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1 Be able to review and evaluate an organisation’s approach to talent planning.

The purpose of talent planning is to attract, identify, develop, engage, retain and deploy those individuals in an organisation who are considered particularly valuable. When this is achieved
strategically, a high-performance workplace can be built alongside a learning climate, employer brand and diversity. Workforce planning is a core business process aligning people strategy
with the changing needs of the organisation. Workforce planning can provide market and industry intelligence to enable organisations to highlight challenges and issues and prepare initiatives
which will contribute to long term goals (CIPD, 2021). Bluestone undertakes a number of talent planning activities in line with its number one people strategic aim — to attract and recruit
individuals that enable us to build a skilled and competent workforce (EV5). This begins with employer brand and advertising the business as an employer of choice — the business initially
carried out an internal perception survey (EV22), rather than purely defining the brand, efforts were made to understand the reality in the organisation. The brand is also advertised via our
social media platforms (EV21). All our social media posts direct potential talent to our website, where all our vacancies are advertised with a simple application process. EV11 demonstrates
Bluestone’s approach to succession planning based on our top performers and identifying our underperformers. This is one method of identifying potential talent requires and future skill
needs. Other methods include reviewing the direction of the business — for example during the pandemic, the business moved to being a cashless site. We had 3 employees recruited purely
to manage the cash office — and these roles were no longer required. Bluestone is committed to retention of employees via a number of activities — building employee engagement, reward
and recognition, recruiting the right employees, an engaging onboarding experience, professional development, ensure employees want to be part of the culture, manage to retain, focussing
on wellbeing to prevent burnout. Bluestone strives to maintain engagement from recruitment through to onboarding by providing through induction and initial training (EV18), ongoing 1:1
conversation, coaching and feedback (EV8), training and development (EV19), (EV12), (EV13), (EV14). Bluestone is also committed to workforce planning both internally and externally. EV1
demonstrates an external data review of risk of loss of talent due to a competitor opening in the local area — by reviewing the demographics of our workforce in terms of living in close proximity
to the competitor. Internally, EV2 and EV3 is a review of demographics of both leavers and current workforce according to sex, age and length of service to enable us to plan strategies in line
with what are our target markets are for recruitment and what is the available recruitment pool locally.

Succession planning is essential for long term success of an organisation, and a basic definition is the development of talent to move into leadership positions, should they depart. For effective
successful plans, it is vital to understand the skills and performance levels of employees within the organisation. At Bluestone, following a recent change in our performance management
framework, it required us to score our employees based on levels of performance in categories of A’s — top performers going over and above, B’s — acceptable performance, C's —
underperforming (EV8), (EV11). For the A’s identified within the organisation, it was necessary to develop a succession plan, as these individuals are the ones ready to develop and progress.
It is also necessary for business continuity. Bluestone retains skills matrices based on performance, and succession plans are used in conjunction with workforce plans. Succession planning has
become key at Bluestone, whilst we navigate through a recruitment crisis, attracting talent has become even more of a challenge. This has resulted in a real focus internally and developing
and promoting from the home-grown talent pool. Bluestone have found this beneficial as there is already organisation-specific knowledge in business-critical roles. We have also found that
our investment internally to succession planning and having open conversations with teams about succession plans for them personally, it has supported the retention of talented individuals
as they are aware of the opportunities ahead of them to progress their careers. Following the pandemic, it has become even more central to our internal talent management efforts. Bluestone
has also seen changes in succession planning consideration, where individuals may wish to move sideways into a different department or role in order to gain experience, and due to the
recruitment challenges, this has particularly helpful. We have also introduced secondment opportunities to support this and provide wider development opportunities (CIPD, 2021). EV20
demonstrates a slide show of current organisation structure, which was recently collated, identifying requirements and equally roles which were surplus to requirements. Bluestone would
also benefit from doing external data for example local demographics around age profiles, those available for work, those in employment particularly in the hospitality industry, our competitors
and their offerings i.e., pay/benefits.

Our succession plans, identify those individuals who are high performers with potential to develop into more senior positions, and also highlights the time scales which their seniors believe
they will be ready for this progression (EV11). These structures have been compiled with the Director of People Services, myself (People Services Manager) and the senior management within
departments, aligning it with a traditional highly structures and top-down succession scheme by identifying internal successors and planning their career pathways. However, according to
CIPD (2021), given the current labour market having growing uncertainty and the increasing speed of change, this type of succession planning has declined due to a number of issues. One
being that it does not do enough to take into account of non-managerial positions, despite many roles being crucial to the future of the business or aligning to the future needs and potential
roles with the current pool of internal talent we have. Currently, where a brand-new role is identified, we tend to seek talent externally, however where possible more could be done to
forecast these roles and develop our internal talent pool as part of our succession plans. It is also important to note that for some roles, particularly senior positions, recruiting externally for



new ideas and approaches can be important. Gaining a balance between external recruitment and internal development is key. Retention is a current concern for the business, and succession
plans could do more to support this with identifying potential opportunities and ensuring employees are aware of these during their performance conversations. Consideration should also be
given to organisation structure — as they are becoming less hierarchical with fewer management layers which is the case at Bluestone. Previously, it is assumed during succession planning that
employees want to make upwards moves. However, a sideways move into a different department or role, even without compensation, is what employees seek for gaining experience.
Bluestone could explore this further, by opening up succession plans to all levels of the business and having succession conversations during all performance conversations and allowing
employees to identify for themselves their aspirations, in a supportive learning environment. It could also be explored further by having a qualification matrix, to understand the internal pool
of talent (CIPD, 2021).



2 Be able to recommend ways to improve an organisation’s approach to talent planning.

There are a number of considerations to Bluestone’s current approach to talent planning. Firstly, workforce planning is often triggered by a specific event, which is certainly true for Bluestone.
Following the pandemic, and within the current recruitment and retention crisis, Bluestone was forced to come up with innovative ways to address this. One of these was to carry out reactive
succession plans, to identify internal talent to develop and plug the gap of our resource challenges, and talent planning to look externally at attracting key people. Bluestone would benefit
from broader workforce planning, to avoid reactive hiring and firing responses and neglecting long term investments such as skills and development. To address this, the recommended
solution would be to identify both a strategic workforce plan and an operational workforce plan. Bluestone’s strategic plan would align to the business strategy addressing internal business
drivers, goals, external environment developments which would impact upon the business. This would need to be a 3-5 year plan, identifying critical job roles and capabilities needed to meet
goals of the future. Operational planning is more short term i.e. 3-12 months and will be more focussed on skill gaps, requirements for immediate needs and processes involved e.g. recruitment
and training. The strategic direction of the business is often created and discussed within the board, and often not shared in detail to those responsible for delivering strategic objectives. This
is essential to workforce and talent planning. Bluestone would benefit from a shared strategic direction, to enable timeframes to be identified. During the pandemic, the ways of working has
also been highlighted i.e., working from home, flexible working arrangements. These working conditions are now often sought after by potential talent, therefore considered and co-ordinated
approaches to resourcing is evident taking into account a holistic view of the individuals. The needs of our customer base have also changed and workforce planning should account for this
i.e. a high number of our customers wish to make and manage bookings online rather than utilising our contact centre, this is likely to increase over time.

As previously mentioned, due to the recruitment and retention crisis, Bluestone has experienced a number of resource challenges. Some recommendations are required to address shortages
or even skill mismatches, and prior to this the needs gaps and action areas must be identified. Following this, Bluestone could implement an action plan selecting the priority critical gaps,
identifying actions and prioritising actions. Bluestone would benefit from planning for greater flexibility, which has been evident in how we have had to respond to uncertainty. Across a range
of tasks such as recruitment, training — functional flexibility can be applied for example though multi-skilling. Flexibility could also be applied to contracts of employment e.g., temporary,
seasonal, zero hour contracts which offer flexibility around the numbers employed. And in regard to working time. Another consideration is talent flexibility, whereby alternative education
pathways can provide varied sources of talent with varying characteristics. Bluestone could explore this further and continue to encourage professional development, creating opportunities
for skills and knowledge to be developed through innovative methods e.g., secondments, projects, deployment. Lastly, adaptive flexibility, whereby management pay attending to individual
development within their team and involvement them in change management. This results in employees who are in touch with the changing business needs and are more readily able to
adjust as they have an understanding of why change is being made (CIPD, 2018).

