you
4. Set up your email inbox (where assigned one) and create sub-folders for good record keeping and managing your work.
5. Demonstrate enthusiasm and motivation for all new learning daily
As part of your ongoing development, you are also required to complete the relevant compliance training programmes identified for you by your line manager. You will also be expected to participate in any additional support and team training days offered by your line manager and assigned buddy. 
(e) Role and responsibilities of your line manager:
Your line manager plays an important part in your probationary period. They will act as your mentor and will be sharing their valuable experience with you to ensure you have as much support as required as you progress within your role. 
Your line manager will be the first port of call to answer any of your questions within your first few weeks of employment. It is crucial that you do get in the habit of asking questions (even if you feel the question is trivial). This will help you progress with your induction smoothly and with confidence. 
Your line manager will:
1. tailor the induction and associated checklist to suite your needs
2. ensure you have the right support during your induction
3. Identify and assign you a buddy that will also support you throughout your induction
At Walsingham Support, we encourage our inductees to communicate any areas requiring attention or issues they might have within their role to their line managers as soon as those are identified. 
We are proud in testifying that our managers are considered a solid sounding board for specific questions or areas requiring focus you may have identified about your role and we would like to support you with overcoming those.
(f) Role and responsibilities of your assigned buddy:
Your assigned buddy is usually someone who has been with the organisation for a long period. They too have a vital role in your induction. By initially sharing with you the social etiquette directions, they will help you get the ‘apparent’ out of the way in the early days of your induction. Examples that might be considered apparent are:
· Kitchen area rules
· [image: Image result for buddy]Stationeries storage and order
· Facilities
· Best take-away available onsite if you needed to buy lunch
· Car parking spaces, bus routes or nearest train/tube station
· Peer’s birthday celebration 
Your assigned buddy will be the best person to ask any questions that you feel might not need your manager’s assistance.
[bookmark: _Hlk2851845]e) How long do I have to complete my induction?
The completion time for your workbook will depend on your probationary period. If you are:
· In an administrative role-3 months from your start date
· In an officer role- 6 months from your start date
· In a management level- 6 months from your start date

However, if you are experiencing difficulties completing your workbook please contact either your line manager or your buddy for further support.
Although you will have regular schedule catch up with your line managers and buddy, it remains your responsibility to raise any areas requiring focus you might have identified with the completion of this workbook as soon as you can. Failure to do so, might impact on your progression in your new role. 
Hence, it is crucial that you adopt the habit of openly discussing any areas of focus (if you are not used in doing so) with your line manager so you gain the appropriate support that you require.
f) What happens after I have completed this workbook?
The completion of this workbook will contribute in marking the end of your probationary period. You would have evidenced all the areas explored throughout your learning journey.
You will be invited by your line manager for a probation review meeting to discuss your overall performance and where you have met or exceeded expectations, you will be given a letter to confirm your employment with Walsingham Support.
In an event of poor performance, you will either have an extension to your probation (upon your line manager’s discretion) or your employment will be terminated after clear feedback has been given.
Upon completion, this workbook remains the property of your line manager and will be kept in your employee file for future references.
We wish you best of luck with your journey and once again welcome you to the Walsingham Support family.
[image: Related image]







2. Your team and your place of work
The following checklist will help you cover essential information for your first day. Your line manager and buddy will help you around the areas listed below to ensure you feel welcome and settled from the start.
Please tick in the column on the right every time you have completed each of the areas mentioned.
	
	Activity
	Tick as completed

	1
	Assigned buddy introduced themselves and welcome you upon arrival
	

	2
	Greeted by your line Manager and had an initial meeting to discuss:
· The probation procedure and your workbook
· Your role and expectations including your job descriptions
· Your working hours
· Any planned holidays the organisation should be aware of
· Who to call when you are running late or sick
	

	3
	Shown your work station:
· Read and signed the IT policy
· Assigned your Desktop
· Access to the intranet 
· Assigned e-learning logging details
· Assigned your work email and password
· Assigned a Desk phone and you have set up your personalised voicemail
· Given keys to your pedestal/drawers/cabinet or others
	

	4
	Have been introduced to everyone in your team
	

	5
	Have been introduced to everyone in the building:
· CEO
· Director of Operations and Development
· Legal Counsel & Company Secretary
· HR team
· L&D team
· Finance Team
· Marketing and Communication 
· Quality team
· Personalisation
· Health & Safety practitioner
· Facilities
· Receptionist
	

	6
	Shown the kitchen area and the following have been explained:
· Hot beverages
· Fridges 
· Microwaves
· Dishwasher 
· Worktop areas
· Bins
· Cutlery and crookery
	



	7
	Had your picture taken:
· By NLBP facilities
· By Marketing team 
	

	8
	Your line manager has:
· Checked that there are no matters outstanding from the recruitment process e.g. check that all your pre-employment documents are completed and given to HR
· Gone through key organisational policies and procedures including those associated with your work 
· Discussed your job role, responsibilities, level of authority, work priorities and training planned for you
	

	9
	Your buddy has:
· Explained visitors’ procedures
· Shown you the parking areas
· Smoking areas
· Onsite canteen facilities and others
· Toilets
· Printing facilities
· Stationary cupboard
	

	10.
	Have been given a tour around the premises, I now know:
· The fire evacuation procedures
· Assembly point
· Location of fire extinguishers
· Fire alarm testing routine
	

	11
	Have been invited to various induction meetings for your first week (arranged by your line manager and set up in your Outlook calendar)
	



	Manager’s signature and date upon completion of Day 1 checklist
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3. Our History
[bookmark: _Hlk2335895][image: Image result for mark snell walsingham support]We started life as Walsingham Community Homes on 1st January 1986 and soon became a limited liability company and registered charity.
Back then, many people with learning disabilities were living in large long-stay hospitals or thirty-bedded hostels, often a long way from their families. 
A group of parents in London decided they wanted their sons and daughters to live in small homes, like their family home, which were local, so that it would be easy to visit each other and could continue to attend the clubs, churches, etc., with which they were familiar.
Led by Mark Snell, a parent of a son with learning disabilities, a small group of people at St. Joseph's Centre in Hendon, London, decided to start an ecumenical charity to meet these needs. The decision was made in the village of Walsingham, Norfolk. Both the Anglican and Roman Catholic shrines there are dedicated to Christian unity, so Walsingham was chosen as the name for the charity.
Walsingham Community Homes was initially started with the sum of £12,000 by Mark Snell, whom at the time was working for Westminster Roman Catholic Diocese in their Pastoral Office for Handicapped People. Mark had approached Cardinal Basil Hume to release him to start the charity. Fortunately, Cardinal Basil Hume agreed and generously contributed to the charity by redirecting the salary Mark was earning from the diocese to the new charity.
The words 'Community Homes' were added to the name because firstly, it was hoped that the homes themselves would become communities. Secondly, the homes would be based within the local community and finally because 'community care' was becoming an accepted term in the resettlement of people from long-stay hospitals.
The only challenge to Mark at the time was he had no experience of social care except that of being the parent of a son with learning disabilities.  Mark shares to this day, how initially he was in great fear of meeting "Professionals" but quickly learned that they too had little knowledge of supporting people with learning disabilities. It was also hard for him to get the professionals to accept that Walsingham Community Homes would be able to provide the right support for individuals but gradually won them round.
Since then, learning disability services have changed, especially since the Government published a White Paper called 'Valuing People' in 2001. People with learning disabilities now have more choice about where they live, who they live with and who supports them. 
Our services have changed too. Whilst we still offer residential care services, we also offer supported living, floating support, outreach, transition and moving on services, as well as services for people receiving individualised budgets. We also support people to follow their own faiths, whatever they may be.
Over the years as social care has evolved, we decided that the name 'Walsingham Community Homes' no longer reflected what we did. The name first changed to ‘Walsingham’ in 2000 and to 'Walsingham Support' in 2015 to better reflect the organisation we are today whilst still reminding us of our origins. Mark retired in 2005 as Chief Executive and was succeeded by his son, Paul Snell.

3.1 Our Journey at-a-glance
[image: https://accountexsummitnorth.co.uk/wp-content/uploads/2017/06/Future-and-history-signs-725x300-725x300.jpg]2017 - Walsingham Support continues to offer a suite of services: Supported living, extra care, residential care, lifestyle support, support at home, day opportunities and community centres.

[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: Image result for start][image: ]1983 - Walsingham Community Homes opened 5 new services in Hertfordshire- 1st service: Monica Close in Watford
2016 - Walsingham Support celebrates 30 years of achievements 
2000 - Walsingham Community Homes was renamed as Walsingham to reflect our services better 
2015 - Walsingham was renamed as Walsingham Support 
2005 - Paul Snell becomes CEO of Walsingham 
1999 - 1st Supported living service opened in Swansea 
1990 - Walsingham Support opened another 28 residential care services across Southern East & Northern England.
1992 - Paul Snell joined Walsingham Community Homes as Training Manager
Mark Snell 
1986-2005 CEO 
Now Walsingham Honorary President
1987 - Financial crisis survival through hope, prayers and donations from many generous organisations
1986 - Walsingham Community Homes was founded
1980 - Government started to close long-stay hospitals & transitioning people with learning disabilities within local communities

[image: Image result for gov.uk image]
	
3.2 Activity - History
a) What is your favourite fact about our history?










b) Give 3 specific examples of how you feel you will be able to contribute to Walsingham Support on-going history within your new role:












	Buddy’s Signature and date upon completion of 3.2(a)
	

	Manager’s signature and date upon completion of 3.2(b)
	




4. Embracing Walsingham Support Values 
1. 
Walsingham Support’s Values guide the perspective of the organisation as well as its actions. Our set of commonly-held values help the organisation define its uniqueness amongst other Health & Social Care providers.
Our core values, as listed below, are what support the vision, shape the culture and reflect what Walsingham Support stands for. They are the essence of the company's identity – our principles, our beliefs or in other words our philosophy of values. By embracing our common set of values in your day to day tasks, Walsingham Support will keep a united approach to sustain growth over the coming years. Our values are as follows:
2. We put people at the heart of everything we do:
· Ensure everyone feels valued as equals  
· Always work in a person-centred way 
· Always listen to the views of others 
· Communicate with people in the most appropriate manner
· Ensure people have access to a range of opportunities 
· Advocate on behalf of others when appropriate

3. We seek continuous improvement in quality, staff development and the way we work:  
· Be flexible when working and open to new ideas
· Share challenges so that organisational solutions can be implemented
· Be open to learning and ways of improving
· Take responsibility and accountability for actions 
· Communicate professionally at all times
· Take responsibility for professional development (Staff Charter)

4. We embrace innovation and positive risk taking:
· Be imaginative in how you work
· Challenge traditional ways of working in a respectful and constructive manner 
· Be open to new ways of working
· [image: Image result for values of a company]Promote positive risk taking
· Find ways to minimise risks whilst keeping people safe 
· Always look at all options to ensure the right outcome 
5. We appreciate our colleagues and recognise achievement:
· Respect one another as individuals 
· Support and encourage people
· Encourage feedback from others on how we work  
· Actively contribute to team success 
· Celebrate and share achievements
· Recognise individual and organisational achievements

6. We use our resources in the most efficient and effective way:
· Always deliver what you are contracted to do 
· Be flexible and plan your time effectively 
· Share best practice
· Be aware of organisational aims and objectives
· Highlight opportunities you see for improvement
· Actively participate in continual learning and development and utilise the broad range of skills available) 

7. We are always open and honest and do what we say we will do:
· Answer questions truthfully
· Always listen and respect the views of others
· Explain decisions clearly and be willing to compromise 
· Take responsibility and deliver on what is agreed
· Keep people updated on developments
· If something cannot be done provide a clear explanation 

8. We treat everyone with respect and act on their feedback:
· Be inclusive 
· Value everyone’s contributions and appreciate that people have different opinions / beliefs 
· Communicate professionally and be respectful when talking to others
· Keep people updated on their feedback
· Respect people’s right to confidentiality 
· Actively encourage feedback from others
4.1 Remembering Walsingham Support Values 1
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Our Values



4. 4.2 Activity - Our Values 
a) Can you identify your own values and beliefs (what do you believe in, what makes you who you are):










b) Give 3 specific examples of how your values align with those of Walsingham Support:











5. 
	Buddy’s Signature and date upon completion of 4.2(a)
	

	Manager’s signature and date upon completion of 4.2(b)
	


6. 
7. [bookmark: _Hlk2851953][bookmark: _Hlk878444][bookmark: _Hlk859739][bookmark: _Hlk880300]Walsingham Support Organisation Chart- Head Office
[bookmark: _Hlk877026]Chair Person
 & 
Board Members





Chief Executive Officer



Executive Assistant ELT Manager
Company Secretary



Corporate Services Director
Director of O&D


 
See page 16 for Corporate Services Chart
Quality 
and Health & Safety
Operation 
& Development
(Including Regional Directors
Marketing and Communication 


	Personalisation


	
[bookmark: _Hlk2852027]Finance
Human Resources
Learning & Development
Corporate Services Director 



Head of Finance 

Head of Finance

Head of HR


Head of Learning & Development




Facilities
IT
Projects
Finance Supervisor


IT Support Analyst

IT Manager

Facilities Officer 
HR Practitioner


Finance Officer
Finance Assistant 


Senior HR 
Advisor (Acting)

Finance Supervisor
L & D Officer 
Facilities Administrator
Receptionist


HR Advisor 
(Acting)

Service Delivery Officer 

Fundraising Officer 



	
Finance Officer 

HR Assistant

HR Assistant

HR Assistant

HR Assistant

L & D Assistant

Finance Officer

Benefit Officer



Finance Assistant 

Benefit Assistant 
 


				
5. 
5.1 Walsingham Support Organisation Chart - Regional

 Operation: 
Regional Director
Mick Burgess



[image: \\wch-fp01\Resources\M&C\Kaisee Photos\Croydon 2007 b.JPG]Operation 
& 
Development Managers




People We Support
Service Level: 
Locality 
Managers



Deputy 
Managers



“It is not just support, it is happiness…”
Support 
Workers

	
5.2(a) Activity - Organisation Chart at Head Office in NLBP
a) Can you identify who is who within each of the role in the organisational chart for North London Business Park? Use the space below to list the names of each team members:
Top Tip: Why not pick up the phone, email or skype the team and introduce yourself? 
	Department
	Team Member (First Name or Initial)
	Job role (Brief description of what they do)

	Facilities
	
	

	Finance
	
	

	Health & Safety
	
	

	Human Resources
	
	

	Learning & Development
	
	

	Marketing & Communications
	
	

	Personalisation
	
	

	
Quality
	
	

	Manager’s Signature and date upon completion of 5.1
	



5.2(b) Activity - Organisation Chart: Regional
a) Can you identify who are the Operation and Development Managers within your regions and the area they are responsible for?
	Operation and Development Manager Name
	Area Responsible for (also known as Patch within Walsingham Support)

	
	

	
	

	
	


b) Can you identify how many Enhanced Locality Managers there are in your region and:
I. Their names 
II. The locality manager they are responsible for
III. The services of those locality manager (from above)
 Use the space below to record your findings:
	Total Number of Enhanced Locality Managers
	Name
	Locality Manager they are responsible for:
	Of services: 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note: Ask your buddy for the latest copy of Direct Line Management Responsibility SLWC
	Buddy’s Signature and date upon completion of 5.2(a) & (b)
	



6. HR -Walsingham Support Competency Framework - How I do my work?
Our competency framework is a model that defines knowledge, skills, and behaviours you will need within the organisation to do your work.  



[image: Image result for thinking]









Our Framework consists of 2 parts that will help you to succeed within your role.
1. Core competencies- These are set of behaviours derived from the organisational values
2. Grade specific competencies- These are a set of behaviours that have been designed from each role’s job description. 





Please refer to the WS Academy Competency Booklet 2018 for more information and to find your role specific competencies. 

