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Main Assignment

LO1: Be able to provide information on performance management activities within an organisation.

1.1

Within Capita, specifically People Solutions – Recruiting Partnership Program (RPP) with the British Army, there are various performance management policies. Capita (2019) confirms this partnership has revamped and enriched the recruitment of soldiers into the British Army. This is the organisation’s main purpose. To understand the organisational structure, a rough hierarchy model has been drawn up under DOC1.1 because nothing official has been published.

There are annual appraisals within Capita which are reviewed every six months by the line manager, who is the Recruiting Operations Manager (ROM). DOC1.2 shows a clear example of how performance is planned, how objectives are set and monitored. Within this ‘my performance’ document, objectives are discussed, agreed and a target date for completion is set. There’s also the opportunity to demonstrate personal areas for development, how you have contributed to the organisation and summarise your performance. The line manager is later able to discuss this and add their views which you can review before submission. Performance ratings are also given. The CIPD (2020b) explain appraisals or performance reviews are essential although they are debated on whether they are fit for purpose anymore and that they are infrequent. It is positive to identify that Capita are still committed appraisals and feedback is given as often as it is required to which CIPD (2020b) add feedback is equally as important. Reminder emails are cascaded to all staff regarding upcoming appraisals as identified in DOC1.3 and usually this gives staff the opportunity to add their points prior the appraisal taking place which is shown in DOC1.4 also known as a self-evaluation form. There are also competency frameworks in place which can be seen at DOC1.5. The CIPD (2020e) advise this another way Capita can access employee qualities and behaviours in line with the organisation’s requirements. DOC1.6 is an example of a line manager discussing development plans outside of an appraisal window and understanding the individual needs of the employee. This links to the significance of employee communication to which the CIPD (2020f) suggests can lead to better performance. Employees can track their objectives, past and present via an internal system as defined in DOC1.7. A rating grid was also introduced DOC1.8 but hasn’t been utilised from experience. SMART objectives have been known to be used which Taylor (in Taylor and Woodhams 2016) advises is a common method.

All staff are aware of the organisation’s purpose, regularly receive weekly updates on statistics and are aware of individual and team objectives. DOC1.9 shows an email cascaded to all staff referring to the current recruitment plan along with a snippet from a presentation to compare targets from last year with the present proposal. Capita’s values can be found on DOC1.10 taken from the employee handbook along with information on how performance is managed DOC1.11 and who is responsible for measuring this. These run streamline with the British Army’s values and standards presented at DOC1.12. 

There are no individual targets set to employees within Capita, there team targets, split by sectors distributed by the ROM which contributes to the region as shown at DOC1.13 although staff are still aware of where their office sits nationally displayed at DOC1.14 and communications regarding the objectives are frequent shown at DOC1.15, meetings are held weekly to ensure staff are fully engaged and involved. There is also a recognition scheme in place to promote best practice and showcase those who have gone above and beyond DOC.1.16.

1.2

An employment contract, handbook and terms and conditions are the first things that come to mind when exploring legislative information underpinning performance management activities within an organisation. This has already been displayed at DOC1.11. Equality, diversity and inclusion can have an impact on performance. Therefore, it is something organisations must address appropriately. It is the law as acknowledged in both the Employment Rights Act 1996 and the Equality Act 2010. 

Capita promotes an inclusive ethos as shared at DOC.1.17. Specifically, within RPP there are plans in place to increase numbers of both female and BAME soldiers DOC.1.18 which is promising. Taylor and Wilkinson (in Taylor and Woodhams 2016) advises poor performance must be managed suitably not only in accordance with ACAS (2015) code of practice DOC1.19 but also the correct performance review steps must have been taken. The ‘ACAS 7 levers for productive workplaces’ DOC1.20 also underpins performance management activities because each lever is designed to enhance performance. Armstrong (2006) adds that in order to improve performance, a high-performance working culture should be introduced. Capita have this secured with quarterly and yearly incentives among other benefits demonstrated in DOC1.21.

Another legislative factor that may influence performance is alcohol and drugs. Having completed an online course on this topic DOC1.22 it is understood how performance can be affected. The organisation’s policy on this zero tolerance DOC1.23. There are many other relevant online courses and training available to gain further knowledge into the organisation’s policies DOC1.24 but also to enhance individual learning. Many are mandatory courses and must be completed annually DOC1.25. 