Attracting talent is a key area in which recommendations can be made. To attract the best talent to Bluestone, our employer branding will significantly impact on our ability. This is particularly
challenging following the pandemic where it has been required to make difficult economic decisions which may impact on business reputation. Resource should be invested in the overall
image of the business for example identifying unique employee benefits and offerings. Corporate responsibility is another factor influencing brand, and a topic where a high portion of younger
talent is passionate about, therefore enhancing this aspect of our brand can also widen the pool of potential talent. To support this, considered and well embedded policies on diversity and
inclusion can equally widen the pool of talent to attract. This can be achieved by the business increasing its social media presence with positive employer image content. Identifying talent is
another key area, Bluestone has faced a number of challenges and for a period had a recruitment freeze. However, more could be done to understand any under-utilised talent within the
existing workforce to fill skills gaps and critical roles. Identifying such talent can be achieved through various methods including mentoring programmes and performance reviews. Internal
talent is already culturally integrated and aligned with the business values and objectives and may be willing to move sideways into alternative roles as opposed to purely progressing upwards.
Developing the identified talent, and also the recruited talent, ensuring they continue to develop the necessary skills and experience to achieve their full potential whilst working for Bluestone
is key to talent planning, succession planning and resourcing. Due to the pandemic, a number of people activities were deemed non-essential for example training and development initiatives,
however it is recommended that Bluestone implement skills programmes, professional networking and secondment, encourage a climate of continuous learning. Investing in skills training,
will result in developing the workforce strengths. Another key factor is ensuring talent is engaged. There are a number of activities that fall within engagement, for example Bluestone must
be sure to offer career support and support professional development, alongside innovative ways to bring out the best in the workforce. One consideration could be providing a dedicated
channel to raise ideas or express concerns and demonstrating that these are being listened to. It is also recommended that wellbeing programmes providing the right support alongside a
healthy work life balance will also add to employees feeling valued to perform better. Another recommendation is around motivating talent, which is closely linked to employee engagement.
Succession planning can be key here, in demonstrating opportunities for all employees to develop and grow. Retention is another key factor in talent planning and is equally key to business



success. Bluestone must ensure that the talent planning strategy not only focusses on recruitment initiatives to attract potential talent and recruit them, but also retaining them.
Recommendations could include competitive benefits, a positive working environment, wellbeing is highly valued (Morris, 2021).



3 Be able to contribute to people resourcing activities.

The specific resourcing activity to be discussed is recruitment, which is required when either a new job role is created within the business, or if a current member of staff leaves the business.
Prior to carrying out any recruitment activities, a number of considerations must be given, including determining that there is an actual need to recruit i.e., could the tasks be distributed to
other existing members of staff, and if it is determined there is a need for a vacancy — what skills and experience are required. In order to obtain this information, Bluestone undertakes a job
analysis, collating information from varying sources i.e., duties, responsibilities, performance requirements and requirements of education and experience. If the job is an existing job, then a
large proportion of information will be obtained from current role-holders. On this occasion, it was identified that due to a restructure in the People Services Department, and due to a change
in our learning and development offering moving to an e-learning platform for a large portion of our training, there was a need for a new role in the department — Learning and Development
Coordinator (EV23) (Taylor and Woodhams, 2016). Once the role has been identified, the hiring manager is responsible for collating the job description which is then sense checked by the
people services team. The job description is one of the key documents in recruitment and selection, and ongoing though performance management. EV25 is a job description written by me
for the role and submitted as part of the business care for approval by the board (EV23). EV24 is an email to our Talent Acquisition Manager — agreeing roles and responsibilities. Our Talent
Acquisition Manager will advertise the vacancy and the hiring manager is responsible for screening, interviewing, providing interview feedback and rejecting or progressing candidates. The
main organisation policy and procedure to adhere to when carrying out recruitment activities is the recruitment and selection policy (EV26). The internal policy outlines the roles and
responsibilities of those involved in the process, alongside the procedure and compliance/noncompliance issues. It also highlights our code of practice. The other policy to consider is our equal
opportunities policy, which applies to applicants as well as current employees, ensuring non-discrimination and equality of opportunity. Legal requirements of recruitment and selection are
the basis for our policies and procedures, but also need to be considered when carrying out activities. The Equality Act 2010 outlines that there is a legal responsibility for employees to ensure
that no unlawful discrimination occurs during the process based on any of the protected characteristics. Legally, considerations also need to be given on how employees are inducted, alongside
checking their right to work in the UK and issuing a contract of employment. Employers also have a responsibility to ensure fair access to opportunity by considering advertising methods to
target a diverse population and offering provisions during application and selection (Taylor and Woodhams, 2016).

Following completion of the job description, the next stage is to identify appropriate advertising methods. Bluestone utilises its website for advertising positions and all applications are made
online. On occasion, depending on the role, we will utilise other advertising methods such as local radio, job centre, employment agencies and education services. On this occasion, it was
sufficient to advertise via the website and job centre, utilising social media for promotion. Other methods often come at a cost; therefore, it was decided that we would review the number of
applicants via these channels in the first instance. Following this, applications are received which require screening. In accordance with our service level agreements, screening is done within
two weeks of receiving the application. The screening is a review of the CV and covering letter in line with the job description. This is also done via our recruitment system, and | identified
those individuals required for interview. Prior to interview, a review of the interview form is required ensuring it matches the job description and requirements for the role, alongside relevant
scoring criteria. It is also necessary to identify the interview method, and due to the pandemic, these have predominantly been online. Interviews are organised and HR are present to take
notes and be impartial, supporting the scoring criteria. Following on from the interview, | inputted the feedback onto our recruitment system, identifying the unsuccessful candidates. Once
the successful candidate was identified, the recruiter information is collated i.e., the rate of pay, the agreed start date and time, the line manager. These are then used to create a contract
which is sent prior to the start date. References are also requested in line with our company policy alongside carrying out right to work checks. The required objective was to secure a candidate
for a newly identified role, and this was achieved. Bluestone has a robust recruitment process, supported by a clear policy and procedure offering guidance. We also have the benefit of an
online system, which sends hiring managers reminder emails to notify them when they have a specific action to undertake on the system i.e., screen an applicant, schedule an interview. The
system also sends out automatic notifications and communications to candidates i.e., their interview information, their contract etc. Due to the volume of recruitment and applicants, this
allows Bluestone to be efficient and apply resource to other elements of the recruitment process i.e., attracting talent via social media platforms or inducting employees. The service level
agreements outlined in the recruitment policy were adhered to. Consideration could have been given to the advertising methods utilised, as the basic methods were chosen, however, to
widen the pool in an attempt to attract a more diverse candidate base, other methods of advertisement could have been considered.
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Jessica Krelle
To Debbie Rainbow
Cc Stuart Jaynes

ﬁ Roles.xlsx
X v
26 KB

Hi Debbie

6) Reply <€) Reply All

—> Forward oo

Mon 22/03/2021 22:54

Please see below data requested RE potential jobs at risk considering the Celtic Manor hotel at Milford Waterfront. | have

attached the raw data but below is an overview. | have included employees in Milford Haven and surrounding rural areas
up to and including Haverfordwest town. This includes 50% of our housekeeping assistants! Let me know if | can provide

any further info.

Roles People Percentage of current employees in role
Food & Beverage
Chef 12 55%
Assistant 25 43%
Kitchen Porter 3 27%
Supervisor 8 57%
Housekeeping
Self checker/Senior Self Checker/ Team Leader 42 62%
Assistant 100 50%
Supervisor/Senior Supervisor/Management 13 52%
Other
Security Officer 9 43%
Guest Services Officer 12 67%
Guest Services Supervisor 2 40%
Sales Consultants 4 19%
Maintenance 7 25%

Areas - Milford Haven, Neyland, Haverfordwest and surrounding rural areas.



Evidence 2 EV2

iucy LoLIc

Analysis of Leavers — as at 315" August 2021 18

|Analysis of Leavers - Last 12 months ByLength of Service
|31-Aug-21 Female Im-lyr  dyr-2yr
Housekeeping f 168] 145 [ 2 24% 235 21% [ 2 5% 13% 11% 71%
Food & Beverage 58 57% 43% 1% 7% 19% 60% 5% 26% 23% [ a1%
Retail 3 0% 100% 33% 0% 33% 33% 0% 33% 67% 0%
Activities 9 24% 56% 33% 0% 22% 44% 11% 33% 0% 56%
Entertainment f 7l FEr szl ass 29% [ ol 29%[ o[ 14 29% [ 71%
Christmasland [ of 0% [ 0% [ 0% [ %[ 0% osf 0% [ [ o 0%
Bike Hire 1 100% 0% 0% 0% 0% 100% 0% 0% 0% 100%
Spa 1 s oxf 100%[ o[ sl 1%l 735 o[ 22% [ 33%[ 24%
Blue Lagoon 31 74% 26% 13% 3% 35% 48% 6% 42% 29% 23%
Security a 100% 0% 0% 25% 0% 75% 0% 0% 0% 100%
FOH f sof 20% [ so% [ 0% ol 10% [ so% [ o%[ ol 105 [ 90%
Finance i af ox[ 100% [ os | os [ osl 100% [ o[ oxl 25% 75%
Commercial 1 0% 100% 0% 0% 0% 100% 0% 0% 0% 100%
Environmental f 1if  100x[ osf 0% ol ox  100%[ 0% (14 ox[  100%
Directors f 2 ox[ 100% [ o[ ol oxl  100%[ osl ol ol  100%
HR 0 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
m 1 of o[ os [ os [ o o os o o o[ 0%
Maintenance i 14 100% [ osf 33%[ ol ox [ szl 0% oxl o 100%
Blue Lagoon Technical Services f [ 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
sales sf 20% [ a0x [ 0% 0%l 20% [ sos[ 0% 0%l a0% [ 60%
Marketing 2 50% 50% 0% 0% 0% 100% 0% 0% 0% 100%
Overall 321 103 218 62 47 63 149 14 56 55 196
100% 32% 68% 19% 15% 20% 46% 4% 17% 17% 61%