6.1 Activity- Walsingham Competency Framework
6.1 Activity - Walsingham Competency Framework 
Can you give an example of 2 of your grade specific and 2 core Walsingham Support’s competencies in your day to day tasks?
a) Grade specific 










b) Core specific












	Manager’s Signature and date upon completion of 6.1(a)-(d)
	



7. Health & Safety
[bookmark: _Hlk2852085]As an organisation, we have to ensure our staff and the people we support are in an environment where risks to their health and safety are properly controlled. The Health & Safety Executives (HSE) states it is everyone’s responsibility, including you, to ensure we are operating in a safe environment.
As a new employee, you have responsibilities under health and safety law to:
1. Take care of own health and safety and that of others
2. Co-operate with Walsingham Support to help us comply with health and safety legislation
3. Follow any instructions or health and safety training you are provided
4. Inform your line manager about any work situations that present a serious and imminent risk
5. Inform your line manager about any other failings you identify in our health and safety arrangements
Please note: All incidents have to be logged using RADAR (See Appendix-2 for more details)
7.1 Activity - Health & Safety
a) Can you identify who your first Aiders and Fire Marshalls are? Use the space provided below to list their names:First Aiders
Fire Marshalls











Please circle one of the responses on the right:
b) Can you confirm you know how to contact the people you have listed above			YES/NO
c) Can you confirm you have completed the Fire Safety e-learning			YES/NO
d) Can you confirm you have completed the Health & Safety Awareness e-learning	YES/NO
e) Can you confirm you have complete the Display Screen Equipment e-learning		YES/NO
f) Have you located the first Aid box and the accident reporting book			YES/NO
g) I understand the procedure if I discover a fire and know the fire evacuation procedure YES/NO
h) Do you require assistance to evacuate in an emergency situation			YES/NO
i) If you have answered YES to (h), have you completed a Personal Emergency Evacuation Plan (PEEP) with your line manager									YES/NO
	Buddy’s Signature and date upon completion of 7.1(a)-(i)
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8. Completion of Week 1
Congratulations on completing week 1 of your induction. We trust by now you feel settled and have mastered the basic information required for your role and of your work environment. 
Your manager will invite you to a meeting to review your journey so far and it is highly recommended that you discuss any areas requiring focus you have identified to date. This will ensure that you are effective and efficient within your role as you progress through your induction.
Use the space below to record areas of requiring focus:








Line Manager Comments:
 









Acknowledgements of completion- Week 1:
	End of first week review date:  
Signed (New Employee): __________________ (Date) ______________________________________

Signed (line Manager): ___________________ (Date) ______________________________________




[bookmark: _Hlk2852107]9. Walsingham Support Strategy
[bookmark: _Hlk1736212]Our strategy is an expression of how we need to evolve over the next 3 years. It details an assessment of what needs to be done as key milestone against set deadline.
Our top management have created the larger organisational strategy, whilst the wider team have adopted goals and plans to fulfil the overall strategy step by step. 
This is a unified effort. Every staff member and volunteer is part of the journey to get the organisation to its desired destination. At Walsingham Support, we strongly believe that no matter what your role is within the business, you are a valuable element in contributing to the overarching strategy. We set ourselves high standards and try to get better all the time, so we value new ideas. If you have an idea please share it. If you have a problem, please let us know.
9.1 Walsingham Support 3-year strategy
1. Our ambition
We want an equal and diverse society where people with disabilities are citizens in their own right who are supported to be happy and reach their full potential.  
2. How we achieve our ambition
We employ extraordinary people to enable unique individuals to achieve their personal goals.  
3 Year Strategic Priorities

	[bookmark: _Hlk536797656]Area
	Strategic Priorities

	Quality
	· Ensure our culture and values are embedded and maintained across our organisation
· Through co-production with the people we support we strive for excellence in all aspects of our work
· Develop people with disabilities as key influencers across society


	Workforce
	· Attract high quality employees through innovative ways of working
· Retain and develop outstanding employees
· Develop tomorrow’s leaders


	Growth
	· Through partnership and innovation creating personalised sustainable support solutions
· Continuing to grow locally through targeted opportunities 

	Organisational Development
	· Complement our work in local communities through appropriate strategic partnerships
· Continue to challenge what we do and how we do it to be the best we can
· To support individuals with disabilities throughout their lives


	Engagement

	· Encourage all key stakeholders to be active partners of the Walsingham Support Group
· Successfully build on our community engagement strategy




[bookmark: _Hlk2852122]9.2 Walsingham Support 1 year strategy 
[bookmark: _Hlk2850989]Strategic Priorities for 2019/20
	Area
	Strategic Priorities 2019/20

	Quality
	· Evolution of culture framework based on our values.
· Implement our co-production strategy 
· Improve our management of quality and safeguarding evaluation and management practice
· Improve the services provided by core support teams

	Workforce
	· Evolve our workforce to become a disability confident employer maximising flexibility and effectiveness
· Review and enhance staff pay and benefits
· Identify and develop leadership champions and determine how they can support the work of our organisation
· Co-develop diverse talent and career pathways at all levels across our organisation

	Growth
	· 6% net increase in annualised income
· Ensure we meet a 2% operating surplus across all budgets
· Enhance business development processes through benchmarking understanding and meeting market needs through effective business development, intelligence and research
· Engage in strategic partnerships with one key local authority in each region
· Access alternative funding streams to build communities where we operate

	Organisational Development
	· Roll out volunteering, education learning & supported employment programmes across the organisation including through social enterprises.
· Review our existing ways or working and where appropriate incorporate/enhance digital technologies
· Challenge and benchmark what we do and how we do it to be the best we can
· To become a specialist provider in transforming care in mental health & with young adults

	Engagement
	· Implement our engagement strategy including volunteering
· Establish national and regional co-production groups
· Act on feedback from key stakeholders to improve communication
· Raise our profile nationally & locally including Walsingham Support Community Solutions.











9.3 Activity-strategy 
Can you identify which areas of the 1 year strategy plan directly apply to your role:







[image: Image result for strategy]



Line Manager Confirmation of the above:
Signed: _______________ (Date) ______________________________________

[bookmark: _Hlk2852144]10. Your Objectives
[bookmark: _Hlk1736368]Your employee objectives are used as a part of staff career development programmes. Your line manager will work with you to create specific objectives that are stretching but realistic to achieve. Through regular supervisions and an annual appraisal, your line manager will also monitor progress and offer support as required. Each team member receives individual support through a programme of planned continuous professional development.
As a new employee, you will have an opportunity to discuss the objectives set and get a clear understanding of what is expected of you and the function. 
Use the space below to record areas you have discussed with your line manager as part of the objective setting process:




















Line Manager Confirmation of assignment of objectives:

Signed: _______________________ (Date) ______________________________________

[bookmark: _Hlk2852162]11. Human Resources - Annual Leave 
You will have been allocated a bundle of hours as your holiday entitlement as part of your employment contract. Depending on your start date, your holiday entitlement will be pro-rata accordingly.
Walsingham Support annual leave refresher dates synchronises at the start of each financial year. In other words, your holiday entitlement will be spread over the period of April to March. For more information, please speak to your HR department.
Booking annual leave, you must give your line manager notice that you want to take holiday. This notice should be at least twice as long as the amount of annual leave you want to take. For example, you should give two weeks' notice for one week's holiday. (See HR Policy Manual for further details)

11.1 Human Resources - Sickness Absences 
In an event where you will not be able to come to work for the day or several days, you must inform your line managers an hour before your start time. You are expected to call your line manager and explain why you are not able to attend work. In cases where you have been signed off from your GP for an extended period, you must inform your line manager as above and pass on any sickness form. Once you have resumed work, you will have a return to work interview by your line manager. This ensures you are safe to be back at work and are able to answer questions that will help identify how best we can support you going forward.
From 1st October 2018, employees who are absent due to sickness for 3 days or less will not receive any company sick pay. Therefore, a deduction will be made to the employees pay in the next month’s payroll. There is no contractual right to receive company sick pay when are absent from work, sick pay is discretionary at Walsingham Support (See HR Policy Manual for further details).
11.2 Human Resources - Time Sheet (Head Office Line Managers only)
Each line manager will have the responsibility of documenting any of the following:
· Number of excess hours
· Number of hours worked on bank holiday (to be approved by line managers first)
· Matters relating to absence leave (refer to Absence leave policy document)
Changes must be added to timesheet or Carista (see Appendix A-2 for more details) as applicable. Timesheets have to be updated and authorised by line managers by no later than the 5th of every month. For help finding the timesheet or Carista procedures, please ask your assigned buddy or line manager.
11.2 Human Resources - Your DBS 
	Line Manager’s Signature and date upon receipt of DBS certificate
	


[image: Image result for HR]The Disclosure and Barring Service (DBS) helps Walsingham Support make safer recruitment decisions and prevent unsuitable people from working with vulnerable groups. It replaces the Criminal Records Bureau (CRB) and Independent Safeguarding Authority (ISA). 
	
11.3 Activity - Human Resources
a) How many holiday entitlement have you been allocated and where is the annual leave booking form located:





b) What is your line manager’s preferred contact details in an event of sickness?






	Buddy’s Signature and date upon completion of 11.3(a)-(b)
	



12. Meetings Structure
At Walsingham Support, we have a structured approach to holding meetings as you will find out in the following section 12.1. We strongly believe in holding meetings, even if it is difficult to justify the time as it can be very effective in brainstorming, getting the buy-in, decision making and nursing creativity.
We offer our staff the opportunity in tuning into meetings by one of the following methods:
· Attending face to face
· Conference call via phone
· Conference call via Skype (see Appendix A-3 for more details around usage)
[image: Image result for meetings]







12.1 Meetings Structure: At-a-glance
Senior Leadership Team (SLT) Meetings
Audience: Regional Directors & Stakeholders
Frequency: Monthly




Reports, Feedback & Minutes
SLT Update 
& Actions


Operation and Development Managers (ODMs)
Chair: O&DMs 
Frequency: Quarterly
Structured Agenda: Serious incidents, Health & Safety, 
Performance- HR, Learning &Development 
and Finance






Minutes
& Actions

Minutes, Feedback 
& Actions


Regional Managers Meetings (RGMs)
Chair: Respective O&DM
Frequency: Monthly
Structured Agenda (rotational 1/4): Serious incidents & Recommendation
Performance- HR, Learning &Development and Quality
Meeting feeds into Learning & Development stakeholders monthly

Feedback & Minutes
Best Practice Meetings (RGMs)
Chair: Q&PP
Frequency: Every 2 months





Feedback
Update 
& Actions


Staff Team Meetings
Chair: Locality Manager
Frequency: Monthly


Update 
& Actions

Feedback


	Supervision
1-2-1
Frequency: 4-8 Weeks 
(4-6 for Wales)
Self & performance annual leave, absence, objectives, training needs, policy changes
	Key Worker Meeting
Frequency: Monthly (unless otherwise dictated by the person we support)
Keyworker attend with monthly keyworker report- Deputy Manager to support
Keyworker to take relevant issues to team meeting



 12.2 Your Meetings 
As part of your induction, you would have been set up to attend meetings with key people that will be a direct support to you in your on-going role. Use the space below to record key summaries those individual meetings. If you require additional space, please use a separate blank sheet of paper.
	Meetings
	Summary from Meeting

	Meeting Name:
Date & Time:
Meeting with:
	

	Meeting Name:
Date & Time:
Meeting with:
	

	Meeting Name: 
Date & Time:
Meeting with:
	

	Meeting Name:
Date & Time:
Meeting with:
	

	Meeting Name:
Date & Time:
Meeting with:
	

	Meeting Name:
Date & Time:
Meeting with:
	


Booking a meeting room- Meeting rooms should be booked via your outlook calendar by checking that the time you are requesting is not already taken. You will need to send an invite to your attendee as well as your preferred meeting room. Once you have sent the invite, the facilities department will confirm your booking before can secure the meeting room. In an event where the room is unavailable, you will need to find another available room and send the invite again as described.
[bookmark: _Hlk2852209]13. Operations - Location Location Location…
[bookmark: _Hlk536797792]Where are we located?
[image: Image result for uk map outline with cities]



Northern England: Made of 90 services








Southern Region Services: Made of 81 services


Wales: Made of 47 services






a) Walsingham Support is decentralised and consists of 4 regions as listed below:
1. [image: Image result for magnifying glass icon]Southern England
2. Northern England 
3. Wales & South West England- including services within Somerset and community support
b) Each region is managed by a Director who has a direct report team of Operation & Development Managers. The respective Directors for each of the regions are as follows:
1. [image: Image result for magnifying glass icon]Southern England – Jane Devine
2. Northern England- Laura Parker
3. Wales & South West England (including services within Somerset)- Lucy Thomas

[bookmark: _Hlk2852230]c) Each region has an office of their own and a team consisting of:
· A regional Director
· Operation and Development Managers
· Operation and Development Assistant
· Quality & Projects Officer
The 8 main regional offices are: 4. Langdale House- Cumbria 
3. Botchergate- Carlisle
2. Forge Fach - Wales
1. North London Business Park

[image: Image result for north london business park]
[image: ][image: ][image: Image result for Forge Fach Community Resource Centre,] 




5. Cargo Fleet- Middlesbrough

[image: Image result for Cargo Fleet Offices, Middlesbrough Road, Middlesbrough, TS6 6XH]8. The Barn - Ledbury 
7. Ashley Close- Hemel Hempstead
6. Falsgrave- Scarborough

[image: ][image: ][image: Image result for falsgrave community resource centre]




Regional offices full address:
	Regional Office
	Full address including postcode:

	NLBP - London
	Suite 500 Building 4, North London Business Park, Oakleigh Road South, London, N11 1GN
Tel: +44 (0) 333 405 1030

	Forge Fach - Swansea
	Forge Fach Community Resource Centre, Hebron Road, Clydach, Swansea, SA6 5EJ
Tel: 01792 845566

	Botchergate - Carlisle
	Botchergate, 123 Botchergate, Carlisle, CA1 1RZ
Tel: +44 (0) 1228 401 008

	Langdale House - Cumbria
	Langdale House, Gray Street, Workington, Cumbria, CA14 2LT 
Tel: +44 (0) 1900 606 142

	Cargo Fleet - Middlesbrough
	Cargo Fleet Offices, Middlesbrough Road, Middlesbrough, TS6 6XH
Tel: +44 (0) 1642 228 505

	Falsgrave - Scarborough
	Falsgrave Community Resource Centre, Seamer Road, Scarborough, North Yorkshire, YO12 4DJ 
Tel: +44 (0) 1723 356 673

	Ashley Close - Hemel Hempstead
	1a Ashley Close, Hemel Hempstead, Hertfordshire, HP3 8EH
Tel: +44 (0) 1442 254 539

	The Barn -                         Ledbury
	Salters Hill Barn, Keepers Cottage, Falcon Lane, Ledbury, Herefordshire, HR8 2JN
Tel: +44 (0) 1531 671 080



[bookmark: _Hlk2852258]13.1 Operations - Our structures
[bookmark: _Hlk536797819]What is a tender?
Walsingham Support is mainly funded through the award of tenders. Although we may get requests for services directly from individuals and families, we operate mainly on awards of tenders. 
A tender is a contract between a provider (charities like Walsingham) and a buyer (a Council or NHS organisation). When a council has an individual with a need of specialist support, they will publish a tender onto online platforms explaining what support they need for this individual. 
These tenders are sometimes referred to as ‘opportunities’. This means that providers like Walsingham Support can see that the Council is in need of a provider to support an individual or several people with disabilities. 
As Walsingham Support is operating on a national basis we look for tenders/opportunities in all councils in England and Wales on a daily basis, and continuously assess which ones to bid for. 
What kinds of tenders are there?
There are many kinds of tenders, but the most important are the following:
1. Framework: A framework is a no-guaranteed-income contract. It is a contract between a provider and a council, which simply ensures that a provider meets the minimum requirements for support provision that a council has. As an example, these criteria could be having a set Health & Safety Policy or that we are CQC registered. 

· Several providers are approved under a Framework, because several providers qualify to provide support in their council. A framework is therefore a form of ‘list of approved providers’ for a council; it determines which providers are allowed to support individuals in their council. 

· When a council needs a provider to support an individual, they inform all providers who are on the framework, and then providers compete against each other to get the contract. In other words, a framework is a tender opportunity, and the opportunities that come out via frameworks are mini-opportunities. 

2. Framework Agreement: A framework agreement is when the Council wants just one provider to provide all support under one framework. 

3. Tender: A traditional tender is referred to as a ‘tender’. That is a simply a one-off contract between a council and a provider. This could be a tender for a service with 5 individuals, or a tender for 4 hours weekly support to an individual.
[image: Image result for contract]All contracts/tenders have a contractual lifetime and usually a possibility for extension for around 2-3 years. However, this can vary in some cases and it will depend on the councils involved. 
Once a contract is terminated, the tender is up for re-tendering. This means the opportunity is published so that all providers can bid for the opportunity. 

What happens when Walsingham Support wins a tender?
Once Walsingham Support has won a tender and been awarded the contract, the council pays Walsingham to provide a service (provide support to people with special needs). Of that payment,
Walsingham Support allocates a percentage which is ultimately what funds the running of ‘overheads’/head office and internal support functions, the majority goes directly to supporting the individual. Walsingham Support committed to working efficiently and effectively and whilst we budget to make a small operating surplus, any such monies are reinvested into improving our work with individual with disabilities.
13.2 Activity - Tender
Can you identify within your role, how you will be able to assist the business in winning tenders?













[image: Image result for tender opportunities care]





	Manager’s Signature and date upon completion of 13.2
	




14 Our Regulators
Health and social care professionals, including Walsingham Support, who work in the UK must be registered with one of 12 regulators who have been set up to protect people using health and social care services.
As you have learnt from page 33, Walsingham Support is located across England and Wales. Our 2 main regulating bodies with whom are registered are:
1. Care Quality Commission (CQC)- Regulates our services which are within England
2. Care and Social Services Inspectorate Wales (CSSIW)- Regulates our services within Wales 
Section 14 of your induction workbook will give you ample information around your main regulator for your region to help you understand how you can contribute to the organisation’s compliance requirements. We feel this knowledge will be invaluable to you if you are either a new starter within the sector or already familiar with the regulators as we have added the latest information sourced from their website. 
If you would like more information about the 2 regulators, please follow the links provided below:
· CQC- http://www.cqc.org.uk/ 
· CSSIW- http://cssiw.org.uk/?lang=en 
14.1 Care and Social Services Inspectorate Wales (CSSIW)
Who is the CSSIW?
[image: ]The CSSIW regulates and inspects to improve Adult care, Childcare and Social services for people in Wales. They aim to:
1. Provide independent assurance about the quality and availability of Social Care in Wales
2. Safeguard adults and children, making sure that their rights are protected
3. Improve care by encouraging and promoting improvements in the safety, quality and availability of social care services
4. Inform policy, standards and provide independent professional advice to the people developing policy, the public and social care sector
The CSSIW regulates and inspects social care and social services in Wales and it focuses on:
· The essential role of external inspection and review
· The benefit of a strong sectoral inspectorate with professional authority
· The need for effective partnership across organisational boundaries, and,
· expectation that external review plays a full part in a programme of promoting high performance, continuous improvement and innovation and promoting value for money
The CSSIW also review plan annually and will update the priorities and activities so that we can use an evidence base approach to provide independent professional advice to the public, service users and those with an interest in services.
The CSSIW also work with other regulators and inspectorates such as:
· Estyn
· Healthcare Inspectorate Wales 
· Wales Audit Office 
As part of their role, the CSSIW work closely with the Older People’s Commissioner, Children’s Commissioner for Wales and Care Council for Wales. They also work with other inspectorates across the UK and are part of the 4 Nations Forum (see website for more details).
Finally, the CSSIW are a member of the UK National Preventative Mechanism (NPM) set up to strengthen the protection of people in detention through independent monitoring. 
14.2 Inspections - What they inspect?
CSSIW inspect services registered with them to check that they provide safe care, that people’s rights are being respected and their quality of life enhanced.
Nearly all the inspections carried out by the CSSIW are unannounced with the exception of fostering and adoption agencies. 
Each year providers will be required to send a Self-Assessment of Service Statement (SASS) and a review of the quality of care at the service. These documents enable the CSSIW to assess how providers view themselves in terms of quality against the four key themes of the inspection frameworks ahead of an inspection. 
During an inspection, the following four core themes are looked at: 



[image: Related image]

14.3 Inspections - How they inspect?
Types of inspections
The CSSIW will carry out two types of inspection: full and focused
1. Full inspection:
This is carried out for each scheduled inspection and involves consideration of all relevant inspection themes as above. 
This is an opportunity to confirm that the registered persons remain compliant with regulations their conditions of registration and that the information contained in their Self-Assessment of Service Statement (SASS), Statement of Purpose and annual quality care review/ assurance report are accurate.
CSSIW also carry out a full inspection of all newly registered services within six months of the date of registration or from the date of operation. The post-registration inspection will provide an opportunity to test out the stated intentions of the provider as submitted in their registration application. It may also focus on any issues identified during registration.
2. Focused inspection:
Focused inspections will usually be undertaken in response to a concern, or to follow up on areas of non-compliance identified at previous inspections. These inspections may only look at some aspects of a service. Inspectors always use the opportunity during a focused inspection to consider and comment on the well-being of people.
The inspectors will check the service being delivered in different ways such as:1

[image: Image result for talking and listening]· Talking and listening to people using the service
· Talking and listening to relatives of people using the service
· Talking and listening to members of staff
· Talking and listening to the manager and visiting professionals of the service







[image: Image result for reading policies]2
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[image: Image result for questionnaire][image: Image result for english vs welsh book]


	


· Looking at and reporting if a service is provided in Welsh without someone having to ask for it. This is known as the ‘Active offer’

· Reading relevant policies and records

· Giving out questionnaires to people, professionals and relatives where appropriate



	
[image: Image result for i scrabble][image: Image result for F scrabble][image: Image result for o scrabble][image: Image result for S scrabble]45
· Observing people using the service using the Short Observational Framework for Inspection (SOFI) framework

.3

 Role 2: Monitor, Inspect and Rate services

What is SOFI?
[image: Image result for university of bradford]SOFI (Short Observational Framework for Inspection) is an inspection tool that can be used by CSSIW inspectors to make a judgement as to what life is like for people using services.
CSSIW introduced the methodology, developed by the University of Bradford, in 2012 as part the programme to modernise CSSIW inspections. The CSSIW are currently using SOFI2, the second edition of the tool.
What role does it play in inspections?
As part of inspections CSSIW look at quality of life for people using services as well as checking that services meet minimum standards.
SOFI is used when people using the service are unable to say what their care and treatment is like, for example people with dementia or young children. It provides a snapshot observation and can be used flexibly to record observations for a group of individuals on a one-to-one basis.
SOFI will be used to improve the knowledge and expertise of inspectors where there are people with cognitive or communication difficulties in services they inspect.
How does SOFI work during the inspection?
Inspectors using SOFI observe a number of people receiving care over a period of time. They make a record after every 5 minutes noting how content the person is, whether they are engaged in activity, or with other people, and the quality of any staff interactions.
By tracking a number of people over a period of time a clear picture emerges which gives an indication of people’s quality of life and the care they receive. 
Post-Inspections:
· The inspector may discuss their findings with the provider during or at the end of the inspection
· The inspector will leave a post inspection feedback questionnaire with the provider on the day of the inspection
· The inspector will write up findings from their visit in an inspection report. The report will be sent to the provider within 28 days after the inspection
· The registered person providing the service will have up to 14 days to comment on the factual accuracy of the report. Amendments may be made in light of the comments we receive
· The report (apart from child minders, children’s homes and residential family centres) is then published on our directory.

14.3 (a) Activity - Inspections 
Can you identify your key roles in supporting the services at inspection times. Use the space below to record your findings (as bullet points):









[image: Related image]
14.4 How the CSSIW enforce?
The CSSIW will take action if a care provider does not comply with regulatory requirements or the conditions of their registration.
If, following an inspection, the CSSIW find that people who use registered services are put at risk or the quality of their lives is affected as a result of failings by a provider, they will take prompt action to address any identified failings. 
The CSSIW will as an initial action issue a non-compliance notice which are usually published with the inspection report.
A non- compliance notice sets out which regulations are not being met, the evidence for this and the actions required with a clear timescale  for action. Unless urgent action is required, providers are given an opportunity to improve.  As a result, another inspection will be carried out to check whether they comply. If they do, they will be inspected under routine schedule of inspections.
[image: Image result for sad emoji]If the service delivered does not improve, the CSSIW will escalate enforcement action by:
· formally meet with the provider,
· sharing concerns with other agencies such as local authority commissioners,
· considering and taking urgent enforcement action including suspending the service, cancelling registration or prosecuting the organisation or manager.
14.4 (a) Activity - How the CSSIW enforce?
Can you identify how you can contribute, within your role, in ensuring Walsingham Support always operate at a level where the CQC will not need to take any of the actions described above:












	Manager’s Signature and date upon completion of 14.2 (a) and 14.4 (a)
	



[image: Image result for social care wales]14.5 Social Care Wales (SCW)
SCW work with people who use care and support services, and organisations to lead improvement in social care. Their aim is to make sure people in Wales can call on a high-quality social care workforce that provides services to fully meet their needs.
Social Care Wales:
· sets standards for the care and support workforce, making them accountable for their work
· develops the workforce so they have the knowledge and skills to provide the best care and support
· works with others to improve services for areas seen as a priority, such as care and support in people’s homes
· sets priorities for research to collect evidence of what works well
· shares good practice with the workforce so they can provide the best care
· provides information on care and support for the public, the workforce and other organisations.
14.6 SCW - Registration
The Register of Social Care Workers (the Register) was set up under the Care Standards Act 2000. Under the Regulation and Inspection Act 2016, the SCW maintain the Register.
Who has to be registered to practise in Wales?
1. qualified social workers using the title social worker 
2. students studying approved social work degrees in Wales
3. residential child care managers and workers
4. adult care home managers
5. domiciliary care managers. 
Everyone on the Register must show they:
· are appropriately qualified
· are physically and mentally fit to practise
· have the character and competence
· agree to follow the Code of Professional Practice for Social Care (See section 14.7)
· intend to practise social care in Wales
· will practise in the field their application relates to their application for registration.
If the above are not satisfied the SCW can refuse registration and can also impose sanctions including restrictions on working or training. If there are any questions about a registered person’s suitability to work in social care, the SCW will also investigate.


Some interesting facts:

Source: SCW Website 2017
How to Register?
Everyone who applies to register must agree to abide by the Code of Professional Practice for Social Care. 
You will need to apply to the Register of Social Care Workers (the Register) use SCW online and it takes on average 30 minutes. Applications can be saved and completed in stages. If you are applying for the first time you’ll need to create a SCW online account.
Please note that applications will not be received until the application is fully complete with payment, you have click ‘submit’. SCW online is accessible on a smart phone, PC or tablet.	
The SCW can refuse registration and can impose sanctions such as:
· restrictions on working
· training requirements
· work experience.
For more details around registration, please follow the link: https://socialcare.wales/registration 
[image: Image result for register]

14.7 SCW - Code of Professional Practice for Social Care
The Code is a list of statements that describe the standards of professional conduct and practice required of those employed in the social care profession in Wales. The Code plays a key part in raising awareness of the standards of conduct and practice that are expected of the profession.
Social Care Wales builds on the functions of the Care Council by: 
· registering more groups of social care workers
· agreeing priorities for funding social care training and regulating that training 
· setting priorities for research
· working to improve specific care services and providing an information hub
a) What the Code means for Social care workers: 
The Code starts, as a social care worker you are responsible for making sure that you work to the standards in the Code. You must ensure that your conduct and practice do not fall below the standards, and that no action or omission on your part harms the well-being of individuals.
For all of those working in the social care profession, the Code provides criteria to guide your practice and clarity about the standards of conduct that you are expected to meet. 
Through the Code, the SCW encourage you to examine your own conduct and practice and to look for areas in which you can improve.
b) What the Code means for Individuals and the public:
The Code states, as an individual receiving care or a member of the public, the Code will help the people we support understand how a social care worker should behave towards them and how employers should help them to do their jobs well.
c) What the Code means for Employers
The code states, as an employer of social care workers, you are expected to promote the use of the Code and take account of it in making any decisions about the conduct and practice of your staff.
The 7 sections of the Code
The Code has 7 core themes which illustrates the expectation from a social care workers. It is also further expanded to detail expectations from employers so as to set out clearly what behaviours are expected by Social Care Wales from those operating within the sector.
More details about the 7 sections are available on the next page and if you would like to have more details around SCW, please follow the link below:
[image: Image result for additional resources]SCW: https://socialcare.wales/ 
The Code of Professional Practice for Social Care: https://socialcare.wales/cms_assets/file-uploads/Code-of-Professional-Practice-for-Social-Care-web-version.pdf 
The social care manager practice guide: https://socialcare.wales/cms_assets/file-uploads/The-social-care-manager-April-2017.pdf 









SCW Code sections for Social Care Workers 



[image: Image result for 7]

Knowing them all is your Responsibility…




14.8 Activity - Social Care Wales
a) As part of your role, describe how you will support the organisation with inspections carried out by CSSIW?












b) Give 2 examples for each of the following Codes of how you will be demonstrating, within your new role, the requirement set by the SCW:
1. Respect the views and wishes, and promote the rights and interests, of individuals and carers.







[image: Related image]



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









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













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













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







[image: Related image]







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














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























	Manager’s Signature and date upon completion of 14.8 (a) and 14.8 (b: 1-7)
	



14. Services Visit 
Use the space below to record the address of services you will be visiting and record your learning from each of the services. By carrying out service visits, you will have a good understanding how you will be able to support the business from an operation perspective and get to meet the amazing people we support.
	Visits
	Summary from Visit

	Service Name: 

Date & Time:


Meeting with:

	

	Service Name: 

Date & Time:


Meeting with:


	

	Service Name: 

Date & Time:


Meeting with:


	


Top Tips for travelling:
1. Ensure you have the full address prior to your travels and advise the service of your scheduled date and time for the visit.
2. Have the telephone number of the service and your key contact number (in case you are running late on the day)
3. Ensure you have communicated to your team the day before your travels to let the team know you will be out for the day and do not forget to set your out of office.
15. [bookmark: _Hlk2852424]Services at Walsingham Support
[bookmark: _Hlk1735443][bookmark: _Hlk2851349]Throughout our history, which spans well over 30 years, we have increased the number of services we provide to meet the needs of those we support within the communities across the country. Each and every service works hard to deliver quality and value and are as unique as each individual we support.
1. Supported living
We support individuals to live independently and enjoy an active life in their local community. These services enable adults with a disability to have their own home with their own tenancy, which could be an individual house, flat or shared house.
Approaches to care and support are person-centred, needs-led and embrace individuals’ personal goals and aspirations. We can support individuals in all areas of their daily living, whether that is help with looking after a home, socialising or extra personal support. Whatever area of assistance is required, we are there to help. This is not about defining or dictating how someone lives, it is about supporting them to live as independently as possible, which means the support will be as much or little as needed.  We actively support people with social and leisure activities, college and work opportunities to strengthen bonds with family and friends, increase their social circle and enjoy an active role in their community.
Every person we support is different, so our support is tailored to every individual’s needs. From choosing how their bedroom is decorated to what they eat and which activities they want to take part in, each person we support decides what support they need. We work closely with the people we support, their families and other professionals to make sure that the service provided is appropriate and the best we can deliver according to their needs. A unique Personal Support Plan captures the individual’s specific needs and the details the support to be provided.
2. Residential Care 
Residential care is another business model Walsingham Support provides for adults with a disability who need daily support and are not ready to live independently. residential care support is provided through small shared houses.
15.1 Activity - Services at Walsingham Support
As part of your induction, we would like to encourage you to communicate with the operation team in finding out the definition of each of the services we offer within the organisation.
In your own words, provide a brief description of your understanding of each of the services below:
a) Supported Living







b) Extra care 







c) Residential care







d) Transition support




[image: ]


e) Personalisation 







g) Direct Payment 












[image: ]




Additional Comments










	Buddy’s Signature and date upon completion of 15.1(a)-(g)
	


	
[bookmark: _Hlk2852444]16.1 Other Essential Information for Month 1-Train Tickets
[image: Image result for train]Train tickets must be booked by yourself through trainline (business account- created by facilities) via your company procurement card as we are entitled to charity discount. If you do not hold a procurement card, ask your line manager authorisation to use theirs. 
Where you have paid for your own train tickets, you will be able to reimburse the cost via expenses claim. You will be required to provide a valid receipt and complete an expense form signed by your line manager. Expenses forms are located on the intranet or internal shared drive, for more information please contact your buddy.
Please note: Completed forms should be sent to the HR team by the 10th of the month should you wish payment to be made within the same month. Any forms received after this date cannot be guaranteed to be processed until the next monthly salary run.
16.2 Other Essential Information for Month 1-Mileage
[image: Related image]Mileage can be claimed by calculating the number of miles covered from your base to your destination. All mileage forms are monitored and audited by the HMRC.
Specific forms have been designed for your car specification and engine size. Please liaise with your buddy to find the form appropriate to your car model.
Please note: Completed forms should be sent to the HR team by the 10th of the month should you wish payment to be made within the same month. Any forms received after this date cannot be guaranteed to be processed until the next monthly salary run.
16.3 Other Essential Information for Month 1-Parking 
[image: Image result for parking]Parking at North London Business Park: Unless you have been provided for a parking permit to park within the NLBP car park, you will need to pay for parking yourself or park in the surroundings. There are plenty of residential roads local to NLBP with no parking restriction.
Parking at a pay & display location: If you are on a business trip and require pay and display car park tickets, you will be entitled to claim back your expenses using the expenses forms as described above in section 16.1.
16.4 Other Essential Information for Month 1-Pay Date
[image: ][image: Image result for pay day]Pay day is the last working day every month. It is important to note that our payroll runs from 5th to 10th of every month. So, to ensure all your expenses are processed in time for pay day, please pass on any mileage and expenses claim by latest the 10th of every month as mentioned above.