* Al Lanusre inrluding camennnl and diemicesd




EV3 Workforce demographics
bluestene

Analysis of Headcount — as at 31 August 2021 19

|analysis of Headcount By Sex By Length of Service
1 Male Female <6m 7m-1yr 1yr-2yr
Housekeeping 275 22% 78% 25% 10% 13% 52% 4% 6% 7% 83%
Food & Beverage 103 70%[ zo%[ a7l 2% 17%[ zaxf 27%[ 275 12%[ 34%
Retail 18 33% 67% 33% 0% 6% 61% [ 0% 28% 1%l £1%
Activities 40 50% sox[ 45% 0% 13% 43% 15% 38% 10% 38%
Entertainment uf 36% [ 64% 9% 9% [ os [ s2%f ox[ oss[[ 18% [ 82%
Bike Hire 4 100% [ 0% 25% 0% 0% 75% 0% 25% 2% [ 50%
Spa 22 0% 100% 36% 0% 9% 55% 5% 18% 18% 59%
Blue Lzzoon 41 se%l 44% 49% 7% 10%[ zasf 22% 1% 10% [ 27%
Security 21f s0% [ 105 [ 10% [ oxl 1a% [ 765 0% os [ 5% 95%
FOH 23 22% 78% 26% 9% 0% 65% 0% a% 22% 7a%
Finance sf 335 67% 11% [ ox[ 11%[ 7a% [ 0% o[ 1%l 89%
L
Commercial 2 oxl  100% 0%l 0%l oxl  so0xf o% os [ ok  100%
Environmental 9 78% 22% 11% 0% 0% 89% 0% 0% 0% 100%
Directors sf 38% Z 4 13% [ 13%[ 13%[ 63| 0% ol 13 [ 88%
HR 16f Eivad so% | 6% ox [’ 6% ssxl 0% os | 13% [ 88%
IT 1 82% 18% 0% 0% 9% 91% 0% 0% 0% 100%
Maintenance 27 s3% [ 7%l 15% 7% 7% 70%[ o%[ o[ a%[ 96%
Blue Lagoon Technical Services Eld 100% [ oxf o% ! ox [ 0% 100% [ 0% o ox[ 100%
Sales 20 30% 70% 15% 15% 0% 70% 0% 0% 10% 90%
Mark 15 33% 57% 7% 0% 13% 80% 0% 0% 7% 93%
loveran 578 250 =8 1% L5 (] 268 3 L] 52 o3
100% 41% 59% 28% 6% 11% 5% 8% 13% 9% 70%
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Recruitment - Applications 20

July 2021 - 155 August 2021 - 106 Recruitment Activity

Active candidates (52): Active candidates (73): . Door drop went out — increased traffic /

. 12 in Screening . 37 in Screening amount of applications

. 36 New Starters . 17 in Interview Feedback

. 4 in Interview Feedback . 19 New Starters . Two open days held resulting in further

applications

Withdrawn candidates (32): Withdrawn candidates (14):

. 24 at Screening stage . 8 at Screening stage . Advert in Western Telegraph

. 2 in Interview Decision stage . 2 at Interview stage

. 4 following being offered a job . 4 following being offered a job . Adverts on Radio Pembrokeshire

. 2 after accepting their offer

Rejected candidates (19): . Posts on social media

Rejected candidates (31): . 15 from initial screening

. 22 from initial screening . 4 following interview . Kickstart Cohort 2

. 9 following interview

Applications by Dept - July Applications by Dept - August

M Blue Lagoon

M Blue Lagoon .
M Entertainments

M Entertainments .
M Finance

M Food & Beverage Food & Beverage

B Housekeeping

 Guest Services
B Maintenance
W Housekeeping
W Retail -
W Securit
¥ = Maintenance
W Spa

Sales
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= | blucftenc v | Bluestone
Strategic Aim 1 Attract and Recruit individuals that enable us to build a skilled and competent warkforce
Strategic Aim 2 i i Employee Reward and Recognition
Actions:
* Develon departmental retruitment plans to ensure that we have the right pecale in the business at the right time. Werk clasely with key aperational Actions:
o b . i . s e e, i oin
o creste a“Busstone Way branded an-boanéing exgenience and ensure that every new starter has the ppartusty 1o pariRate & 3 mandatory N £ fvard: by end 01
et + Toimplement control measures to nsure that we are aperating e ¢ breaks
e ) R e e the et Probtionry Peos 6 e e tarens have g e st e + et incluing staff benefis, such as Blusstans ponts, and ather reward and recognition
therole te improve reteation. Compile amings fram leavers trends and infar recruitment agproach. Lo —
= Put tagether an Annusl autresch Programime, in conjuncticn with CSR, that ensbles us ta engage with educational estabishaments and community + Continue to manage Oceupatiensl
aroups. + Manage o sacial & volunteering Events calengar on the Intranet
* Far begining of Q1, put tangets i place to messure performance in recrultment |6, numker of ap plications per vacaney, time o il vazaney, and
SUAsin service defivry Le. lime to resgond ta candidates, end to end recrutment timescales, Aalyse levels of success of
g from Reach and Faurth inge e managers
« Implement  candidate experience fredback mechanism yilising WRMRKR/Fewer Bl sutomatically via reach and analyse levels of success and areas
imprevements.
+ Continue ta ensure all 2 trainirg,
.o  devise Fen e v 2 and market us
an empkyer of choice including success staries
. : e e . -
+ o upt with the 39's standards.
i 3 29 standara the 1. *
+ Prosuce WA publications incluing the employee hansbank, benefits bankiet and Marketing materials and produets for Reeruitment, suth as videa
bic's social mecia advets ang wiitten articles working With ADi gug.
+ Utiie linked in and instragram for recrultment and sharing suezess stories
o cnsre maimum sttendance at eoch compan induction, ensuing ol new stirters sttend 3 company induction within the first 3 menths of
employment
ragesciin PageBof10
(Hn.sT-202) Creatsd: 3 019 Mot R WAIL/200 Ownor Lokl S HRST.007) Creatad: 10/1/T01 Lisk e DI Mest Maviow: 18012010 Owrer il 6
pmnpasmsmnon | hlyestone Haman Bsouress Serstapy 2020 bluestene
St ic Aim 3 Toir
Strategic Aim 4 To develop a competent and engaged workforce
-+ Tocond A survey st s year and atross the business
+ Emsure each department has an Empleyee Cngagement and Retention Plan that addresses the mais fers based o the 2019 Amnual Survey Actions
feedbark 4 T upate ol HR Palic troled) Manager Resouree Centre
= To continue promating and Facitating the onlin leaver survey and achieve a B0% completion rate, with the im of reparting biack o the Business by + Improve Management camaetency in the practical aaghcatian of al HR Policies and Procedures thiouh & range of workibops, coaching and
a mentaring sessions, antl ACAS orling maules via Flow.
+ Teathicue o 1005% rate of com pleten Return ta Work Forms and regert an same + Teersure sl HR team o i i P te date. Each
. ith Al i to review the p i hod: team member to ket a Continucs Professionsl anending, twaining
. To work with 4 Wige, arel creste and publih n anaual sacial and voluntesring events calendar for <taff and farilies — Spring, Summes, Winter, caurses (via Bt/ MUR Soictars, ACAS, CIPD ete) tn enhance knowledge and skillsct
Autun . (e the Leadership “The Buestone Way”
+ Each department to hiid an annual departmentsl team Recegnitian event - i better senvice i
. genuine intereat in ur pecpie and aroide 3 positive start to the day . lob Centre and ather isatians (inchuting ealleges & sehals) to assist with are raise cur profile s
= Toaction the Red Kite review of HR golices and procedures and create an handbaok, i lawand ‘an employer of chaice.
promoting cur eempany euture
+ Create a user iendly manager reseurce center
+ Teeestesnupto pary faruses s vl
- Offer more i working with each of the deots_in the business an have  reater dresence on ste 10 affer dra in times
tw " i o suth 23 £SR, NS, Payrell, and LED, and Marketing for recrutment campaigr, ta