[bookmark: _Hlk2852456]17. Completion of Month 1
Congratulations on completing your 1st month of probation. We are confident by now, you have been equipped with key information that will assist you in performing your role effectively and working as part of your team. 
Your manager will invite you to a meeting once again, to review your journey to date and it is highly recommended that you discuss areas of requiring focus you have identified as part of your learning. This will help to clarify any challenges you are facing at this stage and help you move forward progressively.
Use the space below to record areas requiring focus:








Line Manager Comments:









Acknowledgements of completion- Month 1:
	End of first month review date:  
Signed (New Employee): __________________ (Date) ______________________________________

Signed (line Manager): ___________________ (Date) ______________________________________



18. Policies and Procedures
[image: Related image]Walsingham Support’s policies and procedures establish the rules of conduct within the business, outlining the responsibilities of both you, the employee and Walsingham Support. 
Organisation policies and procedures are in place to protect the rights of workers as well as the business interests of employers. As per the needs of Walsingham Support, various policies and procedures establishing rules regarding employee conduct, attendance, dress code, privacy and other areas related to the terms and conditions of employment, etc. have been designed.
Now that you have completed the first month of your induction, we would like to invite you to read a selection of policies that will help you operate in your role within expected boundaries. We recommend that you read on average one per week to aim for completion (of 7-10 policies) by end of your 3rd Month. 
See below the list of policies and procedures we have selected for you to complete by the end of Month 3. For details accessing the policies, please liaise with your assigned buddy or see section 19 of this workbook on intranet.
As part of completing the table below, write a brief description of each policy. Also, ensure you sign and date each row once completed:
	
	Policy Document
	Brief description 
	Sign and date

	1
	HR (including L&D) Policy
	
	

	2
	Health & Safety Policy
	
	

	3
	IT Policy
	
	

	4
	Head Office Code of Conduct
	
	

	5
	North London Business Park Handbook
	
	



	
	Policy Document
	Brief description 
	Sign and date 

	6
	Involvement Policy
	
	

	7
	Operations & Development
	
	

	8
	Facilities
	
	

	9
	Other:
	
	

	10
	Other:
	
	



Manager to sign to evidence completion of the above at the review meeting at the end of Month 3:
	Manager’s Signature and Date upon completion of 13.2
	


[image: Related image]








18.1 Quality Department
[image: Image result for quality control]Our Quality team’s focus is to provide assurance of people we support’s safety, the delivery of high quality care and measurable positive outcomes through several key performance indicators. 
We also aim to provide assurance that the organisation is compliant to all relevant standards, contracts and legislative requirements. Thus, ensuring our organisational commitment to delivering high quality services for the people we support are met.
The quality team has Quality and Project Officers based regionally to support the operation team. Regular audits on a monthly basis are carried out by the team to monitor the 5 key areas asses by the CQC. For more details see Appendix A-2
General overview of the department and its essential functions:
1. The quality team creates, reviews and regularly updates the Operations & Development policy manual with input from people we support, family members and staff. 
2. Identifies, analyses, monitors and reviews factors that may affect our ability to satisfy our commitment to delivering high quality services to the people we support. We do this through regular themed audits conducted by regional Quality and Project Officers. 
3. The team is committed to defining our position in the sector in order to understand   relevant factors arising from legal issues and how these can influence our strategic direction and our organisational context. 
4. They organise and respond to consultations on behalf of the organisation and analyse any pertinent information contained within in it to determine the potential impact on our organisational context within the sector and subsequent changes that may need to be made. 
5. They support governance and senior management by providing system verification and effectiveness of internal controls by conducting internal audits and analysing performance data.
6. The quality team is also responsible for monitoring and advising on safeguarding practices across the organisation in order to minimise the risk of abuse to the people we support. They monitor alerts, trends and investigations across the organisation. By doing so, they also support in learning and reflection upon safeguarding matters in Walsingham Support. 
Use the space people to record your findings of who operate under the following role:
	Role
	Name and Contact details

	Quality & Policy Practitioner
	

	Quality & Policy Administrator
	

	Your Local Quality & Project officer
	

	Your Local Quality & Project officer
	

	Your Local Quality & Project officer
	



18.1 (a) Activity - Quality Department
Use the space provided below to record how you will support the Quality team as part of your role:



















[image: Image result for quality assurance]





	Manager’s Signature and Date upon completion of 18.1(a)
	




[bookmark: _Hlk2852500]19. Walsingham Support Intranet
Our intranet is the hub for Walsingham staff members to do access a pool of information about the business. You can: 
· Read and download all our policies
· Access forms such as expenses claims
· Access forms that people we support require as part of their daily routine 
· Read news from around all our services in England and Wales
· Get updates from VODG (Voluntary Organisations Disability Group)
· See job opportunities within Walsingham Support
· Whistleblow if you find any worry where either colleagues or people we support are at risk

In short, our intranet is a communications platform for all staff members that will support the business in staying connected and access key documents required as part of the day to day job. 
[image: ]

We set ourselves high standards and try to get better all the time, so we value new ideas. If you have an idea, please share it. If you have a problem, please let us know. If you have any feedback around how the intranet may be improved, please contact our Marketing and Communications team.

[bookmark: _Hlk535585500]20. Keeping legal and compliant - Data security and protection
We are committed to safeguarding and protecting your personal data under the Data Protection Act 2018 (which implements the General Data Protection Regulation). Personal data is information that relates to an identified or identifiable individual. 
The Data Protection Act requires anyone – this means you! - responsible for using personal data to follow data protection principles. These principles are that personal data must be - 
1. used fairly, lawfully and transparently
2. used for specified, explicit purposes
3. used in a way that is adequate, relevant and limited to only what is necessary
4. accurate and, where necessary, kept up to date
5. kept for no longer than is necessary
6. handled in a way that ensures appropriate security, including protection against unlawful or unauthorised processing, access, loss, destruction or damage
[image: Image result for data protection act]









To ensure as an organisation we remain compliant with the Data Protection Act, you will be required to undertake training. As part of your induction, you would have been assigned an e-learning for Data Security and Protection which you are expected to complete within your 2nd month of employment. 
Under the GDPR, the data protection principles set out the main responsibilities for organisations. The principles are similar to those in the DPA, with added detail at certain points and a new accountability requirement. The GDPR requires you to show how you comply with the principles – for example by documenting the decisions you take about a processing activity. 

	Manager’s Signature and date upon completion of GDPR E-learning
	



[bookmark: _Hlk2852531]21 Performance Management - Supervisions
New to the Health & Social Care Sector?
[image: Related image]Supervision (also referred to as 121s) is a process that involves your line manager meeting regularly and interacting with you to review your work. 
Walsingham Support supervisions aim to provide accountability for both your line manager and you in exploring practice and performance. They also enhance and provide additional evidence for your annual performance management and review. Our supervisions have a particular focus on developing you in a way that that is centred on achieving better outcomes for you and the organisation.
At Walsingham Support, supervisions are carried out every 6 weeks on average. As describes above, it will give you and your line manager the opportunity to review your performance to date and offer support as required. As part of your 3 or 6 months’ probation, you will be invited to a supervision as soon as you mark your 1st set of 6 weeks.
We have adopted a 2-way approach to carrying out supervisions at Walsingham Support, as we would like you to maximise this diarised time to your own benefit by getting involved. You will get the opportunity to share:
· Key achievements
· Areas to focus on
· Issues/ concerns or any points to raise
· Your development needs
It will be your responsibility to note down bullet points on a printed supervision template (see template on next page) to prepare before any supervision meeting. 
Top Tip: Use a SMART approach when setting yourself actions during your supervisions.
[image: Image result for smart objectives]
If you require support using the SMART analogy, speak to your line manager or alternatively contact your Learning & Development team
[bookmark: _Hlk2852814]21.1 Performance Management - Supervision template
Supervision Form
Use this form to record the employee’s progress against their objectives throughout the performance management cycle.
[image: ]









Sample



[image: ]



	
[bookmark: _Hlk2763869][bookmark: _Hlk536797956][bookmark: _Hlk878033]22 Understanding the Walsingham Support approach
[image: Image result for golden thread]As you progress through your probation journey, you will have to complete 2 additional eLearning courses that will help you understand the Walsingham Support approach to doing things. 
We are proud in how we operate as a business and we thrive on our uniqueness by ensuring our existing team and new recruits get the opportunity to explore what makes us different compared to other charities across the UK. By completing these courses, we trust you will be equipped with skills to join our golden thread that runs through the organisation.
The 2 courses crucial for you complete within your first 3 months of being with Walsingham Support are:
1. Learning disability eLearning
2. Equality & Diversity eLearning
22.1 Learning disability eLearning
[image: Image result for learning disabilities clip art]This training course was developed with the help of Accomplish, who are a specialist provider of support for over 1000 people with Autism, Mental Health needs, Learning Disabilities & Acquired Brain injuries.
The aims of this module are:
· To recognise how someone may feel if they have a learning disability and what changes can be made to the way care is provided depending on the nature of the individual’s disability. 
· Discover how positive attitudes improve the care and support received
· Identify possible adjustments to be made to the way care and support is provided if someone has a learning disability
· Discover how to support individuals with learning disabilities in accessing healthcare.
Through the use of different case studies, this module can help you to understand there can be different severities of learning disabilities and therefore different types of care that can be personalised depending on the individual’s needs. 
22.2 Equality & Diversity eLearning
Equality is about ‘creating a fairer society, where everyone can participate and has the opportunity to fulfil their potential’ (Department of Health and Social Care, 2004). By eliminating prejudice and discrimination, Walsingham Support can deliver services that are personal, fair and diverse to the people we support to promote a healthier and happier environment.  By completing this training, you will reap benefits when exploring the following areas:
· The benefits of promoting equality and diversity 
· [image: Image result for equality & diversity]Equality, diversity and our management responsibilities
· The law in relation to equality and diversity 
· Equality, diversity and people we support
· Our personal assumptions and attitudes
· The different types of discrimination
· Working in a more inclusive way
23. Completion of 3 Months
[bookmark: _Hlk876402]23. Completion of 3 Months
Another milestone! Congratulations on completing the 3rd month of your probation. We are confident you are progressing well with the help of this workbook and your line manager. 
You will be invited once again by your line manager to another key meeting, to review your journey so far. As mentioned previously, it is still very important you discuss areas requiring focus (if any) you have identified as part of your learning. This will help clarify any challenges you are facing and help you move forward progressively.
Use the space below to record areas requiring focus:








Line Manager Comments:










Acknowledgements of completion- Month 3:
	End of 3rd month review date:  
Signed (New Employee): __________________ (Date) ______________________________________
Signed (line Manager): ___________________ (Date) ______________________________________



24. Final stages for 6 months’ probation
Welcome to the last 3 months of your probationary period. In this section of the workbook, you will explore areas that are highly relevant if you have recently been promoted to or are in a management role. However, if you have not got any management responsibilities and are on a 6-month probation, you will still be able to use some the following information to build more knowledge around Walsingham Support and additional procedures. 
We have added as much detail as possible to guide you through your development journey. However, we would also like to reassure you that your line manager and assigned buddy, remain your key contact for your probationary period and should you feel you require support at any time, it is important you ask. Good luck!
24.1 Finance - Invoices
Before processing invoices, ensure that the amount recorded on the invoices is the original agreed amount you have quoted prior to purchasing the service or product. All invoices require a 
You will need to include the following as part of signing off invoices:
· Your signature
· Your Name
· Second signature
· Second name
· Date
· Your department code and expenditure code. For e.g.: A53/3005
Depending on your role, you will be assigned an authorisation sign-off limit. For more information, please contact your line manager.
Please note: You are not allowed to sign invoices which are a direct cost to you as a person. You will need to get your line manager’s authorisation.
Note: For details about the codes, refer to the management account folder in the Q-shared drive.
24.2 Finance - Business Credit Cards (For Managers only)
If you have been assigned a credit card, you will need to keep hold of all your receipts and once a month you will be required to:

1. Log on to your online card account, the Finance team will issue your log in details. Here you need to add the receipt for your transactions and approve the expenditure. You will be required to code each transaction.
2. [image: Image result for credit card natwest]Once this is complete, ensure that you email your line manager to approve the transactions you have added.

For further help and guidance in using the online system, please contact the Finance team for a user guide24.3 Appraisal

24 Appraisals
[image: Related image]At Walsingham Support, we have a 180-degree appraisal method.  This process provides a formal opportunity for appraisers to discuss and record their views on an employee’s performance as well as the added benefit of enabling employees to comment on their own performance. This invites a two-way conversation and helps to ensure a more rounded and objective performance appraisal. This system is based on our competency framework which helps to ensure that we are actively embedding the values of the organisation in our daily tasks and in achieving set objectives. A set of competencies have been developed for each grade within the organisation against each of the organisation’s values.
As an organisation, we strongly believe in encouraging the appraisee to own their appraisal as it is a fantastic opportunity to celebrate achievements and evaluate, with the help of the line manager, areas that require attention. We believe acknowledging room for improvement is constructive as this ensures we have clear direction moving ahead and always aiming for excellence. The appraisal session is held between you and your line manager and last on average 1 hour. 
You will have the opportunity to collect your thoughts on our appraisal template prior to the performance appraisal meeting to maximise the time allocated. During the meeting, you and your line manager will get the chance to compare and reconcile your own thoughts on performance delivered over the year and your future personal development plans.
Our continuous model includes 2 appraisals, every April and October per financial year, and supervisions taking place every 6 weeks. For details about appraisal templates and document, please contact your L&D team.
24.5 Awards
Every year Walsingham Support recognises excellence. We celebrate staff who have gone over and above within their role in achieving key projects or by simply being outstanding within their role.
Nominations go through a shortlist phase to recognise not only the winner but also the runners up. It is a fantastic achievement as the Awards are incredibly competitive and hard to win. The judging panel consists of the Executive Leadership Team (ELT). The categories for the awards are:
1. [image: Image result for awards]Keeping people at the heart of what we do
2. Best instance of person-centred approach
3. Innovation award
4. Best community engagement
5. Excellence leadership award
6. Central support award
7. CEO outstanding contribution award

Watch out for your invite to nominate one of your peers in March!

25 Personalisation
Personalisation is a social care approach described by the Department of Health as meaning that “every person who receives support, whether provided by statutory services or funded by themselves, will have choice and control over the shape of that support in all care settings”.
It also encompasses the provision of improved information and advice on care and support for families, investment in preventive services to reduce or delay people’s need for care and the promotion of independence and self-reliance among individuals and communities. 
At Walsingham Support, we strongly believe personalisation has significant implications for everyone within the business. We have our own Personalisation Officer who works closely with the people we support and their families. As a business, we are very keen for every department and their individual team member to add the element of personalisation in their day to day tasks.

25.1 Activity - Personalisation
Can you think of 3 ways how you will include the element of personalisation in your role to ensure the people we support have contributed and been involved in what you do?













[image: Image result for personalisation]



	Manager’s Signature and date upon completion of activity 24.7
	



[bookmark: _Hlk2853133]26 Completion of probation - 6 Month Review
You made it! Congratulations on completing your full probation. We trust that you are fully up to speed with all the information you require as part of operating with the business and your role. 
You will now be invited by your manager to a probation review whereby if you have been successful throughout your probation, you will be confirmed in post
We strongly believe that it is still very important to discuss areas requiring focus (if any) you have identified as part of your learning. This will not only help you overcome challenges but, be the best you can be within your role over the coming months and years. We wish you all the best for your on-going future with Walsingham Support!
Use the space below to record areas requiring focus:





[image: Image result for celebration]


Line Manager Comments:









Acknowledgements of completion- Month 6:
	End of probation review date:  
Signed (New Employee): __________________ (Date) ______________________________________
Signed (line Manager): ___________________ (Date) ______________________________________


1 Departments - What do they do?

a) Business Development 
· Responsible for finding business opportunities in the format of Tenders and analyse these. 
· Searches the internet and council’s individual online portals for tender opportunities and talk to respective Regional Directors about their relevance. 
· Supports the RDs in creating a tender bid; 
· Sole connection point between Councils and Walsingham Support up until an award of a tender; after the award, Regional Directors take over the communication
· Undertakes a range of projects aimed at providing different forms of business intelligence to Regional Directors and the Executive Leadership Team. 
b) Information Technology (IT): 
· Our IT company is outsourced with Complete IT  
· Onsite manager available 5 days a week 
· First point of contact for any IT related issues 
· Smooth running of the business 
c) Facilities: 
· Deal with any issues regarding the North London Business Park 
· First point of contact for issuing I.D cards 
· Car park permit enquiries 
· Ensuring the general maintenance / upkeep of Walsingham Supports residential properties – processing utility bills, insurance claims  
· Managing stationary equipment 
· Manage reception – book train tickets, deal with postal issues 

d) Human Resources: 
· 360 Recruitment process, from advertising a position to processing a leaver 
· Dealing with payroll enquiries such as contractual changes and sickness management 
· DBS checks for Walsingham Staff and for other organisations 
· Initial reviews and appraisals 
· Employee relations – Disciplinary cases, Grievances and tribunals 
e) Marketing:
· Responsible to increase the profile of Walsingham support and raise brand awareness among stakeholders
· Ensure Walsingham Supports core values are reflected by the brand and logo via brochures, the website and the intranet 
· Involved with the local and national media to raise the profile of our organisation and are responsible for the writing of press releases 
f) Quality: 
· Understanding the role of CQC and the different inputs they have. For example; inspections, reporting functions, informing changes to services
· Issues relating to safeguarding 
· Producing Monthly and Quarterly Audits, to demonstrate compliancy across the business 
· Effectively manage incidents and capture such cases via RADAR 
· [image: ]Making sure standards are consistently met 



2 Technical Know-How

Quality and Project Officers (QPOs)
1) What is the role of a quality and projects officer? 
A Quality and Projects Officer, is part of the Quality team and will perform quality audits within care settings to monitor the adequacy, compliance and effectiveness of the services being delivered against an audit criteria determined by the organisation. 
Quality and project officers, travel to care settings within their defined area of responsibility. Audits are planned, performed and reports are generated each month. Projects are performed by QPOS based upon the findings and needs of the organisation. This will include participating in project groups, leading project groups and reporting on the outcomes of the groups and incorporating successful project work into operational practice. 
2) How Often are the audits carried out? 
Audits are carried out each month in their area of responsibility, ideally within the first two weeks, so that reporting can be done and findings progressed before the next audit cycle. 
3) What is the main aim of the audits? 
The purpose of an audit is to impartially assess an organisation or department against specified criteria, to see if it adequately meets the stated standards or requirement. This will provide objective findings and show if the department has met the standards or requirements or has more work to do to ensure it meets it. 
Radar
1) What is Radar? 
Radar Healthcare is a software platform, designed to improve the ways in which Health and Social Care Providers meet and manage regulatory recording of Quality and incident 

reporting.  This ensures compliance requirements to be managed and for standards to be met ahead of CQC inspections. 
The platform also allows for service based tasks to be scheduled in advance so that they can be actioned within their renewal period.  Such tasks include water and fire safety maintenance checks.  Certificates relating to such regulatory checks, can also be uploaded onto the platform. 
2) How is it useful? 
Radar is easily accessible and presents data in a clear and visual format. Data can be analysed in a timely manner and allows for better storage of data for CQC inspections. 
How often is such platform needed? 
If an incident or accident takes place at work, support workers and head office staff are instructed to document this on Radar. 
Senior management and Locality level staff are meant to use Radar daily to regularly manage incidences. 
[image: ]

CARISTA
What is Carista? 
Carista is a web based programme, that allows Health and Social Care organisations to track, measure and report information related to frontline staff. Tasks such as rota and timesheet management are documented to ensure teams are available. 
 For effective people management, Carista captures all staff records relating to; annual leave, absence, additional hours worked and training. This information then allows HR to pay or make deductions to staff’s salary where needed. 
How is it useful? 
Carista has many benefits, such as allowing full visibility of data. This allows for quality and consistency to be kept at all time.  It also is easily accessible and can be accessed by HR payroll members and managers on the frontline. 
How often is it used? 
[image: ]Within HR, a HR feed is sent daily whereas additional hours and sickness are entered by managers by the 10th or 11th of every month and then sent to payroll to process. 
Once you have received your login details for Carista, Please see website for access: https://walsingham.carista.co.uk/home.asp

Remote Desktop Server (RDS)
What is a RDS? 
A Remote Desktop Server is a feature of Microsoft Windows, that allows a user to take control of a remote computer over a network connection from anywhere that has internet access. 
How useful 
Provides flexibility to staff by allowing them to work easily from any chosen location. 
Homebased staff and manager visits to sites allow for important information to be accessed from any location. 
[image: ]

Please Note: Your login details are the same as the ones you use when logging in at your based location.


SKYPE for Business
Skype for Business lets you connect with co-workers across the organisation. We have adopted this approach within the organisation to make better use of financial resources and of time.
Start conversations with IM, voice, or video calls. Each of our regional offices are fully equipped with Skype for business facilities and only requires login at one click of a button to get started.
With the Skype for business application, you will:
· See when your contacts are available online, in a meeting, or presenting.
· Set industrial-strength security for meetings.
· Broadcast online to a large audience.
· Present your screen during meetings or give control to others.
Your login details are the same as your desktop login details.
If you however experience issues logging in, please contact the helpdesk at CIT for support.
How to make and receive a call?
Skype for Business automatically detects your devices, such as a headset, mic, speakers and cameras. 
Before you make a call make sure that you have an audio device connected to your computer. We strongly recommend that you check your audio and video devices before joining a meeting or making a call, to make sure you are all set.
To call a contact using Skype for Business, select the contact and select the phone button. Then choose one of the following options for the call:
Work: to call the contact at a work number
New Number: to enter a different number to call that personSkype for Business
Skype call: to call the contact in Skype for Business
[image: Mic, unmuted]Voice mail: to call the contact’s voice mail
[image: Hang Up button]After the call connects, use the mic button at the bottom of the window to mute/unmute yourself  , and the handset button to end the call  .
Use the other call controls as appropriate:
[image: Call Controls button]Select the Call Controls button  for the following options:
· Hold
· Transfer to another number or person.
· Devices to switch to a different device.
· Dial pad to interact with an automated phone system, such as entering a code, when you call your voicemail, or make a selection when you call an office reception desk.
· Speaker volume to adjust the sound. Slide the pointer up and down for volume, or select the speaker icon at the top of the volume control to mute your speaker.
[bookmark: __goback]Select the Video button to add video to a Skype for Business call.
[image: The Skype for Business Transfer Dial Pad]Select the IM button to add instant messaging to a Skype for Business call.
Select the Participants button to invite other contacts to join the call.

3 Desk Phone- VTSL
[image: Image result for VTSL]
[image: ]
4 Business Credit Card procedures
Section 1 – Logging in
· Go to www.natwestbusinesscard.com
· In the user ID box enter your full name as one word e.g. johnsmith
· In the password box enter your password (N.B. If this is your first time logging in using the password emailed to you, you will then be prompted to immediately change your password)
· Click on ‘Sign In’
· A cookies message will then appear – click on ‘Continue’
Section 2 - Adding receipts
Before coding and reviewing your transactions for the month you must ensure you have uploaded the correct receipt against each transaction. These can be uploaded at any point in the month and should be in a PDF, JPEG or PNG format
1. In the User Role box at the top of the screen select Cardholder – XXXXXXX – NAME
2. Hover over Account Activity at the top of the screen and a menu will drop down
3. Click on Transaction Summary
4. Select Reporting Cycle and select the month in the drop down box next to it
5. Click Search
6. Scroll down the page and you will see the transactions listed
7. Click on the icon under Additional Information
8. On the box that pops up click on Browse and select the location of your receipt
9. Click on Upload
Section 3 - Coding and Reviewing Statement
1. If logging in from the start, follow steps 1 to 6 in Section 2 to get you to the Transaction Summary page.
2. On the left hand side of each transaction you will see a graph icon under the column detail  click on > this for the first one
3. Half way down are boxes for Expense Code, Department Code and Region Code – in each box select the appropriate codes from the drop down list 
4. Above this is a Description box – enter a description of the transaction in here e.g. Hotel for trip to London
5. Check everything is correct on the screen, then click the tick box on the top left under the word Reviewed 
6. Click on the Save icon at the bottom of the screen (looks like a floppy disk)
7. If there are other transactions to code and review click on the arrow icon which can be found both at the top or bottom right of the screen and repeat steps 3 to 6
[image: Image result for credit card natwest]






Section 4 – Sending Statement for Approval
1. Return to the Transaction Summary screen
2. Just above the transactions list you will see an envelope icon – click on this
3. A box will pop up to enable you to send an email to the person who approves your statements, so complete the following:
- Enter in email address
- I the Subject box enter Approval of MONTH NatWest Statement
- Write a short email requesting the individual logs on and approves your statement
4. If you wish to you can click a check box on the email to save it for future use.
5. Close the email pop up.
6. Log out of the system by clicking on Log out at the top right of the screen.
Section 5 – Approving Statements
1. Log in as per instructions in Section 1
2. In the User Role box at the top of the screen select Account Group Manager – NAME
3. Hover over Financial at the top of the screen and a menu will drop down
4. Click on Account Summary
5. On the right hand side of the screen in the Quick Link box you will see your name – click on this
6. Select Reporting Cycle and select the month in the drop down box next to it
7. Click Search
8. Scroll down and you will see a list of those people whose Statements you can approve will appear on screen – click on the account number of the person you want to approve
9. Click on the second icon on the far left that is an arrow
10. The description and coding will appear on screen – check that these are correct (if you wish to see the full detail you can also click on the first icon that looks like a graph)
11. If for any reason you need to recode the transaction, click on the transaction required and untick the review button, this will allow you to recode
12. Click on the icon under Additional Information to view and check the receipt
13. Once you have confirmed everything is ok click on the tick box under Approved
14. Click Save
15. [image: Image result for credit card natwest]Log out
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EV9 

Define your purpose 
The purpose of any development activity needs to be identified. Think about:

· Current position and where you want to go within your field
· Your strengths and interests
· How it links to the organisation’s needs
· Your own personal values (including obstacles)

Identify your development needs 
Your development needs will depend largely upon your career goals. If you intend to remain in similar employment, you may need development to re-motivate or re-orient yourself, or to improve your current performance and effectiveness. Alternatively, development may be required to prepare you for promotion, your next job, a new career or self-employment. 

Identify learning opportunities 
Create a list of the skills or knowledge you need to learn, update or improve. Look at your current skills and knowledge and identify the gaps. 
Consider the range of learning options available to you which are broadly contained within three categories: 

· Education 
· Training 
· Development (could be work shadowing, job rotation, secondment, mentoring, delegation, coaching or reading, authorship, peer group contacts, networking, or community involvement). 

4. Formulate the plan of action
For each skill or knowledge gaps you identify, set a development objective. They need to be SMART: Specific, Measurable, Achievable, Realistic and Timely. They need to stretch you as an individual but must also be achievable and set within a manageable timeframe. 

5. Undertake the development 
Put the plan into action- what you do and how you do it needs to be your choice taking into account any obstacles 

6. Record the outcomes and measure your success.
Keeping records serves to remind you - and others, such as potential employers - what you have done. Most importantly your records will help you to focus on what you have got out of your development activity. Record the date, the development need identified, the chosen method of development, the date(s) when development was undertaken, the outcomes, and any further action needed. 

7. Evaluate and review 

	What do I want to learn
	What do I have to do
	What support/resources will I need
	How will I measure success
	Review date

	



	
	
	
	30.09.00
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EV13
SUPPORT WORKER INTERVIEW QUESTIONS-GENERIC

DATE OF INTERVIEW         

	APPLICANT NAME


	SCORE
4= EXCELLENT
3=GOOD
2=AVERAGE, SOME EVIDENCE
1=ANSWERED WITHOUT EVIDENCE
0=DID NOT UNDERSTAND THE QUESTION
TOTAL POSSIBLE  SCORE FROM 1-10 QUESTIONS=40 
50%=MINIMUM RECRUITMENT LEVEL,BELOW THIS DOES NOT MEET ORGANISATION’S STANDARDS FOR THIS ROLE, THEREFORE 20  POINTS IS THE LOWEST SCORE ACCEPTED
CANDIDATES BETWEEN 20 AND 30 POINTS MAY NEED ADDITIONAL MENTORING DURING INDUCTION

	Hours required
	
	

	PANEL NAMES
	SUGGESTED  SERVICES
 (IF ANY)

	

	
	
	

	
	
	

	

	

	







	
	QUESTIONS
	COMMENTS/NOTES
	SCORE

	1
	VALUES
A typical day working day can include helping the people we support with a wide range of activities such intimate personal care, washing and dressing, shopping, cooking, cleaning and  community activities. Are there any of these tasks you would find difficult?

	
	

	2
	ATTITUDE AND EMPLOYABILITY
Team working is as important as being able to work off your own initiative.  What qualities do you have that you could bring to the  team.
	
	

	3
	APTITUDE
Do you hold a QCF or other relevant qualification, if not would you be willing to work towards it, following a successful 6 month induction? Are you registered with Social Care Wales

	
	

	4
	VALUES
What rights do you think a disabled person should have and why?

	
	

	5
	VALUES AND APTITUDE
Scenario: whilst you are supporting Mark  in the community he becomes anxious and sits down on the pavement, unwilling to move. How would you respond?



	
	

	6
	VALUES
Some of the people we support need us to carry out intimate personal care for them. If you were in this position, what would be important to you?

	
	

	7
	KNOWLEDGE AND APTITUDE
What is your understanding of confidentiality and when, if ever, might you break it?
	
	

	8
	EMPLOYABILITY
This role may involve physical tasks such as pushing a wheelchair, using a hoist to transfer someone, vacuuming or carrying shopping. Are you able to work within these physical requirements?
Would you need any adjustments made to support you to do this?
	
	

	9
	EMPLOYABILITY
Being a support worker requires the ability to work various shifts including- bank holidays. You may be required to work Christmas/New Year, Easter, early or late starts, waking nights, sleep ins,  weekends and going on holidays, as well as attending training, team meetings or supervisions on your day off. Are there any shifts you could not work or any commitments that would affect your availability?





	
(note below any shifts unable to commit to)



Signature  of candidate                                


	

	10
	COMMUNICATION
 We use daily recordings and communication books to ensure all staff know what has or is about to happen in the people we support’s daily life. Why do you think this is important? 

	
	

	11
	DO YOU HAVE ANY QUESTIONS?
	Additional points can be added
for relevant  questions


	

	
	Use spaces below for any service specific questions and repeat for all candidates interviewed this period.
	Note answers below for service specific suitability but not to be included in scoring
	

	
12
	Challenging behaviour – Have you got any experience in working with challenging behaviour? 


	
	


	
13
	DBS – have you got a transferable DBS ?

	
	

	
14
	Can you just confirm that you have no criminal convictions ?

	
	

	
	


	
	TOTAL SCORE
	




	
	



	
	CARRY SCORE TO FRONT COVER






[image: Walsingham A4 Landscape]EV14
Person Specification Monitoring Form for:				NAME OF APPLICANT: 
This person specification has been drawn up from the job description for this post and describes the knowledge, skills and attributes that are essential or desirable for the job.
	Criteria
	Essential 
	Reasons Criteria Met or not met
	Desirable
	Reasons Criteria Met or not met

	Qualifications & Training
(i.e. the level of education & professional development that the job requires)
	
	
	
	

	Experience
(i.e. the quality or quantity of different experiences that the job requires)
	
	
	
	

	Knowledge, skills & competencies
(i.e. the specific skills and knowledge that the person is required to bring to the job and the behaviour that is needed for effective performance)
	
	
	
	

	General attributes/
(i.e. equality and diversity aspects and values that are required to carry out the post effectively)
	
	
	
	

	Other (e.g. physical, requirements)

	
	
	
	



Consensus decision reached by Panel: Applicant successful/Applicant unsuitable/Applicant on reserve list

Date of interview:			Panel members: 

Signed by Chair of panel: 			Date: 




[image: ]EV15

[image: ]EV16




EV17


[image: ]











EV18


[image: ]











EV19
Walsingham Support Corporate Induction Session Two


	Time & duration
	Slot

	Description of slot
	Hosted by

	13:30- 13:45
(15 minutes)

	
Welcome 
Housekeeping

	
· Audience welcomed back by L&D Manager 

· Recap on last day

· Remind them of format of session is speaker presents and invites questions at end of each segment.  

· Remind delegates to keep mics muted unless asking a question, get up and move etc if needed.

· Share screen to show how to raise hands for questions, open chat at question time to ask a question. 