ersure apt reaching 1
© Communicate sigaificant changes about business news effectively via use of the camms brief and team briefs internally
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1 PEOPLE SERVICES ACTION MATRIX 2021 Owner: Stuart Jaynes
S TOPIC ACTION REQUIRED UPDATE BY WHOM BY WHEN PROGRESS COMMENTS
1. People Strategy 2. Review Strategic Plan vs Objectives/Targets and Milestones | Following update of the action plan, revise the strategy and|S!
include Targets, KPls
2
b. Communicating & Embedding the Plan Share action plan with the PS Team and make it accessible |51
for the team to update their sections and add new actions |Team Mig 17th AUg | Meeting planned with PS team to agree matrix
5 2s necessary. ilties and share the plan. Save an x-c
2. Workforce Development Plan a. Consider against 5+ Year Master plan DAR to write paper outlining approach to be submitted to | DAR 123 July 2021
the Board
6
7 b. Structure
8 <. skills / Training Needs Analysis
s d. Talent Management / Specialist Skills
10 e. Recruitment Pipeline, including Academy
3. The Bluestone Way Performance a. Evaluation and Reporting Collating data and quality feedback and analysing to E] [ath August
Management present back to the business
1
b. Agree next steps Meet with Paul Marsh and review Strategy / KP| Tracker to | DAR w/c 19 July 2021
12 develop plan
1 c. Capture list of As & Cs by department Email issued to HODs and TLT - 30 July. s1 [w/c © August 2021
d. Capture sample of employee to understand If 1tol's have | Email issued to sample of a cross section of 20 employees - IR [w/e © August 2021
“ been held in last 90 days. 30 July sample issued - follow up with reminder 06 Au
e. Establish roll -out plan of BSW 1tol process to below TLT si wic 16 August 2021
15 (Junior Mgrs & Supervisary roles) Prioritise F&B, agree approach and dates.
. Prepare ‘user’ document for line managers to reference si 'w/c 02 August 2021 | Completed - Share for feedback 05 August, roll
16 1Tto1 Process we Sth August
7 £. Agree process to communicate and collate timely 1tol M. e 16 August 2021
18 . Set up successional planning matrix for key roles
19 . All team to have live PDP end of August RSS! End of August 2021
20 h. Review digital solution for PM framework. Explore with Flow and review. SI/IR End of August 2021
Ear o = Ammrmarh and Mavi Srane et ~tinn A DB n NAD <
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c. Corp h Standard - Gold Revalidation and Platinum |Wellbeing Steering Group to ensure the CHS standard is  |S) /AG /JR
1 Application maintained at Gold and to prepare for Platinum Revisit previous action matrix
7 8. Equality, Diversity & Inclusion 2. Policy 1o be agreed £CG Awaiting ECG Feedback B] Completed
8 b. Policy to be formally shared with the business Completed shared with HODs and via Flow
19 c. Training to be rolled out to business Training Prepared KK |ACAS training uplacded onto Flow
50 d. Senior Leadership training to be delivered Awaiting feedback from BITC re. specialist training DAR
9. Bluestone Branded Emplayee . Review all aspects of the recruitment cyle to ensure it
Experience reflects the Bluestone Brand, Core Values and Bluestone Way
i i
52 b. Review Recruitment Guides / correspandence.
Re-visit exit interview, process and data analysis. For the
53 c. Review off-boarding process |business. IR/ MG
54 d. Review template library with Redkite IR
People Services, L&D, Employee Wellbeing and agree what
metrics can be used to provide meaningful information to
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36 11. People Services - Self Service a. Review exisitng policies and required policies. IR
b. creating guidance documents
57
8 c. Resources page set up on HRHub
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Bl 12, Flexible Working a. Create guidance for flexible working JR/S)
2 b. review live examples across the business.
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55 b. recruitment campaign CR/S)
3 C. i pen evenings
57 14 Review hours. a. review of zero hour cantracts SI/IR
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Capability and Performance Pol
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Contents
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12 The Policy.

Capability and Performance Policy

14 Reviewing progress.

15 At the end of the i riod.

16 li-health.

17 Ay !
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Debbie Rainbow




Evidence 8 EVS8

0 tpe//intranet/hepublic/ The %20Bluestone %20Way/Home.acgx

b Record of conversation - Bues... (] HR Hub - Home

- ¢ | semen p-

How To Use This Library.

Ubrarles
iellbeing A-Z

Peaple Services Pobicies
Jab Descriptions

Online Forms
Advice/Guidance A-Z
Ste Pages

Manager Resource
Centre

The Bluestone Way

Usts

Social Calendar
Tasks

Training Room
Training

POD Calendar

Discussions
Team Discussion

2 Recyde 8in
2 Al Ste Content

bluestone

Our Performance Review Process

9 The Bluestone Way Employee Briefing.pdf

& The Bluestone Way Guidance Document.pdf

The 121 Process

Managers Monthly Prompts

‘ Objectives Template

‘ Conversations Tracker ‘

Goal Finder: Objectives Library

Creating Objectives: Ask For Help

Behaviour Guides

For support roles e.g. HR, IT, Sales/Marketing, Finance -

2 Business Support Behaviour Guide.pdf

For guest facing roles: Food & Beverage, Housekeeping, Guest Services,
Leisure, Spa, Retail -

@ Guest Facing Behaviour Guide.pdf

For operational support roles: Maintenance, Enviornment, Security -
2 Operational Support Behaviour Guide.pdf

For people-management roles -

2 People-Management Behaviour Guide.pdf
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Exit Interview Process

<4 res
Jessica Rainbow o 9 =

o To Heads of Department; ) Samantha Hewer; 12/11/2021
Jenna Cleevely
Cc HR Staff, © Debbie Rainbow; @ Emma Davies

@ You replied to this message on 11/12/2021 21:29.

- PS-P-052 Leaver Policy.pdf
v

384 KB

Hi All

Retaining good people has always been a primary focus for Bluestone, but even more sa in the
current recruitment environment where there is tough competition for people. Like many
businesses in our industry, we have experienced an increased number of leavers over the past 12
months and whilst we have put together a number of measures to support staff retention, there is
more that could be done.

For us to shape our strategies, we need to know first-hand why people leave our
business. Therefore, it is vital that we ask that line managers conduct exit interviews with ALL
LEAVERS before they actually leave the business.

The exit interview format has been structured for ease of use and to ensure that we can capture as
much relevant information as possible. This data will be collated by People Services and presented
back in a monthly report, detailing the key findings and trends by department, completion rates of
exit interviews vs leavers by department and so on.

Attached is the Exit Interview Policy and Procedure, and below is the link for the exit interview. This
is currently located on the HR Hub under online forms, but will also be accessible for managers on
the Bluestone Employee App, once launched.

https://BluestoneSafetyChecker.instant-insight.co.uk/app/survey?
instancekey=E4359F90430011ECACCDF23C91C1E19E

We would ask that you implement with immediate effect - please share with your direct line
managers.

Kind regards

Jessica Rainbow

People Services Manager
Bluestone National Park Resort
T: +44 (0) 1834 869900 ext 436
Bluestone Resorts Ltd

Canaston Bridge

Narberth

Pembrokeshire

SAB7 BDE

bluestone
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bluestone®

national park resort

Onboarding Bonus Policy

Jessica Rainbow

Bluestone Resorts Ltd
10/7/2021



The purpose of this policy is to set out the reward arrangements for a successful onboarding bonus
scheme.

Bluestone’s Responsibilities

All applicants to Bluestone will receive a fair, robust application, onboarding and induction process
in accordance with Bluestone’s standard recruitment practices and in line with the relevant
employment legislation.

An employee’s eligible for the scheme will be informed that this has taken place, alongside details of
the dates and amounts of reward to be made.

All eligible employees are permitted to take part in this reward scheme.
The reward
The reward scheme will be split into two parts:

Joining bonus
Employee will be issued a one off payment upon successful completion of their 3 month
probationary review.

Retention bonus
Existing F&B employees will be eligible for a retention bonus following 3 months of continuous
service following successful completion of the employees probationary period.

Eligibiltiy criteria
In order to receive the reward, the following criteria must be met:

& This joining bonus will be applicable to all new F&B employees [specify roles] employed
between [DATES].

e The one-off joining bonus will be paid after successful completion of the probationary period

¢ \Where an employees probationary period has been extended, the bonus payment will be
withheld until the probationary period has been passed

e Subject to the relevant Head of Department and Line Manager approval.

¢ Employees must be employed on a permanent contract.

¢ The employee must be employed by the business on the day of the reward payment.

e The employee must not have announced their intention to resign, either verbally or in
writing.

¢ The employee must not be working their notice period in accordance with their contract
following a resignation.

* The employee must not have any live sanctions from a disciplinary hearing.
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Subject People Review - Private & Confidential
Successional Planning Matrix A's xlsx - n!\ Performance Management Matrix Cs xisx 3 Quarterly submission -blank.xlsx v @ Organisation Structure Sept 21.pptx o
T7KB 76 KB 22KB 37K
Wi Both,
Great to catch up with you y y 1o discuss * hospitality sector (Bluestone inchuded) is seeing significant resource challenges, it is crucially important 1o retain, invest and grow our existing people under the Bluestone Way Approach. | have captured some of the actions we.
agreed:

fiM /SO Complete the ‘A" successional planning document for Duty Managers and Senior Outlet managers to map across future talent for the F&B and business.
Outlet Managers to complete the ‘A" successional planning document far their respective teams within theis own outlets.

Complete the list of C employees

RM /50 to callin Bluostone Way o submissian d had

I adition 1 have attached a copy of the business org structure, feel free to edit to capture any future pipeline thoughts and aspirations.
Il schedule a mesting within the net weeks to review, let me know if | can support in the meantime
Have a great weekend.

Kind regards

Jessica Rainbaw

People Services Manager

Bluestone National Park Resort

T- 444 (0) 1834 869900 ext 436

Biuestone Resorts Lid

Canaston Bridge:

Narberth

Pembrakeshire.

bluestene
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bevelopment Plan

(Employee)

Employee Name: Department Position Date Reason for
Unit Implemented Development Plan
Manager
Line Manager: Person Overseeing Improvement Plan:
Performance In Need of Action Required To Be Date of Date Reviewing | Date
Development Completed Progress | Completed | Manager(s)
By Review | and Noted Signature
Commentary (to be noted following each review point):
Signed: Signed:

(on behalf of Bluestone)
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HR-P-15-060

o 003 Training and Development blllcglﬁ)nc

Policy

Training and Development Palicy

Bluestone recognises that training and development is essential for all of its employees, to
support them in their job roles, to meet team goals and to meet the objectives of the
business.