· Explain chat not to be opened during presentation from speakers until invited.
· Any questions
	
Nicola Cassidy -Learning & Development Manager


	13:45- 14.00
(15 minutes including questions)
	
Corporate Services Introduction
	
· Overview of CSD

	
Nicola Cassidy

	14.00- 14:40
(40 minutes including questions)
	
Finance and Facilities
	
· What we do

· Teamwork with finance 

· Our strategy

· Facilities Collaborative working
· Any questions
	
Matt Brunt 
Head of Finance

Robyn O’Connell
Facilities Officer

	14.40 - 14.50
(10 minutes)
	Comfort break

	
	 All

	14.50- 15.10
(20 minutes plus questions)
	
HR

	
· What we do

· How we do it

· Our strategy

· Collaborative working
· Any questions

	
Vikki Evans
HR Advisor (Wales)



	15.10 -15.30
(20 minutes plus questions)
	
Learning and Development
	
· What we do

· How we do it

· Our strategy

· Collaborative working
· Any questions

	
Nicola Cassidy
Learning & Development Manager

	15.30-15.50
(20 minutes including questions)
	Business Development 
Marketing and
Communications
	
· What we do

· How we can support you?
 
· Collaborative working 

· Our audiences

· Case studies and current projects
· Any questions

	
Dorcas Onabanjo
Marketing and
Communications

	15.50 -16.00
(10 Minutes)
	Comfort Break
	
	All

	16:00-16.35
(35 minutes)
	
Taster Session:

Embedding WS 5 core values in your everyday task
	
· Walsingham Support 5 values - Did you complete your assignment?

· Provide examples of values from presenters you have heard

· A commitment of how you will demonstrate values in future practice

· Any questions

	Nicola Cassidy
Learning and Development Manager


	16:35-16.45
(10 minutes)
	
Thank you, evaluations and close
	
· Summary of session 

· Evaluations and goodbye!
	Nicola Cassidy
Learning and Development Manager
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Pay and Reward Group Meeting
02.09.2020


	Notes
	Action by

	Attendees:
Paul Snell (Chair)
Victoria Evans (Minutes) 
Matt Brunt 
Ravanti Halai
Ebony Charles
Kim Maouhoub 
Cheryl Marr
Karen Walker
Jane Forkan 
Nina Harrington

Declarations of Interest
None

Review of Employee Engagement & Workforce Areas 
RH sent out documents prior to meeting including strategic priorities for the next 3 years.
5 key areas; Quality, Workforce, Growth, Organisational Development & Engagement. 

This meeting will focus on both workforce and engagement.

2020/21 strategic priorities – which priorities link into the pay and reward agenda, who are the leads and how do we achieve these priorities?

Workforce (EC & HR and KM & L&D)

· Right people in the right place, correct remuneration, enabling staff to do their roles effectively 
· Implement pay and reward strategy in support of sustainable recruitment and retention strategies (pay bandings and structure) – key priority to move forward 
· Become a disability confident employer supporting employment opportunities for individuals with disabilities within the Walsingham Support Group (WSCS) – could this be led by this group? This meeting could be ‘hub’ for information and connect with other groups such as IiP 
· Developing talent management and sustainable career development pathways at all levels across the Walsingham Support Group (links to pay bandings) 


Organisational Development (PS & Infrastructure)

· Consolidate the restructuring across all core teams ensuring they are effective and enable staff and management to focus on their roles (right people right pay)
· Deepen the partnership between WSCS & WS through enhanced infrastructure to add social value and support community engagement
· Review our existing controls, systems and processes and where appropriate incorporate digital technologies – this group should have input, particularly on those we use to engage with the workforce

Engagement (MB and M&C and L&D)

· –Develop and implement our internal communications strategy – this is a good group to look at this priority 
· Implement our community engagement strategy with our key audiences in line with our current priorities

This group can shape the above and move priorities forward. 

Partnership between WS & WSCS can be promoted through this group, how both support each other and the link between the two (CB & MB).

Pay & Reward 
Started to give group more focus and shape. 

Group purpose was twofold:

· Look at outcomes of staff survey in relation to reward, what benefits we have within the organisation etc.
· Benchmarking – salaries and salary bandings

Benchmarking work has been completed; the last piece of work is to put together new salary bandings for the whole organisation based on this benchmarking work. 

Actions: 

· EC & VE to look at benchmarking and come up with a plan of how bandings will look.
· New bandings will be completed by 30th September 2020, and by 31st October 2020 work will be completed around how the existing workforce fits within new bandings alongside recommendation to address any shortcomings.
· Further to this, work will be done to identify processes around how employees move through bandings in relation to their development. 
· Another element to pick up on is how WS reviews bandings (annually) to ensure we are competitive, retain staff and attract new staff into organisation. Also links to engagement activities and ‘being the whole package’.

EC & VE will link in with the Heads of O&D regarding bandings to ensure they are appropriate. 

Benefits

Actions: 

· Buying and selling annual leave – system to be in place by April 2021 to ensure this can be enabled (HR systems to be looked at to manage this effectively)
· OSP – reviewing Sickness Policy and giving managers discretion around ‘waiting days. Bradford Score – look at introducing across whole organisation.  
· Flexible Working / Home Working Policies – COVID has shown how the organisation can work differently.  Review of both policies in relation to teams and where they should be based going forward. Scheduled to be reviewed by 30th September 2020 in line with review of central services.
· Bonus payments and staff recognition – still have these opportunities and track how they are utilised - is the information being shared effectively? 
· Blue Light Card – no organisational/group discount as each individual needs to sign up themselves, rather than via their organisation. 
· Put information in payslips for individuals to sign up? 
· Shopping Carers discount – could also be something to promote, as it is free. Not as good as Blue Light but has lots of offers/discounts on there - CM to send link to VE. 

· Thank you vouchers and cards, – could utilise Blue Light Card as thank you for staff. Also, could include within staff awards ‘thank you’ and long service activities. Roll out to those who are currently on long service too (look at long service report).
· Benefits through organisation insurer – is this something we can access and are people aware of these benefits? RH advised there is a list of benefits available through insurer. 
· Create poster to remind staff of existing benefits – update existing poster, JF to support with what is offered from broker/insurers. KM to utilise going forward within staff induction. 
· EC & KM to also feedback on service outside this meeting.
· Retirement – budget no longer with HR, to provide retirement gifts. Heads of O&D go to RH who orders gifts. Also personalise leaver letters from PS. KW to pick up with HR regarding retiree discussed within meeting. 
· Leaver form to be utilised as trigger for retirees, for HR to then draft letters and organise gifts. HR to also run monthly report on retirees; EC to look at how best to recognise retirements on ‘case by case’ basis. 
· KM mentioned integrating things such as birthdays, retirements etc. within engagement activities across organisation – talk about recognition within management meetings and how the organisation can do this going forward. 
· Birthday ‘day off’ within birthday month – could be considered? 
· MB to look at costings for this to see if viable. 


PS asked who would want to be involved in the following areas going forward, and to move actions forward in each area without having a formal ‘group’:

Actions: 

Pay & Reward – EC Lead
· EC
· VE
· KM
· MB
· KW

Employee Engagement – KM Lead
· KM
· KW
· EC
· VE
· NH

Terms of Reference
Need to look at representative group going forward and if we can connect with staff in a better way, rather than surveys once a year. Have more ‘ongoing’ engagement with the workforce and communicate what we are looking to improve or action. More collaboration ‘bottom-up’ than ‘top-down’, with more involvement from our ‘experts’ in various areas of organisation.  
Also be honest with what we can deliver on and manage expectations. 

Actions: 
· Evolve this meeting into Employee Engagement Working Group through the agreed Terms of Reference, with momentum around actions and clear changes within the organisation to encourage engagement from employees. 
· Have a more formal ‘criteria’ and structure, with a better representative group.
· Group can also ask for periodic updates from other activities i.e. pay and reward and engagement (as above) and invite ‘experts’ in to discuss updates or actions. 
· Reference setting up this group in employee benefits poster. 
· PS advised that KM will lead the Employee Engagement Working Group and ensure the group moves forward effectively. 

Areas for Management Discussion
Focus on how we evolve and improve engagement.

Setting up working group is a way of improving engagement, and we need to ensure that group addresses and evolves employee engagement.  

SLT
SLT are aware of group. 

Actions: 

· EC/KM/MB attend SLT from this group and PS asked if they can update SLT within their next meeting on what is going to happen going forward with this group.

Summary 

PS recapped the meeting and asked for any further points to be raised. 



Actions: 

· Summarise the group discussions and actions into a communication for whole organisation.

Feedback from group that meeting was more productive and positive, with actions moving forward.  

AOB

No other points were raised. 
Date & Time of Next Meeting

No further meetings of the Pay & Rewards Group as currently set up.

Benchmarking and Staff Reward will be led by EC & VE linking in with KM, MB & KW.

Employee Engagement Working Group will be led by KM with members including KW, EC, VE & NH. 
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Portfolio – Personal Statements
L01 

Traditionally, performance management was known to be something that happened once a year in at an annual appraisal. Many organisations are looking to move away from this type of structure, as the demands of employees now lean towards continuous or more regular feedback. This has been evidenced in studies, particularly of millennials, that periodic feedback is seen as far more motivating and engaging by this workgroup which by 2025, will make up 75% of the workforce, as detailed in a 2019 Forbes survey. Younger workers are keen to develop and need feedback on how they can improve in order to go further in their career. (Perna, 2019) 
In general, regular feedback encourages job satisfaction and innovation from employees as they feel valued, understand their strengths and where they can develop themselves in order to meet their own objectives, in line with organisational vison. (Peek, 2020)

Within my organisation, performance management is managed as an ongoing activity, with a set of policies and procedures for line managers to follow accordingly. Our performance management policy is titled Initial Review, Supervision and Annual Performance Review policy (EV1) as it not only includes yearly appraisals, but a more structured approach to managing individuals’ performance which takes place throughout the year. Documents are used to record the meetings that happen periodically (every 8 weeks usually) where managers meet one to one with individuals from their team, discuss performance and set objectives accordingly, to be reviewed in the next meeting. An annual appraisal then takes place on a yearly basis (EV2 and EV3). A supervision agreement is provided for the employee to read and sign, as this gives an outline of what is expected of both the employee and the person carrying out the supervision (the line manager). This gives a good insight into what to expect, and there are no ‘surprises’ when the process is followed with the employee (EV4). As part of their training, line managers can access a competency framework ‘guidebook’, to support them with any additional support required or if they need to refresh themselves with the procedures (EV5). As we have regional services, Wales also has its own guidance in line with Care in Wales’ framework, which is largely in line with the services in England but differs in some areas as required (EV6 and EV7). 

In line with core competencies and values, performance management is rated according to a certain set of criteria (EV8) which links in with the supervisions and annual appraisals and helps to support with setting objectives or creating a career development plan for employees. Managers can complete a development plan in order to support an employees’ ambitions and goals, creating SMART objectives with target dates for the individual to meet objectives of the plan (EV9). This can be supplemented by separate, less formal 1:1 sessions which, for example, within my team, take place on a weekly basis with line managers. This support allows for visibility and the employee to discuss any issues with their line manager directly, in a ‘safe’ space. I personally feel this interaction with line-managers on a regular basis allows for development of the relationship between line manager and their team, improves support offered and if planned in the calendar, ensures time is put aside for these interactions take place. 

The company’s values are outlined in the corporate inductions which are provided to all employees when they commence employment at the company, with refresher sessions being held periodically afterwards, or if any adjustments are made to the company’s goals or plans (EV10). Communications also get sent out by the CEO on a regular basis, with videos being developed during the pandemic to communicate to the strategic plans of the business and ‘how the business is doing’ updates which have been very well received by employees. It also demonstrates the businesses desire to keep employees informed with progress, changes and updates to plans which in a time of uncertainty is much needed by individuals within an organisation. A consistent approach to values and objectives of the business being communicated across the organisation allows for the core values to be in the minds of employees, which supports with the performance management process. Employees will feel far more connected and are able to link their own performance objectives to the company’s goals by seeing these updates.
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In line with the performance management policy and framework, managers are supported by me for any advice or queries they may have relating to performance management which may include meeting to discuss particular concerns, going through the policy and procedure and supporting with completing any paperwork as required (EV11 and EV12). As a business, we are looking at how we can improve performance management as even though we have a lot of structure within the procedure and clear guidance, it is often not used to its full capacity. This often leads to me not having conversations with managers regarding performance until something ‘goes wrong’ which, as an organisation, we are trying to discourage, buy utilising the performance management process properly. 

It can be said that performance management is a key initiative to ensure retention and engagement of staff; performance and engagement should be intrinsically linked, rather than being separate HR activities. It is a delicate balance however trying to align the two initiatives, as performance is typically focussed specifically on assessing an individual and their progress, whereas engagement requires feedback from employees to be successful. (Barnett, 2019) It is useful for an organisation to think about how line managers can adopt performance management processes that align engagement with performance management, ensuring employees are involved at each stage of the process to enable their engagement with it. Having meaningful conversations regarding employee objectives and their goals can be a lot easier when managers are equipped with the right tools to do so.

Within my organisation, from the outset, employees are aware of the organisations’ values and how it links to their performance. This can, as above, support engagement from employees right from the beginning of their career within the organisation. From the point of recruitment, during interview (EV13) where they are asked to link their own values to what the company’s vision is, and also within the documents they receive as a new starter (i.e person specification – EV14, their job description, and the new starter information pack sent as their initial starter email – EV16, EV17 and EV18)

A strong induction process can support new employees not only with their own development and happiness within their role, but also ensure they are in touch with what the organisations values and objectives are. It also helps to reinforce policy and procedure across the business, ensuring employees are comfortable with procedures around health and safety for example. Properly planning this stage of the employee lifecycle can be vital to whether or not employees are retained effectively and engage within the organisation. (ACAS, 2012) An Employees first impression of the organisation they are working for can also be a big factor in how they settle, and the impact of an induction can also link to absence and the brand of the organisation, should things not be done properly. (CIPD, 2019) 

Within my organisation, there is a robust induction programme for new starters including a corporate induction session which is a two day initial introduction to the company, its values, ambitions and an opportunity for new starters to meet others from across the business, for example the corporate functions, senior team and those who are commencing employment at the same time as them, so they feel welcomed and supported. (EV19) As this demonstrates, the company’s values are also heavily included. The CEO of the business also discusses the strategic priorities within the induction, with updates on these priorities being circulated across the business every quarter in line with any SLT/ELT changes. (EV20 and EV21) Again, core competencies, values and ethos are central to the decisions and give an insight to plans for the next three years. This is encouraging for employees as there is a long-term vision, not just a short-term outlook, by the senior team. 

The process is also being currently worked on to see if there are any areas of improvement. This is currently in early stage discussions between HR and the T&D team. There are plans to introduce a handbook to support with onboarding, particularly where individuals may not have access to the intranet (where policies etc are currently stored and updated). There has been feedback through induction sessions that employees would find this useful not only at the point of induction but also throughout their employment, as a point of reference. If formulated properly, handbooks can be a useful part of relations with employees and represent the culture of the organisation that you want employees to be integrated and engaged in. (Evans, 2018)


LO3. Be able to assess the impact of performance management activities on organisational performance and make recommendations for enhancement.

At present, there are robust processes within my organisation to ensure performance is managed appropriately, and that managers are equipped with the tools and knowledge to carry out the appropriate reviews with employees. 

As in any organisation, we are constantly looking at ways to improve our processes, with performance management being a process that we are currently reviewing. The process between induction and appraisals and supervisions is an area where we are looking to improve the most as this is lacking in some areas. For example, after induction, even though there is a process for managers to hold supervisions with employees, there is no emphasis on managers having conversations with employees outside of formal 1:1’s or supervision sessions. This type of development falls under a number of initiatives, for example, coaching and mentoring, but also, seemingly simple activities such as ‘having difficult conversations’ may not come easily to some line managers. This is where HR and T&D are attempting to bridge the gap in skills for line managers to be confident in having conversations and relationships with their team members outside of formal practices, and not being afraid of doing so. There are also activities going on within the organisation to have more platforms for employee voice and engagement (EV22) which will support performance management initiatives. Pay and Reward workgroups are evolving into engagement focus groups, which will include cross-sectional involvement from employees. Again, along with the employee engagement survey, this will allow for the organisation to recognise what is going well (or what isn’t) from the perspective of employees ‘on the ground’, as the way people are treated at work directly impacts the business and its operations (Tamkin, 2004). 