‘We are committed to the training and development of all employees in line with their job
role and company objectives, ensuring mandatory and legislative training is completed as a
minimum. We will take action to train and develop individuals from the time of their
recruitment and throughout their period of employment with the organisation.

It is our policy that training and development activities will be available to all employees
regardless of job role, race, national origin, nationality, colour, ethnic ori religion or
belief, gender, sexual orientation, gender reassignment, age, marital or civil partnership
status, working patterns, or disability.

Where possible we will seek to encourage employees to undertake training which will
enhance their personal development and potential. Prior to undertaking training,
employees will be made aware of why the training is necessary and what the expected
results will be from the training. Employees are expected to participate in the evaluation of
any training they undertake to make sure it is meeting both theirs and the organisation’s
needs.

Prior to undertaking training, employees will be made aware of why the training is
necessary and what the expected results will be from the training. Employees are expected
to participate in the evaluation of any training they undertake to make sure it is meeting
both their and the organisation’s needs.

Procedure
We will:

Regularly review overall Training and Development needs in the light of changes to the
business objectives and changes in the market place, as well as specific requirements under
Health and Safety and other relevant legislation to ensure full competency in specified
activities.

Ensure that all managers are aware of their role with regard to their staff's training and
development, and that they have the skills and knowledge required to support their staff i
identifying training and development needs and to follow through with the implementation
of that training and development in the workplace.

Encourage employees to pursue development over and above their job role and to give
consideration to career development.

Page10f2
HR-P-15-060 Created: 06/08 Last Review: 02/15 Next Review: 02/17 Owner: D Rainbow

HR-P-15-060

e 001 Training and Development bluc§1011c

Policy

Allocate adequate resources to meet the Training and Development needs of individuals
and the organisation e.g. finance, equipment, time and opportunities.

Agree learning objectives for learning activities and evaluate the results.

Encourage employees to obtain formal qualifications and professional memberships, as
appropriate.

Encourage employees to pursue development over and above their job role and to give
consideration to career development.

Training Costs

We consider training to be an investment in our employees and therefore consider it fair to
request a reasonable amount of length of employment from the employee following
completion of training/learning activity.

An employee may be required to sign an undertaking to reimburse the company for all, or
part of the cost of any training programme that represents a significant investment by the
organisation.

Should the employee be provided with training in the course of employment, they
undertake that on termination of their employment for whatever reason, they may be
required to repay Bluestone as follows:
* 100% of the training costs, up to a maximum of £2,000, if employment terminates
during the peried of 12 months immediately after any training has been completed;
®  66% of the training costs, up to a maximum of £2,000, if employment terminates
maore than 12 but no more than 18 months after any training has been completed; or
* 33% of the training costs, up to a maximum of £2,000, if employment terminates
more than 18 but no more than 24 months after any training has been completed.

Thereafter, no repayment will be required.

The Company may also recover from an employee the entire costs of training where the
employee fails to complete the course. A full copy of this policy is available from the Human
Resources Department.

Page2 of 2
HR-P-15-060 Created: 06/08 Last Review: 02/15 Next Review: 02/17 Owner: D Rainbow
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&2

PEOPLE

LEADERSHIP and INSPIRING OTHERS

high level of and

In all areas of depai

for self-improvement.

setting the direction for the team(s). Effectively coaches, motivates, inspires and develops others. Takes responsibility

Negative Indicators:

Positive Indicators

Advanced Indicators

Defensive — unwilling to share responsibility for
failure, looking for others to blame

*  Communicates clear vision, direction and departmental
goals, and sets the appropriate objectives for the
management team(s) to succeed in meeting these
objectives

. Is assertive. Is decisive and takes a firm but fair stance
when appropriate

. Consistently maintains a “watching brief” over the team to
evaluate performance and development

*  Says “thank you® for the sustained efforts of the team and
gives recognition for individual contributions

Consistently applies sound judgement in making decisions, applying
the business ethics of fairness and integrity

Has a thorough understanding of their own strengths and
development needs, and those of the team

Actively coaches deputy and line managers in accordance with the
appropriate succession plans

Is seen as influential and recognised by others as a role model,
networker and achiever

CONTINUOUS DEVELOPMENT (Self and Others)
of the team members. Seeks out and actively in learning and

Behaviours and actions reflect business ethos and acts as a role model.

is p \g own and the and encourages team members to do the same.

Negative Indicators:

Positive Indicators

Advanced Indicators

No evidence of personal develop plans for self or
team members

Lack of progress made in skill development and
achievement of key targets for self and team
Does not manitor team members and feedback on
progress following learning intervention

No succession plans in place for self ar key team
members

. Has a good team structure with roles and responsibilities
clearly defined and understood by team members and the
business

s Takes ownership of own career path, seeking training,
development and opportunities in line with own career
opportunities

*  Regularly observes team members in action and is able to
provide constructive feedback on hehaviours

. Regularly holds one to one meatings to review and set
mutually agreed objectives in line with the individual's
development plan

Strong self-awareness and has a defined idea of how they wish to be
perceived as a leader and maintains development plans in relation to
this

Regularly runs team meetings and training sessions with team to
motivate, drive performance and develop skills and ability

Analyses the individual L&D needs within their team, creating and
maintaining tailored plans for each member, in line with business
objectives

Holds pre and post-training discussions with team members, to
increase and maintain the impact of training and to ensure that
learning is embedded

COMMUNICATING and MANAGING RELATIONSHIPS

Able to communicate effectively with other people. Successfully uses interpersonal skills to deal with guests and colleagues.

Negative Indicators:

Positive Indicators

Advanced Indicators

Does nat communicate regularly with others
Responds in an unhelpful or hostile manner when
dealing with athers

+ Wil speak to colleagues regularly to gain advice, support
and share information

+  Promaotes engagement to deliver loyalty, ownership,
accountability and commitment

. Makes an active contribution to team spirit and a climate
of co-operation within the resort

+  Perceptive, able to judge how others will react to a
situation and respond appropriately

Drives the motivation and team spirit within the department and
wider resort
Offers practical suggestions for improving relationships

Originator DAR Approved IW
Last Updated February 2018
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PRODUCT

COMMITMENT TO QUALITY and STANDARDS of EXCELLENCE
Cares about and works to ensure the accuracy and quality of their work and the organisation’s work.

Negative Indicators:

Pasitive Indicators

Advanced Indicators

. Is satisfied with “average”
s Doesn't set high personal standards
. Fails to comply with health and safety requirements

Champions a culture of “excellence” and getting things
right first time, understanding the impact of errors on the
business

Demanstrates personal commitment to continue to
improve quality and safety standards

Takes responsibility for maintaining the quality and health

& safety standards through the department

Attends to details of their work while remaining aware of

the broader picture.

Is never satisfied with the quality standards

Uses formal and informal feedback to maintain the quality of
work across the department and business

Encourages learning from mistakes in a “no blame”
environment

Makes a valuable contribution to quality and standards beyond
their own department

PLANNING and ORGANISING

of projects or plans,|

Looks ahead and works towards the desired outcome. Takesa to the

Negative Indicators:

Pasitive Indicators

Advanced Indicators

. Doesn't plan ahead — prefers “crisis management” as
a course of action

. Fails to anticipate the outcomes or implications of a
particular course of action or inaction

*  Allocates unrealistic time scales and inadequate or
excessive resources

Prioritises and delegates work to ensure that deadlines are

met

Accounts and manages budgetary implications of
allocation resources

Manages the implications of changes to operations and
any existing processes

Qrganises meetings and appointments to make effective
use of the time of all involved

Establishes a clear process for the delivery of and
implementation of business strategy

Proactively seeks to implement desired change and cultural
change programmes effectively

PROBLEM SOLVING and ANALYSIS

Looks ahead and works towards the desired outcome. Takes a h to the

of projects or plans.

Negative Indicators:

Pasitive Indicators

Advanced Indicators

. Makes assumptions and offers solutions without
sufficient investigation

. Does not identify problems which require a different
approach

Evaluates information logically in order to make
recommendations

Ensures pressure or own emotions does not affect their
problem solving or decision making process

Able to make tough decisions that may not always be
popular with everyone when necessary

Consistently provides solutions that satisfy the neads of all
parties

Anticipates problems based on experience and information
received and takes appropriate action

Able to see trends in data and events to establish possible
causal elements

Originator DAR Approved JW
Last Updated February 2018
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PROFIT

COMMERCIAL and ORGANISATIONAL AWARENESS
Has a strong belief in Bluestone’s brand and understands the commercial factors that affect profitability and growth. Looks beyond day-to-day issues to long-term business objectives

Negative Indicators: Positive Indicators Advanced Indicators
«  Quickly able to recognise trends and the direction of

. Lacks awareness of the key commercial metrics and . Understand the value and drivers of key commercial performance

trends metrics ®  Able to adjust inputs in real time, making hard decisions when
*  Fails to actively review management information *  Able to analyse management information, trends and required in the long term interest of the business
. Adopts a “silo mentality”, is committed to own prioritise actions . Develops creative business solutions and identifies key factors

department performance rather than the whole »  Thinks creatively to achieve commercial opportunities affecting the business

business *  Isforward thinking and consider long term needs of the +  Isprepared to take calculated risks or to try out bold ideas ta
. Focuses on fire fighting and doesn’t plan forward business, identifying risks and opportunities that arise gain a business advantage

Page 3 of 5
Originator DAR Approved IW
Last Updated February 2018
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BEHAVIOUR GUIDE FOR PEOPLE-MANAGEMENT ROLES (in addition to the appropriate team member guide that should also be followed)

GENUINE CARE

We show genuine care for ourselves, our team, our guests, and the environment.

NEEDS WORK/BELOW EXPECTATION

OK/GOOD

GREAT/ROLE-MODEL

| can be seen as a ‘downer’/having negative energy
which can impact morale of people around me.

I'm perceived as friendly and approachable, say
‘hello’ to people, get to know the team and others on
a personal level.

I'm seen as someone with great empathy, a
‘mood lifter’ who can inspire others to feel great
about themselves.

| cut corners with the recruitment and interviewing
process; stick to my ‘standard script” and can often
‘rush to recruit’.

| follow a thorough recruitment and interviewing
process focusing on quality rather than rushing to get
someone in.

| suggest and get involved with different ways of
attracting, interviewing and testing potential
employees.

I don’t plan induction, activities are last-minute and
the new starter is often left with little to do or
confused!

| follow a thorough induction process with clearly
defined measures and milestones.

| bring new things to induction that other peers
don’t, exposing new starter more to what others
do and how pieces fit together.

I'll generally meet targets and expectations — may,
however, only be ‘just enough to get by'.

I'll generally work to beat agreed team targets and
expectations.,

| agree stretching targets and goals and will
always strive to achieve and exceed
them/encourage others to do so.

| may be too overly involved in team in a way that
is difficult for others to know who the manager is
or alternatively be too ‘hands off’.

I'll roll up my sleeves and get involved in team
activity from time to time as needed — | have a good
working knowledge around what they do.

| strike right balance in getting involved in team
activity to help motivate versus stepping back and
allowing them to carry out activity/resolve their
own issues etc.

| don’t always pay much attention to the workload
someone has —be it too little or too much.

| pay careful attention to make sure everyone has the
right amount of workload.

| anticipate future workload, how this impacts
people and what plans need to be in place.

The

bluestene




BEHAVIOUR GUIDE FOR PEOPLE-MANAGEMENT ROLES (in addition to the appropriate team member guide that should also be followed)

I show little regard for difficulties a team member
may be experiencing outside of work.

| support the team around domestic issues or where
emotional support is needed (in continuing
consultation with HR).

| suggest/make the right adjustments to help
employees through difficult times and will
support others where their roles are impacted.

I'll often take for granted my good people and
perhaps not stimulate their role any further or give
them too much to do.

I'm conscious that good people may get demotivated
or even leave and will often talk about new work
opportunities with them.

I'll expose my good people to higher profile/more
complex activity even if it puts me in the
background more!

| ignore dips in morale or have to have it brought to
my attention by others.

| can spot where team morale is dipping and put in
place activities to address.

I regularly check in with the team to understand
biggest obstacles to morale to ‘nip things in the
bud’ early on.

| would rather deal with what is going on in front of
me each day rather than taking a step back to
review service levels.

1 will often review service with the team: is it doing
what it should, is communication the right quality,
get their feedback etc.

I'll work with my colleagues/peers to help them
review their own service provision/where it may
conflict with what we are doing.

| defend my team as appropriate but sometimes
even when the team or an individual is in the
wrong.

| defend my team but only when it is right to and will
help positively progress a situation.

I’ll take steps to ensure individuals and my team
do not repeat mistakes that impact clients/other
teams.

The.

bluestene
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HOD-10-001 T
REV Head of Leaning & Development
1271272018 Job Description blue§tone
12/12/2018 :
PEMBROKESHIRE
Job Title: Head of Learning & Development
Reporting to: Commercial Director
Reporting to job oach, Learning & Co-Ordinator
Holder:
PRINCIPAL PURPOSE OF ROLE:

This role is to hmdamenh!ly assist in the Company’s success, by coaching and developing its people.

The role holder i i i strategies and to create and deliver training
that will e that o staff have the skils, knowledge and development opportunitis required to help
the organisation achieve its business objectives.

Doc No: HOD-10-001
REV Head of Learning & Development
1127122018 Job Description blueﬂ@pe
12/12/2018
Product
Cream and develop a culture of servi il , continuous

.

. working practices

e Establish, monitor and maintain the highest quality and delivery standards

*  Operate a safe and compliant business

* Tocarry out Resort Manager escalation shifts on a rota basis, including weekends and be fully au
fait with critical incident procedures

o Fully comply with brand standards and values in the execution of the role

o Responsible for defivery of revenue and profit growth
o Create and deliver th annual budget in line with ing protocols
. ing of fality i and abl to dentify

opportunities for profit improvement
*  Manage payroll efficiencies and departmental contribution

PERSON SPECIFICATION{

EXPEI /sKius /

Esser

KEY RESPONSIBILITIES: (the duties and tasks outlined are not intended to be exhaustive and other duties Degree, CIPD or equivalent
may be required from time to time}: *  Minimum of 3 years experience within the industry
o Experience of working at senior management level
SPECIFIC: «  Proven at leading and motivating a successful team
*  Proven track record of delivering profitability
* Towork closely with various leaders across the business and have a full understanding of their o Management, development and talent training
departments training requirements o Designing and supplying a variety of training styles
*  Todevelop coaching and mentoring schemes to support employee development and individual Building relationships with external suppliers
Personal Development Plans " 5 «  Confident in both written and spoken communication with the ability to present to large
*  Design and deliver a leadership planning sixkencsi
«  Toensure essential training & development is available and accessible to all employees embracing o Organisationalskils
different styles of training techniques, including e-learning, tutorial sessions or coaching
«  Participate fully i and strategic i
«  Tomanage the allocated budget and have an ability to find solutions in order to implement the
required training
*  Tolead motivate and develap th ing & team, delegating effectively as PERSONAL / FOR POST HOLDER:
necessary.
®  Acting as the go to within the business for anyone with questions or queries regarding training ®  Member of CIPD or other relevant professional body
i GalorE e + Post graduate qualiicaion in relatve field
o |
o Experience In Learming techniques and theory including technology based méthods
GENERAL: *  Strong Coaching & Mentoring skills
People *  Excellent communication and interpersonal skills
*  Touphold the Company Culture »  Proven leadership and motivational skills
«  Contribute to overall leadership direction of the b *  Organised and able to plan
. ility to i d i ith heads *  Results driven
. best i i hip of people challenges and finding *  Exceptional Communications Skills
appropriate solutions in a timely manner *  Self-confident
. plans for all team members. «  Team player
*_Devel and retention strategies to dri ity and individual *  Ambitious




Doc No: HOD-JD-005

Rev No: REVL Head of Laisure

e i bluestene
Last Review: 01/11/2018 L

Job Title: Head of Leisure Services

Reporting to: CEO

ReportingtoJob  Deputy Head of Leisure (Blue Lagoon Manager, Activities Manager, Entertainments
Holder: Manager)

PRINCIPAL PURPOSE OF ROLE:

To lead the leisure department’s day-to-day operations with full compliance and with delivery of budgetary
control and targeted financial performance. To deliver product innovation commensurate with guest
demographics and expectation. To deliver all activities and entertainments through a highly motivated,
well-trained and happy team.

KEY (the duti tined are not intended to be exhaustive and other duties
may be required from time to time):

SPECIFIC:

People

«  To provide inspirational leadership to the leisure team through the dlear communication of the
company and departmental objectives and strategy, supported by crisp decision-making and
appropriate deployment of resources.

«  Toensure the delivery of all leisure services with the appropriate team structure, operating at the
maximum efficiency in terms of processes and payroll,

« To manage and motivate the leisure team, fostering their welfare and personal development
through the promotion of Learning & D ities; appropriate ¢ jicati
and regular 3 ing coaching and ing; and a culture of reward and recognition,

Product

* To monitor the Net Promater Score and regularly review guest comments to ensure positive
trends both departmentally and for the overall company NPS.

* To deliver consistently excellent service though the implementation of Standard Operating
Procedures at every touch point, monitored through observations and feedback.

«  To manage the quality and safety of the physical infrastructure of the leisure product, ensuring
brand values are upheld through Sense of Place and all operations are fully compliant at all times.

«  To ensure the delivery of an efficient Core Planner, catering for guest demand both now and into
the future, regularly updated with new and innovative products,

«  Tomaintain a culture of ‘safety first’ in a || product delivery.

Profit

To ensure the effective management and delivery of the departmental annual budget.

To have a clear ing of the iality of the through COS, PTS and

OPEX, resulting in targeted Contribution.

# To have a clear understanding of the commerciality of individual activities and entertainments,
achieving the appropriate balance between service and revenue generating endeavours.

» To understand the Sales and Marketing functions associated with Leisure to deliver team

initiatives which drive revenue.