In relation to high performance working, it could be debated if my organisation fits with this model. On reflection, I believe we are quite a long way off being a ‘high performance working’ organisation. However, there are objectives within the business to enable are more high-performance working ethos, by making changes to culture and also the internal structure. For example, we have recently recruited a People and Culture director, to enable activities around culture and engagement and to move the business forward in terms of how it operates and eliminating sub-cultures that we find within regions. There have also been restructures of the Finance and HR teams to become a business-partnering model, which again will support more strategic objectives to enable a culture of high performance working, with the idea being that the teams can now be more efficient In driving forward value adding activities. This can drive a high performing organisation with a more engaged workforce, allowing for increased productivity.
In summary, the success of the organisation relies on performance management to be at the centre of activities, as performance management also links to many other business centric initiatives that contribute to overall business performance. It can be said that my organisation already has many principles in place to support good performance management, with processes being followed effectively. To enhance organisational performance, it is now a case of improving the processes currently in place to update how they fit within the organisation particularly as there are lots of changes going on. This will always be something to consider particularly in the sector my organisation is in, as changes are taking place constantly (more so due to COVID-19). 

There are also policies that will need to be updated and changed, for example, the T&D policy (EV23) which will be a combined effort between HR and T&D, to align with the changes to the processes within the HR team and T&D team (which used to be called L&D). Altogether, the adjustments to the processes around performance management should ensure a robust process going forward, which will in turn improve retention and engagement of employees both new and existing. There are also plans to improve employee voice and there is a lot of work going on improving the culture across the organisation, to ensure more alignment between areas and regions. This work will harmonise processes but also improve relationships and communication with employees. 
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Treat everyone with respect and act on feedback


Use resources in most efficient and effective way



Attraction & Recruitment


Selection


Induction & Probabtion


1-2-1/ Supervisions


Appraisals


Talent Management


Succession Planning


Core competencies (applicable to all grades and job roles)


Your grade specific competencies


Your role specific Competencies



CSSIW Inspections


1. Well-being


2. Care and support


3. Environment


4. Leadership & Management



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


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


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


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


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


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


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



Appraisal- April


1st Supervision


2nd Supervision


3rd Supervision


Appraisal- October


4th Supervision


5th Supervision


6th Supervision


People at the heart of everything we do


Open & Honest, will always do whay we said


Continuous improvement in quality, Staff development and how we work 


Appreciate colleague and celebrate achievements


Encourage Innovation & Positive Risk Taking


Registered Person with SCW- 03/07/17

Registered People	
people on the social work 	residential child care managers	adult care home managers	domiciliary care managers	residential child care workers	social work students	5989	195	1217	627	2485	664	
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Initial Reviews, Supervision and Annual Performance Reviews are three of the key systems which
‘Walsingham Support has established to ensure that all employees are well supported and clear about the.
‘organisation's requirements of them both n fulfilling their particular role and in supporting the work of the
organisation.

Each of these support systems are a two-way process and will only be effective if both the employee and
their line manager are open and honest.

Forall of these systems the input of people being supported by those under review should be included in
the process

SEcTioN 1
INTIAL REVIEW

During the first six months of employment all employees are on probation (also referred to as Initial
Review (IR period).

After the intial four months of continuous service, the new employee’s line manager should consider
‘whether there are any unsatisfactory aspects of their new employee’s work, though these should have.
been identified during previous supervisions and a process put in place to try and correct them. Ifsuch
areas are identified, these should be discussed in order that the new employee has the chance to address.
these areas in time for the IR meeting.

There may be some circumstances when an IR period is extended, but this should be for no longer than
three months, unless there are exceptional circumstances and in such instances guidance should be.
Sought from an appropriate member of the HR team

It the line manager's responsibilty to ensure that the IR meeting takes place at or around six months of
‘employment. The IR meeting is an opportunity to review performance to date, set new objectives and to
identify any training and development needs. Please also see Performance Based Annual Performance
Reviews in'Section 2)

‘Once fully completed and signed by al parties, including 2nd line manager 3t senior manager level, the IR
‘documentation must be sent to HR to be actioned as appropriate.

There may be occasions when permanent employment is not confirmed and employment s terminated
during, or at the end of,the IR period or extended IR period. If non-confirmation of employment is 2
likely outcome, then the process for this should be as follows; first invite the employee to a meeting to
discuss their performance. Secondly, hold the meeting, (having firstdiscussed the possible outcomes
with 3 senior manager/ELT director/HR) give the employee an opportunity to state their case, breakto
‘consider your decision, consult as appropriate and then inform the employee of the decision verbally and
2150 confirm the outcome in writing. HR must also be informed of the eventual outcome. Copies of al the
relevant papenwork should be forwarded to HR

Individuals cannot apply for transfers or promotions during their IR period unless they fully mest the
criteria of both the job description and person specification of the advertised role.

‘Whilst an employes remains within their Inital Review (probationary) period normal disciplinary.
procedures do not apply.
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secTion2
ANNUAL PERFORMANCE REVIEWS

All employees will have their own Annual Performance Review which i a live’ document summarising all
areas of their performance to date, personal development goals, personal development plan and
maintenance of skills.

‘Annual Performance Reviews should be carried out in person, twice a year, for llstaff Annual
Performance Reviews should be completed by the middle of May and the middle of Noverber for the
Annual Performance Review cycle which runs from 1 April to 31March.

“The first full Annual Performance Review should take place at the next avalable organisational Annual
Performance Review date after the completion of an individuals Inital Review (IR). Ifthe IR has taken
place n the preceding three months to 31 March, then an Annual Performance Review will ot be
required. Therefore, i a successful IR was due and completed after 31 December, the first full Annual
Performance Review will not be due at the next organisational Annual Performance Review date, but in
the following Annual Performance Review cycle year. R objectives should be set in ine with normal
Annual Performance Review objectives as far as possible and take account of the timeframe between the
1R and next full Annual Performance Review.

During the year, the supervision process should be used to ensure the continual monitoring of the.
progress of objectives. The Annual Performance Reviews should be completed using the organisational
guidelines, which can be found on the intranet under Learning & Development Forms.

Employees who are on maternity leave or on any other extended authorised absence from work, should
have their Annual Performance Review carried out before the start of this leave wherever possible. Ifthis
s not possible and it is unreasonable to contact the employes to participate in the process, then an
‘assessment should be carried out in their absence based on thelr previous year's performance and be no
less favourable. Annual Performance Review objectives should be discussed and agreed on the.
‘employee's return to work.

fan individual does not agree with their Annual Performance Review content, they can appeal to their.
2ndline manager within 5 days of the Annual Performance Review meeting with the first line manager.
‘Appeals must be in writing outlining the reasons for the appeal along with evidence to support it

All Annual Performance Reviews are confidential and paper copies should be kept in 3 secure location
with an electronic copy uploaded onto the LMS system. Apart from the appraisee and appraiser, the
portfolio can only be accessed through the line management structure or HR/L&D Department.
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SEcTIoN 3
SUPERVISION

‘Walsingham Support has adopted the following definition for supervision:

“Supervision is a process in which one employee is given responsibiity to work with another employee in
order to achieve certain profession, personal and organisational objectives. These objectives include
‘competent, accountable practice, continuing professional development and personal support.”
Walsingham Support sees the prime purposes of Supervision and Support as being:

Maintaining the organisations values and behaviours.
Maintaining and developing the quality of practice;
Professional development;

Role clarity;

Organisational objectives;

Promoting a suitable climate for practice;

Stress reduction;

Communication;

T — 7




image63.jpeg




image64.png




image65.jpeg




image66.jpeg




image67.jpeg
WELSH ENGLISH
ENGLISH WELSH (A Phrase-Book)





image68.jpeg




image69.jpeg




image7.png
‘There are four functions of Supervision and Support. These are:

* Managerial: primarily concerned with the overall performance of the employee and ensuring that this
s in line with the organisation’s expectations and standards.

* Education: concerned with enabling employees to assess their own level ofskil and competence, and
‘to develop these as appropriate.

* supportive: about the personal aspect of the supervision process where the safe trusting relationship
Shared betwesn the supervisor and employes enables the employee to identify and deal with the
personal impact of their work.

+ Mediation: concerned with the establishment of healthy feedback mechanisms from the line
‘manager to the individual, and equally importantly, from the individual to the organisation.

Supervision can be conducted in many different formats. The usual format should be a face to face.
meeting between the manager and their supervises but other methods such as group supervision,
supervision v telephone, mentoring sessions etc. can also be effectively utiised.

Under this policy, all employees should have a supervision session at least every 6 -8 weeks, or in
‘accordance with local Regulation (or Contract if different from these timescales), with a minimum of &
‘one-to-one supervision meetings each year. Supervision should allow enough time to discuss matters
properly but should not be longer than a maximum of two hours and the time should be uninterrupted.
Supervisory staff should also undertake observed practice of staff on a regular basis as part of the overall
Supervision process.

Notes of each supervision must be taken and who completes these wil be decided by the supervisor
following discussions in the first supervision, using the organisational template. Both supervisor and
supervisee wil retain a copy of finalised notes. Both parties should sign supervision notes unless it s
stated otherwise in the Supervision Agreement between supervisor and supervisee. The notes should be
available within 48 hours of the session —and may be hand-written, and can be further accessed through
the line management structure or via HR for organisational reasons.

Before commencing supervision the second line manager must ensure that the supervisoris
‘appropriately skilled in all aspects of supervision. Supervisors must complete relevant on the job training
orattend a Walsingham Support approved course, prior to commencing supervision f not sufficiently
skilled.

Ifan employee’s supervisor changes, previous supervision notes should be forwarded to the new line.
manager. Supervision and the supervision notes contribute to both the inital review and Annual
Performance Review processes and this should be borne in mind when planning the agendas for
supervision. If the supervisee is issatisfied with any aspects of their supervision, or lack of i, and the
areas of concern cannot be resolved by the supervisor, the second line manager should be contacted in
order to try and resolve the areas of concern.

Further clarification on matters concerning supervision can be sought from HR.
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Search this site...  SEARCH]

departments

groups & projects management advice line

020 3405 4131

jobs & recruitment

17/07/17 - Learning Disability England weekly
newsletter 020 8343 5601

This week's sector news roundup from Learning Disability England is ready to
download.

whistleblowing hotline

learning and development

11/07/17 - Oh, we do like to be beside the seaside!

Fancy a holiday by the sea? In 2015, Walsingham Support purchased a caravan
on the picturesque Cumbrian coastline to enable people we support and staff to personalisation
enjoy an affordable holiday or weekend break in a beautiful setting.

Find out more about Bill's Caravan and how to enquire ->

10/07/17 - VODG Weekly Brief
This week's sector news roundup from VODG is ready to download.

03/07/17 - VODG Weekly Brief
This week's sector news roundup from VODG is ready to download.

quality
support planning

internal vacancies

Read more about all our stories on our news page.

Intranet feedback, suggestions and support = 020 8343 5549 « webmaster@walsingham.com





image91.jpeg
Data Protection Act of 1998

Data Protection Act 1998




image92.jpeg




image93.png
Specific Measurable Attainable





image94.png
Calibri Body) ~|11 ~| A" A | Aa~ | A

Find ~
LT | nagbcene Aasbeene AQB aseocer osbcene asbee: AaBbCcDC 40BHCCDQ AsgaCCDE AaBbCeD |y o

POt rormatpainter | B 1 U 7w X X < TNormal | TNoSp Heading1 Heading2  Title Subtitle  SubtleEm.. Emphasis IntenseE; Strong Quote Intense Q... SubtleRef... IntenseRe.. BookTile < | |\ oo
Clpboara Font Paragraph stytes Editing
|
Staff Name: Line manager's name:
X &S St oleond rede senioe/oepariment; e
Open Quick Remove  Save SaveAll Upload Upload All  Select Copy  Show
Print Attachment ~ As Attachments ~  Attachments -~ All Message
Actions Save to Computer Save to Cloud Selection  Message
4 Favorites < CPM X | current Mailbox ~
Inbox Unread By D 1 Author
Setliees Nicola Cassidy B~ WS Academy supervision agreement.docx . -
Deleted Items Accepted: Final day of CPM Su 18/01/2019 97 kB
Kai i Ch CPM-Supervision Form V3.docx .
4 Nicola.Cassidy@walsingha.. alseemi Lhengapen... 74 KB
RE: CPM supervision pilot 18/01/2019
Gl HiJa T) Adding the Appraisal-Supervison documents to LMS.pdf _ -
Additional training request R
Gary Morgan
Training frequency RE: CPM Supervision pilot 18/01/2019
Certificates HiKaisee Many tf ; ,
Line manager’s
. Staff Name:
Delegate chase Jane Devine name:
Tt ks RE: CPM supervision pilot 18/01/2019
Hi mi Apolog Staff role and N
Passwords Service/Department: Date:
Kaiseemi Chengapen U} grade:
Training bookings
CPM Supervision pilot 18/01/2019
@c Good morn Further to
Completed tasks . .

P Kaiseemi Chengapen... . - - 9
Corporate Induction RE: CPM supervision pilot 17/01/2019 CPM-Supenision Form V3 934 characters. (Read Only) Display Settings () 2
Jotsnah FAL T s e QR E 061032019
Pending tasks Jane Devine
v RE: CPM supervision pilot 17/01/2019

&8 eee : .
Kaiseemi Chenaanen i} v
Items: 75 All folders are up to date.  Connected to: Microsoft Exchange B8 Display Settings - +

At T Q) 1

06/03/2019




image95.png
Calibri Body) ~|11 ~| A" A | Aa~ | A

Find ~
LT | nagbcene Aasbeene AQB aseocer osbcene asbee: AaBbCcDC 40BHCCDQ AsgaCCDE AaBbCeD |y o

Paste o matpainter | B T U -k X, x < TNormal | TNoSp Heading1 Heading2  Title Subtitle  SubtleEm.. Emphasis IntenseE; Strong Quote Intense Q... SubtleRef... IntenseRe.. BookTile < | |\ oo
Clpboara Font Paragraph stytes Editing
X (S
Open Quick Remove  Save SaveAll Upload Upload All  Select Copy  Show
Print Attachment ~ As Attachments ~  Attachments -~ All Message
Actions Save to Computer Save to Cloud Selection Message
4 Favorites < CPM X | current Mailbox ~
Inbox Unread By D 1 Author
Setliees Nicola Cassidy B~ WS Academy supervision agreement.docx . -
Deleted Items Accepted: Final day of CPM Su 18/01/2019 97 kB
Kai i Ch CPM-Supervision Form V3.docx .
4 Nicola.Cassidy@walsingha.. aiseemi Lhengapen... 74 KB
RE: CPM supervision pilot 18/01/2019 Dote and sigm: Dote and sigm:
Gl HiJa T) Adding the Appraisal-Supervison documents to LMS.pdf _ -
Additional training request R
Gary Morgan .
Training frequency RE: CPM Supervision pilot 18/01/2019 signature
Certificates HiKaisee Many tf : ) Neme
Line manager’s
Del h . Staff Name: pate
elegate chase Jane Devine name:
Tt ks RE: CPM supervision pilot 18/01/2019
Hi mi Apolog Staff role and N
Passwords Service/Department: Date:
Kaiseemi Chengapen U} grade:
Training bookings
CPM Supervision pilot 18/01/2019
@c Good morn Further to
Completed tasks . .
P Kaiseemi Chengapen... - 8
Corporate Induction RE: CPM supervision pilot 17/01/2019 Pagetorz  t6lwords [ B3 Dispiay ettings
Jotsnah FAL T s e QR E os/032019
Pending tasks Jane Devine
v RE: CPM supervision pilot 17/01/2019
&8 eee : .
Kaiseemi Chenaanen i} v
Items: 75 All folders are up to date.  Connected to: Microsoft Exchange B8 Display Settings - +

At T Q) 120

06/03/2019




image96.jpeg




image97.jpeg




image98.gif




image99.png




image100.png




image101.jpeg




image102.jpeg
PERSONALISATION





image103.jpeg
W

@ =,
[
CELEBRAT

vicies!




image104.jpg




image105.png
@ radar

healthcare

SIGN IN

[ Emall Addrass

Password

Forgoten password?
Helo axd Suoport
What's new in wasion 3.8.87

N





image106.png
T
/ D Carista2 x

< C | @ Secure | https;//walsingham.carista.co.uk/home.asp

Apps [} Corista G paye reference num-

Carista

suftwre fo people who are

A > Login

Login to Carista 2

Enter login name and password to login o the system:

Login Name




image107.png
| Remote Desktop
») Connection

Username:  WCH\ctadmin

You will e asked for credentials when you connect.

© goens





image108.png




image109.png




image110.png




image111.png
Hold  Trnsfer Devices
1 2 3
aBC | DEF
4 5 6
cHl K| mno
7 8 9
PaRs | Twv | wz
o 0 #




image112.png
-
VTSL

Hosted Communications




image113.png
Fixe

Settings key: allows the user to
Set the contrast and brightness
of the display

Seron

Fixed Function
eys

Function Key Legend

puts current call on

Volume Contrast

0

Make a Call

L Lft the handset or press 2 Line
Appearance memory key, o
press the €@ function key

2. Dial the number from the
keypad, OR, press a speed dial
memory key

Place a Call on Hold:
While on a call press the €2>
function key.