HOD-JD-005
REVL Head of Leisure
01/11/2018 blueﬁ(?{!e‘
01/11/2018 o
s Ability to work i and i heads

* Demonstrate best practise leadership; taking ownership of people challenges and finding
appropriate solutions in a timely manner
*  Ensure development plans are created and progressed for all team members
! ion strategies to drive ivity and individual

s Create and develop a culture of service excellence, continuous improvement and innovation
+  Evaluate departmental processes and working practices.

Establish, monitor and maintain the highest quality and delivery standards

= Operate a safe and compliant business

To carry out Resort Manager escalation shifts on a rota basls, including weekends and be fully au
fait with critical incident procedures

Fully comply with brand standards and values in the execution of the role

Profit

Responsible for delivery of revenue and profit growth

Create and deliver the departmental annual budget in line with company budgeting protocols

. clear ing of iality in department and able to identify
opportunities for profit improvement

«  Manage payroll efficiencies and departmental contribution

PERSON SPECIFICATION:
EXPERIENCE/ /SKILLS / L
Essential

*  Business Degree or equivalent

»  Minimum of 5 years experlence in operations akin to a 5* multi-faceted holiday village
«  Experience of working at senior management level

= Proven atleading and motivating a successful team of minimum 200 people

«  Proven track record of delivering profitability

+  Professional qualification and membership
+  Agenuine interest in outdoor pursuits

*__Enthusiasm for and understanding of the performing arts.

PERSONAL ATTRIBUTES / COMPETENCIES REQUIRED FOR POST HOLDER:

GEMERAL:

e
Contribute to overall leadership and strategic direction of the business

(HOD-1D-005) Created: 01/11/2018 Last review: 01/11/2018 Next Review: 01/11/2020 Owner: [Baink.

Results driven
C and

self-confident
Team player

Motivational Leader
Commercial Acumen
Innovative

.
.
.
*  Ambitious
.
.
.

Solution-focused

(HO-JD-005) Created: 01/11/2018 Last raview: 01/11/2018 Next Reviews: 01/11/2020 Owner: [L3inhas.
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HR —IND - 002

Last updated 5.4.16 blue ﬁone

Pembrekeshire

Induction Checklist

I confirm that | have received the following as part of the Bluestone New Employee
Induction:

Handbook

New Starter Checklist

Health & Safety Induction

Uniform Policy

Absence Line Phone Number
Confidentiality Agreement

Health Questionnaire

Bluestone Lottery Enrolment Form
Name Badge

ID Badge

L]
L]
L]
L]
L]
L]
L]
L]
L]
L]
L]

Identification x2 (photocopied)




Induction materials
=3 Agenda for the day

» Bluestone Overview
* Meet the People

* Our Mission

e Our Culture

* Our Brand
5 — + Policies
=l!-§ * Wellness and Wellbeing

e * Health and Safety

, By * Product Knowledge and Tour \’
! — * Meet William/Director Q&A \

! = A Y1)
ay Paperwork =

3 nan

I



Preview module

RELOAD 1
SANITISER DEGREASER
CONCENTRATE

EFFECTIVE AGAINST A
WIDE RANGE OF BACTERIA
INCLUDING ECOLI

© contents < Back NexT>




< C @ flowmodulemanager.co.uk/Bluestone/training/ ) @

# Apps M Gmail @ YouTube @ Maps Other bookmarks | [E] Reading list

Try tapping this for
further insights.

Health and Safety

We've all got the right to be safe at
work, and hospitality is a labour
intensive industry. This means
there's lots of potential for hazards
- making workplace injuries and
illnesses far too common.

You and your colleagues' safety is
paramount to a good working

mrnant Ta thic madioda vatl

#) CONTENTS < BACK NEXT >
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< BLUESTONE_CAREERS < BLUESTONE_CAREERS
Posts

Posts

wiae  bluestone_careers

Qv . W

(\/\ £v Liked by carlaphd11 and 15 others
C\C\?) bluestone_careers Meet Kelsey!

bluestene
Careers When she's not ‘hanging around' Serendome in her free

time - Kelsey works in our Sales and Reservations Team.
. We caught up with her as she ‘spilled the tea” on what it's
8 likes really like to work at Bluestone. @ Swipe == to see what

bluestone_careers Are you the next member of our Kelsey had to say.
Marketing Team? g il

Work and Play #thebluestoneway

If you have a flair for creativity, have previous experience in
a similar role, and thrive in a fast paced and fun
environment — then you could be our next Digital Marketing
Executive! [ .
#careers #workingwales #employers #jobopportunity
See the link in our bio to find out more about the role, as #wales #pembrokeshire

well as the incredible employee benefits that we offer & View 1 comment

Work and Play #TheBluestoneWay @ £o:ovembel

AN QO 8 & © A Q 6 ©& ©



Evidence 22 EVV22

P search (Alt+Q)

Review View Help

File Home Insert Draw Design Transitions Animations Slide Show Record
& = B Layout ~ A~ & R = Om ), & L Find
END[@, ﬂﬁﬁﬂ:w mE| == =TE ] rcl) B0 L &, Replace ~
Paste New Reuse o eset B 7T U S bAV. ase 2. A =—=== Shapes Arrange - Gl
. ¥ Slide + Slides [ Section - - EE o === = N o @ Iy select ~
Clipboard B Slides Font. Paragraph Drawing Editing
2 [= - .
! insight®
Fployess
Thoughts
13
E
Bluestone .
the way yo
14 b
: Employees
15
16

UM

Dictate | Design
- Ideas

Voice | Designer

bluestene

national park resort

>



Evidence 23 EV23

€« > C bluestonewales.com/about-us/careers/job-vacancies ® « &

Apps ™ Gmail @B YouTube @ Maps | Other bookmarks Reading list

&% Guests 3 far Lodges1 Arrive » Depart

Vacancies

Accommodation Services Apprentice
The Accommedation Services department are looking for Housekeepers to clean lodges to a consistently high standard. As an apprentice, you will do the role of a Housekeeper
whilst completing & work-based qualification with us, either in Hospitality Services or Cleaning and Support Services (approx. 14 months). You will therefore gain knowledge and learn
the skills and behaviours required, whilst gaining invaluable experience. The role is £9.30 per hour, regardless of age, and is primarily 11 hours per week (on Mondays and Fridays), but
further hours are available. You will have access to our employee benefits which include free transport, subsidised childcare, employee discounts, access to the facilities, and more!
Apply now to Be Part Of [t! Contract: Permanent, part-time. Rate of pay: £9.30 per hour. Closing date: Ongoing.

Click to download the vacancy details

& Apply online

Chef Apprentice

Bluestone's Food & Beverage department are looking for Chef Apprentices to assist in the day to day running of Bluestone’s kitchens, ensuring that high standards are achieved both
in the provision of food served and the customer service experience of the guest. As an apprentice, you will do the role of a commis chef or chef de partie (depending on experience)
whilst completing a work-based qualification with us in Level 2 or Level 3 in Professional Cookery (approx 14 months). You will therefore gain knowledge and learn the skills and
behaviours required, whilst gaining invaluable experience. The salary for this role is dependant on whether you are commis/CDP level. You will have access to our employee benefits
which include free transport, subsidised childcare, employee discounts, access to the facilities, and more! Apply now to Be Part Of It! Contract: Permanent, full-time. Rate of pay: DOE.
Closing date: Ongoing.

Click to download the vacancy details

& Apply online

Chaf da Partia -

& IMG_7358.PNG ~ & thumbnail IMG_7..png  ~ showall X
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Dax No:
Rev No

| Creaed: |
Last Review: |

bluestene

New Role Request

NEW ROLE REQUEST

(To be submitted to the Director of Peaple Services for consideration by the Operational Board) | |

Job Title: Department:
Learning and Development Administrator People Services
Head of Department: Propased Salary: £19,968 (40 hours / £9.60)
Stuart Jaynes

Propased Pay Banding (1-7): 2

Reason for proposed role:
(Provide a detailed business case with concise justification)

There have been some changes recently within the People Services structure:
*  Claire as Head of Learing and Develapment has now moved to Guest Services
*  Kial has moved into a Health & Safety role
*  The L&D function has been split into 4 areas of responsibility

- Bluestone Academy - Helen
Health & Safety Compliance - Lucy
Peogle Compliance / Flow e-learning / Bluestone Way admin - Jess
Leadership training - Debbie and Stuart.

The above changes result in an increase in workload, with a large part of the L&D function now sitting with the
HR team as an additional responsibility area.

This provides an opportunity for the team to:
Urilise Flow to its full capabilities as an e-leaming function
«  Focus on supporting the development of our management teams
of people compliance modules for management teams in line with the skills matrlx

. ays and in line with the pay banding and skills matr,
d learning and ities, alongside promating this in our recruitment
campaigns
. pany induction and all dep. are taking place and are robust

* Support ad hoe training initiatives.
«  Provide full administrative support to the bluestone way roll out and leadership training

Whilst the above will be averseen by the People Services Manager and Director of People Services,
his slution will require a le specific to I d
which will add value in i pli bling learning. t

back to the business on input and results.

There are a numhe. of risks that can be associated with a lack of resourca for this inchuding:
*  Non-compliance with maintaining training records
»  Non-compliance with mandatory induction and training
« inability to implement the L&D strategy as part of the overall people strategy

Doc No:
Rev No:
Crested: |
Last Review: |
Next Review:
Owne 1

New Role Request

bluestene

Attach Supporting Documents:
(A job description and arganisation structure must be provided).

Corrans

Stusart Jaymes

Ralnbow

Date of Submission: 22.09.2021

OPERATIONAL BOARD PANEL OUTCOME

State decision and reason for outcome:

Signed: J Rainbow Dated: 22.09.2021
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HR-JD-012 Learning and Development Administrator REV1.docx
80 KB

PS-SF-019 NEW ROLE REQUEST REV 1 .docx
110 KB

From: Jessica Rainbow

Sent: 23 September 2021 10:22

To: Carla Roberts <croberts@bluestonewales.com>
Subject: RE: New Role Proposals 2022

Hi Carla

Following approval of the Learning and Development Administrator vacancy. Please could you advertise the vacancy via reach both internally and externally and assign me as the hiring
manager. Could you give a 2 weeks closing date and also draft a social media post in relation to the vacancy.

Following the closing date — I will schedule and diarise interviews if you could attend to take notes @
Many thanks

Jess

From: Jessica Rainbow

Sent: 22 September 2021 16:23

To: Stuart Jaynes <sjaynes@bluestonewales.com>
Subject: RE: New Role Proposals 2022

Hi Stuart
Please see attached. Please input if there is anything | have missed.

Many thanks

lace



Evidence 25 EVV25

teaming8 Oevelopment | alizadtarna
Job Title: Learning & Development Administrator
onmng to: People Services Manager
porting to Job  lessica Rainbow
Holder:
PRINCIPAL PURPOSE OF ROLE:
[ by liaising with training
providers, partners, To support. ople M I
learning i s, relevant reporting is
carried out and support i ough pany.
KEY (the duties d other duties may be
required from time to time):
SPECIFIC:

o Towor ople Manager 1o identify. needs across
the busi ®
needs analysis

* Toconsider the cost of planned

* Support the People ™ i BSW, d collate BSW d
for the PS report

. g and
request to attend

. ge and facilties are
‘maintained/prepared ahead of training sessions

3 Iy reparts of tendees / of the
monthly PS report

Keep ol training records up to date
To prepare, co-ordinate and set up training sessions
Organise external courses for employees, making sure purchase orders are raised and that

the correct procedu lv pay
iy nd
submitting reporting for the PS report
To support th
ssed dadi "
house s well as enabling it to be used as &
performance management resource
5 ke
Manager
To assist In other PS functions when needed
Research in these can

be Implemented to enhance practice.
To assist with general filing and administration, including data input when required

GENERAL:

People
o Understand and beliefs

Leaming 8 Development
Administrator

bluestone

34/08/2021

Engage witl ¥
they have the training and tools to perform at their best
®  Assist employees to succeed in their roles

*  Commit i 8
. i ssues and ensure.
full compliance with GOPR guidelines
Product
. ad vl of the role
. G
recognition and praise
. business in I dures and health
and safety guidance
Con
‘product offering, service delivery and operational excellence
< BY
Profit
. . venues,
activities, et
PERSON SPECIFICATION:
/KIS /
Essential
*  Demonstratable experience within a HR role, support role or relevant transferable skills or
experience
Aclear wor hpany

Strong Customer Service Skills
Excellent communication and Interpersonal skills

Ability
Sound and demonstrable knowledge of Health & Safety legislation and best practice in the
workplace

nd
Positive and proactive team work ethic

DY

d willing to
« Experience within a HR and/or HES Assistant role

PERSONAL ATTRIBUTES / COMPETENCIES REQUIRED FOR POST HOLDER:

Positive ‘can do attitude
Abllity to motivate and lead a team
Flexible, committed
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bluestone

national park resort

I Recruitment and Selection Policy

Debbie Rainbow

Bluestone Resorts Ltd

12/1/2007




Doc No: PS-P-001
Rev Ne: REV3 Recruitment & Selection Policy §}_
Created: 01/12/2007 blue 4 One
Last Review: 04/08/2021 national park resort
Contents
1. Recruitment and selection policy...............cocoiiiii 3

2. Recruitment and selection code of practice...

(i)

(i)
(iii)
(

iv)

= W

)
i)
vii)
viii)
ix)

<

X

(

(xi
(xii)
(xiii)
(

(

(

(

>

E3

Xiv)
xv)

xvi)
xvii)

4. Compliance/Non-Compliance Reporting ...

Procedure

Role and Responsibilities....
AUTHOTIEY T0 TBOIUIT ..ottt st ee st em e ene e e enenesenes

Pre-Recruitment considerations...
Planning
Application Request..

LY T T T = SO U TSUR
Selection

Verification and Vetting
Record Keeping,
Probation

Internal Applications....

5. Appendices

Recruitment process guide for Managers
REACH Recruitment Management System — standard process.
Reach user guide for HR staff...................
Reach wuser guide for managers.
Internal application form
lob Description Template

.23




Doc No: PS-P-001

Rev No: REV3 Recruitment & Selection Policy
Created: 01/12/2007

Last Review: 04/08/2021

bluestone

national park resort
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bluestone

national park resort

Equal Opportunities Policy

Owner: D Rainbow

Bluestone Resorts Ltd




Doc No: PS-P-027

Rev No: 001 Equal Opportunities Policy bl § l

Created: 01/06/2008 ue One
Last Review: 04/03};2021 national park resort

Policy Statement

We do not discriminate against staff, visitors, customers or guests on the basis of their gender,
sexual orientation, marital or civil partner status, gender reassignment, race, colour, nationality,
ethnic or national origin, religion or belief, disability or age. The principle of non-discrimination
and equality of opportunity applies equally to the treatment of former staff, visitors, customers
and guests by members of our current workforce.

Bluestone shall, at all times, strive to work within legislative requirements as well as
promoting best practice.

Bluestone's long-term aim is that the composition of our workforce should reflect that of the
community and that all workers should be offered equal opportunities to achieve their full
potential. This policy and the measures we take to implement it have been devised on the basis
of advice from the relevant government and professional bodies. We are committed to a
programme of action to make this policy effective and to bring it to the attention of all workers.
The principle of non-discrimination and equality of opportunity applies equally to the treatment
of visitors, clients, customers and suppliers by members of our workforce and also, in some
circumstances, ex-employees.

The following paragraphs deal with the specific categories of workers and areas of work which
we have identified as potentially giving rise to equal opportunities issues and provides more
specific guidance on the parameters of our policy and approach to equal opportunities.

This policy is for guidance only and shall be provided to all workers, but does not form part of
employees’ contract of employment.

To whom does this policy apply?

This policy applies to Bluestone's employees, whether permanent, temporary, casual, part-time
or on fixed-term contracts, to ex-employees, to job applicants and to individuals such as agency
staff and consultants and volunteers who are not our employees, but who work at Bluestone
(collectively workers).

All workers have a duty to act in accordance with this policy, and therefore to treat colleagues
with dignity at all times, and not to discriminate against or harass other members of staff,
whether junior or senior to them. In some situations, Bluestone may be at risk of being held
responsible for the acts of individual members of staff and will not therefore tolerate any
discriminatory practices or behaviour.

The policy statement above applies equally to the treatment of our visitors, clients, customers
and suppliers by our workers.
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Subject FW: New Role Proposals 2022

HR-JD-012 Learning and Development Administrator REV1.docx
80 KB

From: Stuart Jaynes <sjaynes@bluestonewales.coms>
Sent: 11 October 09:38

To: Jessica Rainbow <jrainbow @bluestonewales.com>
Subject: Learning and Development Administrator

Hi Jess

Just a note to say well done on putting the proposal together for the new role, taking the lead in the recruitment process and successfully securing a candidate for the role.
Look forward to growing the team and seeing how they develop in the role.

Best Regards,

Stuart Jaynes

Director of People Services
Tel: +44 (0) 1834 869900 ext 541

bluestone

national park resort

’ Mental Health
First Aider

v MHFA Wales

From: Stuart Jaynes <sjaynes@bluestonewales.com>
Sent: 17 September 2021 13:49
To: Marten Lewis <mlewis@bluestonewales.com>; Sian Straczek <sian.straczek@bluestonewales.com>; Jessica Rainbow <irainbow @bluestonewales.com>; Michael Frampton



HR-JD-012 Learning and Development Administrator REV1.docx
80 KB

From: Jessica Rainbow <jrainbow@bluestonewales.com>
Sent: 11 October 09:58

To: Carla Roberts croberts@bluestonewales.com
Subject: FW: Learning and Development Administrator

Hi Carla
Thank you for supporting with the below. We have successfully secured a candidate who begins in two weeks!
Many thanks

Jess

From: Stuart Jaynes <sjaynes@bluestonewales.com>

Sent: 11 October 09:38

To: Jessica Rainbow <jrainbow@bluestonewales.com>

Subject: Learning and Development Administrator

HiJess

Just a note to say well done on putting the proposal together for the new role, taking the lead in the recruitment process and successfully securing a candidate for the role.
Look forward to growing the team and seeing how they develop in the role.

Best Regards,

Stuart Jaynes

Director of People Services
Tel: +44 (0) 1834 869900 ext 541

bluestone