Retrieve a Call From Hold:
Press the flashing Line
Appearance key.

Make a Call Using Ret
Press the & function key (or the
REDIAL softkey). Choose the
number by scrolling through the Iist
with the Arrow keys and then press
the Dial softkey.

Transfera cal
1. Press the € function key
(or the TRANS softkey).

2. Dilthe number.

3. pressthe € function key
(or transfer softkey), and
hang up.

Cancel key: cancels current
action

Transfer & Conference key:
pressing once starts transfer,
twice starts conference

0

Make a Call Using the Directory:

L Press the MENU softkey.

2. Pressthe DIR softkey

3. Enter the first leter of the
name using the keypad

4. Use the Arrow keys to find the

5. Press the DIALsoftkey.

Make a Three-way Call

While on 2 call

1. Press the G function key
twice (or CONF softkey
once).

2. Dial the second number.

3. Announce the call.

4. Press the @@ function key,
once (or the CONF softkey)
to join the parties.

Redial key: displays st of
recently dialled call; can also be
used to dial from a displayed list

Message key: accesses your
voicemail

0

Mute a call
While on a call press the @
function key to toggle between
turning off and on the microphone.

Retrieve a Messags

1. Press the €2 function key.

2. Follow the voice.
instructions.





image114.png
@Academy

Your Guide to

Continuous Performance
Management (CPM) —

Ratings Explained:

Designed by: Kaisee Chengapen-Joshi

Learning & Development Manager




image115.png
CPM- Appraisal: Ratings Explained @ ACCldemy

The following table has been designed to give you guidance on the ratings within the Continuous Performance Management- Appraisals. Please refer to this
table to rate your Appraisee as accurately as possible to give them a good indication of how they performing within each areas appraised. (Remember the
ratings are not a reflection of them as an individual but of their performance)

Rati that have been shown

V' All set targets have been achieved and exceeded- the individual is doing exceptionally well and have demonstrated
achievements beyond your expectations
The individual is demonstrating clear collaboration at all times in being outstanding and stands out of this area of
achievement for all good reasons
Impress others around them within this area of achievement and motivate others to take their approach
Self-driven within this area and is constantly scanning ‘how to do things even better’
The individual also demonstrate proactive interdependent working relationship (taking the ‘WE' approach)
1 Demonstrate confidence within this area and is able to explain their actions supported by evidence- the have assessed
the risks prior to their actions and have measures in place to minimise any risks.
They bring new ideas to you within this area to continuously improve
Demonstrate excellence in the relevant area, and exemplify
©  key components of Walsingham Support Values
critical thinking
effective reasoning
clear communication

<

PARNRRY

<<

(Outstanding)

*

foster admiration among colleagues, and
Model high performance standards. -/!

©coo0o0o0o0o0

Ratings explained 180218 V1.0 1lpage
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CPM- Appraisal: Ratings Explained @ ACCldemy

Criteria that have been shown

v The individual is performing well and meeting your expectations within this area

' They are working well as part of the team- they demonstrate teamwork and good collaboration within the team within
what you have requested (could improve on initiatives and on being proactive)

¥ The individual still need guidance from you within this area- they require coaching and steering to achieve their
objectives

' They have the will but you can clearly identify they lack knowledge and skills to be outstanding within this area- you

have to recommend the appropriate training

They demonstrate a positive approach in trying new ideas proposed by you

They lead the team in effort and enthusiasm, but can be mistake prone and lacks the know-how to always make the

right moves, which is why they would benefit most from a guided development approach.

2 ¥ They need more coaching to get to an outstanding level.

¥ In highly independent environments they might struggle, but with the right guidance they have potential to become an

all-star.

You will be able to recognise the following skills:

Determined

Passionate

Confident

Willing to learn

Raw

Inexperienced

Awork in progress

AN

(Good) |,

©coo0o0o00o0

Ratings explained 180218 V1.0




image117.png
CPM- Appraisal: Ratings Explained @ ACCldemy

Criteria that have been shown

' Within this area, the individual possesses high levels of skill but has lower levels of will than expected
' You have taken steps to understand where the lack of will comes from and then work against that to motivate the
3 individual within this area

You are asking whether the issues identified are lowering their will, and if so, how they can be resolved.
You know that the individual has clear potential and still be an asset within the relevant area
You might recognise the following attributes within the individual within the relevant area:
Knowledgeable
Experienced
Competent
Able
Reactive
Low motivation

AN

(Requires |
Improvement)

0co0o0o00 o0

¥ They are not performing as well as they should have within this area
' You have told the individual how they must improve- you have describe exactly what is required of them to improve
and what steps they should take exactly to improve
They could seem disengaged or lost within this area
You are making clear what your expectations are within this area- this means being clear about how they are falling
(inadequate) |  shortand what they need to do to improve

' You will also be trying to kick-start his motivation- describe the situation when they are operating as expected within

this area

[ J ' You might recognise the following attributes within the individual within the relevant area:
Low passion
Low skill
Low morale
Low competitiveness

4

o
o
o
)

Ratings explained 180218 V1.0 3lpage
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File Message Help Q  Tell me what you want to do

(I v B Archive B Move~ e) Reply <€) Reply Al —> Forward | 57 =Ev F > ,O Find /@ Smart Lookup A’)) Read Aloud O\ Zoom | °°°
5]
RE: CA
Victoria Evans €) Reply | % ReplyAll | —> Forward
To Linda Gigg; Estelle Scoulding Mon 22/06/2020 14:56
HiLinda,

I have a call with Estelle tomorrow morning so will just review the points and we can discuss these. | feel a performance plan is the only real way we can go, however, | do want to investigate any support for
the points raised around dyslexia and paperwork issues.

1 will give you a call then Linda after we have discussed.
Vikki

From: Linda Gigg <Linda.Gigg@walsingham.com>
Sent: 18 June 2020 09:29

To: Estelle Scoulding <estelle.scoulding@walsingham.com>; Victoria Evans <Victoria.Evans@walsingham.com>
Subject: CA
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Hi both,

| discussed with CA my concerns about his refusal to complete some tasks. He said to me he was not asked to do the first aid boxes, so there and then, | went through the procedure and showed him exactly
what needed to be done.

With regard to the key worker reports, he says he finds paperwork difficult because he has dyslexia. | asked him why he has not declared this before and he says because he thinks he will loose his job. | said
why not declare at interview he said the same thing, | said in all your supervisions, all mangers, have documented their concerns around the paperwork side of the role. He says he feels embarrassed and
ashamed as in school he had to have extra time and support and was teased about it. Is there help we can offer?

Regarding the wakeful shifts , he was asked to come to Fuller Street to do the wakeful shifts and pick up day shifts if he could. He says he never signed a change or different contract.

We discussed his comments around race and prejudice and has agreed to keep his personal views to himself and not discuss in a professional work setting.

All the above has been documented in the supervision notes and both of us have signed and dated them.

I informed him , he would be on a performance plan. He was not happy but could see why this was going to be the case.

Can we discuss a way forward please?
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Cofion Cynnes | Kind Regards

Linda Gigg

Rheolwr Ardal | Locality Manager
Ffon|Tel: Direct Line 01792 864011
Ffén symudol | Mobile: 07951 531 541

E-bost | Email: linda.gi walsingham.com
Oriau gwaith | Work hours : Dydd Llun - Gwener 9yb — 4.30yp | Mon-Fri 9am-4.30pm

Follow us: num
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Performance Management

L Victoria Evans
To Linda Gigg

Continuous_Performance_Management_Supervision_Form.docx

.docx File

HiLinda,

€ Reply

CPM-Ratings explained.pdf
we ] pdf File

Please find attached, as discussed previously, performance management guidance.

| would advise If you go through the supervision form with Carwyn, and advise the targets at the end with timescales clearly defined to him.

Once the deadline is met, the review will take place of his performance and we can take formal steps at that point if he doesn’t meet the requirements.

Hope this helps.
Vikki

Victoria Evans
HR Advisor — Wales

Email: Victoria.Evans@walsingham.com

Address: Forge Fach Resource Centre, Hebron Road, Clydach, Swansea. SA6 5EJ

Working Hours: 08.30am to 16.30pm (Monday to Friday)

%) Reply All

—> Forward e
Tue 07/07/2020 14:29
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Private and Confidential

Victoria Evans
To. matthewmegrath323@yahoo.co.uk

@7 mesage s sen it igh imporanc

© Reply | € Reply Al

Walsingham pension scheme (From staging datel (ORAFT) 30-7-13docx || () Walsingham pension scheme.pdf .
13468 v seke
Stater Declaraton and Payroll Adjustments.doc o [[R) staf Charer par .
ke ] 16568

fm Noxtof Kin fomn.docx

PS Support Worker Driver April 2015.doox

Good afternoon Matthew,

Please find attached cover letter and statement of particulars for your perusal. | have also attached your new starter documentation for you to review and complete.

Please can you sign and return all documentation, once reviewed, at your earliest convenience. | can then ensure we have allof the correct details to enable us to add you to our payroll sy
your records accordingly.

Should you have any queries, or any issues with completing the attached, please do not hesitate to contact me.

I would like to take this opportunity to wish you the best in your new role here at Walsingham,

d regards,

Vigtoeia________________________________________________________________________________________
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JD Support Worker April 2015 docx Code of Practice in English - Wales (Apr 2017) pdf
54 KB 81K8

Expression of Wish Form.pdf Equal-Opportunities-Form.pdf
J5
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Expression of Wish Form pdf
55 KB

Welsh Language Monitoring Form.docx
107 KB

1. Statement of Particulars.pdf

Equal-Opportunities-Form pdf
214K8

1a. SoP Cover Letter.pdf

Walsingham Postponement Letter.pdf
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‘Walsingham Support is committed to ensuring that the people we support receive the highest quality of
support, and firmly believes that this can only be achieved by having well trained employees who have
the skils and development to work effectively. Our learning & development (L&D) programme aims to
‘ensure that we all have the necessary skils and knowledge to achieve this aim. AS an organisation
‘committed to personalisation we seek to involve the people we supportin the leaming and development
of all our employees.

SecTion1
INDUCTION

Upon joining Walsingham Support all employees will be given a company induction and workplace
induction relevant to the role and place of work to which they have been appointed. A workplace.
induction must also be given to existing employees transferring to another location or gaining promotion
within the organisation. In all cases the immediate line manager i responsible for ensuring that an
induction is given and allrelevant induction work is completed. Induction should be completed within the
first 12 weeks of employment.

‘The Induction currently incorporates the Care Certficate (CC] for employees working in services and the
CC completion must be confirmed to L&D to be kept in employees’ personal files.

‘Alongside the Induction programme, Walsingham Support has a training menu, which outiines a number
of L&D iniiatives i place to support employees within the organisation. Upon appointment the line.
manager is responsible for discussing with the new employee the support that is equired i order for
them to fully undertake their role.

In most instances this will require some L&D and this should be prioritised and completed within a year of
‘appointment to the role. This should be monitored through Supervision, Initial Review, and then annually
through individual Annual Performance Reviews. Individual employee’s L&D needs should be reviewed
with their line manager within the Annual Performance Review procedure every year. In addition to this,
developmental needs should be reviewed following a transfer or promotion.

SecTion 2
CANCELLATION POLICY

Ifa delegate is unable to attend a training event, the L&D Assistant must be informed at the earliest
‘opportunity (including sickness on the day of a trining event). Ifa place on a training event is cancelled
atleast 2 weeks before the event is due to take place there will be no charge. Ifa place is cancelled
within 2 weeks of the event a charge will be made unless the cancellation s due to a resignation,
suspension, disciplinary issue or an emergency situation. Each emergency situation will be dealt with
individually. if an employee arrives late for a training event the person leading that event will have the.
final decision as to whether the individual can join the session. A full charge will automatically be made
for employees who have been refused entry to the training event due to late arrival.
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SECTION 3
'EVALUATION OF LEARNING & DEVELOPMENT (LED) INITIATIVES

Evaluation of L&D intiatives is an essential part of the process. A number of methods are in place to
ensure that

+ Employees know why they are attending a particular L&D event Managers will complete 2 pre-
training form with the staff at least 2 weeks before the training.

+ Employees review the impact that the L&D event has had on their performance in the workplace.
Managers will complete a post training form with the staff within two weeks after the traning.
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+ Employees provide feedback through evaluation sheets at the end of the training session.

 Faclitators provide detailed feedback to the organisation.

+ Managers will complete the Line Managers Feedback form within 2 months of the initia staff
training.

+ Acopy of all evaluation form is to be sent to the L&D, These will be monitored and action taken i
evaluationis poor.

secTiona.
EXTERNAL COURSES

I addition to those L&D events arranged directly by Walsingham Support there are also a wide variety of
‘externally provided training, which on occasions it may be appropriate for employees to attend. Such
courses may cover specialist areas, which enable employees to meet with employees from other
organisations or simply may be more accessible than courses provided by Walsingham Support.

‘The relevant line managers/budget holders must approve allcourses. Funding for external courses will
be at the discretion of the line manager and will be dependent upon development needs and budgetary.
constraints.

Attendance on all external training events MUST be nofified to L&D to ensure the employess training
history is kept up to date.

Where the cost of the event/course exceeds £100, it must be authorised by both the 15t and 2nd line:
managers prior to a place being booked

‘Where Walsingham Support funds an employee in undertaking a course or qualfication, it is important
for the employee to note that by accepting funding they take on a contractual obligation to repay the.
money in full, should they leave the organisation within a year of completing the course. Additionally,
should they fal to complete the course without prior agreement or fail because of their personal
behaviour (L. non-attendance), they will also be liable to repay the fees in ull, and could also be subject
to disciplinary action.

‘The Repayment Undertaking form sets out this obligation in more detail, and should be signed and
retained within the individual’s training record, and a copy sent to HR for the employee file before any
fees are paid.

n all areas where employees apply for funding for external courses, the line manager must give fesdback
to the employee of both the outcome and the rationale for the decision. Other than in exceptional
circumstances, applications for external L&D events commencing prior o the employee’s successful
‘completion of their nitial Review period will not be considered.
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Walsingham Support Competency Framework @ Achemy

Welcome to your Walsingham Support Academy Competency Framework.

At Walsingham Support we believe everyone has the potential of acl
Competency Framework that will help you keep track of your acl
knowledge, skills, and behaviours you will need wi

ving beyond excellence and to help you in doing so, we have designed a robust

vements and aspire you to exceed those. A competency framework defines the
on to do your work.

in the organt

We are delighted to have you as part of the Walsingham Support team and we would like to take this opportunity in sharing with you, our expectations of
*how you do your work’ by describing our competency framework to help you succeed within your role.

Our Competency Framework is made of 2 parts as detailed below:

1. Core competencies- These are a set of behaviours that have been derived from the organisational values

2. Grade specific competencies- These are sets of behaviours that have been designed from each role’s job description. Each set of competencies
accumulate as the grade progress to higher grades

You will be able to recognise the set of competencies applicable to your grade by following the instructions below:

—

— e

Core
competencies
(applicable to
all grades and
job roles)

Your grade
specific
competencies

Your role
specific
Competencies

Your line manager will make use of this document at every supervisions and appraisals but we strongly recommend you personally use it on a daily basis in

cross-checking how well you are doing against each competency and where more input is required for you to improve. This will underpin your learning and
development pathways for a successful career with Walsingham Support.

We wish you success in your role and if you would like support with any of the content within this document, please contact your WS Academy team via
email at: kaisee @walsingham.com or by phoning: 0208 343 5605




image11.png
YOUR

o WALSINGHAM
MANAGER’S SUPPORT
GUIDE TO:
WALSINGHAM

“The scariest moment s ahvay ust before you tar - Stzphen King
Manager's Name:

Employee Name:

Employee Role:

Department:

Start Date:




image12.png




image13.png
Responsibility




image14.png
ot -l




image15.png




image16.jpeg




image17.jpeg




image18.jpeg
RN

Py




image19.jpeg




image21.jpeg
WALSINGHAM
SUPPQRT Everyone is different




image22.png
YOUR GUIDE TO

SUCCESS WITH WALSINGHAM
WALSINGHAM SUPPORT- [REasaY

WALES OFFICE STAFF

NEW STARTER: Insert name here.
LINE MANAGER: Insert name here

START DATE: 00/00/2017

EXPECTED END OF PROBATION DATE: 00/00/2017
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