Recruitment policies are also inclusive as already demonstrated briefly in DOC1.11 and all new starters are required to complete a formal induction pack which covers the role and operation in depth DOC1.26 and a snippet from a recent job advert has also been provided in DOC1.27. Another recent legislation introduced is the organisation’s approach to COVID-19 and Capita have produced a guidance booklet for all staff displayed at DOC1.28.

1.3

From experience, data regarding performance management activities is always delivered promptly and is relevant. DOC1.6 has already demonstrated this along with DOC1.29 which shows planned meetings with line manager to discuss performance among other things. Colleagues are fully aware of the statistics and how these work with the incentives DOC1.30. DOC1.31 shows an email from the ROM advising the team of completing a development task within a specific time frame. This isn’t just at line management level. It is organisation level established at DOC1.32 which shows a message from a Director within People Solutions informing all staff of a pay increase. Not only does this relate to the important of employee engagement and communication as previous verified by CIPD (2020f) but also Armstrong (2009) also emphasizes the significance. This is clearly what providing timely and accurate information to staff is all about. To which Taylor (in Taylor and Woodhams 2016) proclaims is not down to line managers alone it is a joint effort.
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LO2. Be able to support line managers to deliver performance management activities within the organisation.

2.1

There are various ways that Human Resources (HR) can support line managers within an organisation. Taylor (in Taylor and Woodhams 2016) advises performance management is a task undertaken by co-operating with line managers. Although many assume performance management is a HR duty, it is actually down the line managers and team leaders naturally according to Armstrong (2009) as it is what they manage daily. HR may implement the processes and generally oversee the operation. An immediate example of this, a line manager may interview a candidate and select them for the role, but it is HR’s responsibility to assign that person and issue the employment contract as shown on DOC1.33. From this, it is clear that HR must ensure line managers follow processes correctly and that new starters are onboarded appropriately DOC1.34. The line manager may offer the job, but HR will finalise it as demonstrated on DOC1.35. Line management and the HR department must work together. Swift (in Taylor and Woodhams (2016) states that the duties of line managers have considerably grown in time and many of these responsibilities were controlled by HR originally. It is HR’s duty to ensure line managers obtain proper training in order to manage their teams correctly. This establishes that HR must educate line managers. DOC1.36 shows a pack designed by HR to help managers with appraisals. Taylor (in Taylor and Woodhams 2016) implies HR should be available and able to provide advice and support when needed. DOC1.37 demonstrates the HR department’s availability to support with a query. It is encouraging to know that HR are approachable and responsive. DOC1.38 displays further support from HR at Capita. According to Armstrong (2006) HR manage training requirements for staff and coaching for line managers. DOC1.39 shows one example of a training course implemented by HR in order to develop employees. Communication is another role of HR, ensuring staff know what is happening within the organisation and DOC1.40 verifies this. HR also assist line managers with job adverts and the resourcing process as previously identified in DOC1.26 and DOC1.27. The CIPD (2020f) proclaims we are all responsible for communication but HR and line managers in particular. This also relates to the link between HR and performance management where Hutchinson (2013) compares the various theories which underpin the link, such as the best practice concept.

2.2

Similarly to providing various types of support to line managers, HR are also able to assist line managers capabilities to deliver performance management activities in many ways. A lot of what has already been covered demonstrates this within the evidence such as organisation communications, online training possibilities and direct backing from the HR department. 

In order to support line managers abilities, HR must ensure line managers are competent in the role within the organisation. Hutchinson (2013) verifies this by explaining HR care able to do this by providing the relevant training and giving advice when approached. This is shown at DOC1.41. This advice may involve checking legality with HR, for example line managers may not be fully aware of the law regarding recruitment so it is HR’s duty to confirm this knowledge with management and educate if necessary. Evidence has been provided here which shows a manager questioning the lawfulness of dismissing a member of staff DOC1.42. Both of these examples will impact performance management. Firstly, it can affect staff mental health and well-being which is highly important. Regarding the law, no one will want to work for a company that doesn’t treat their staff fairly. Providing training and development has already been demonstrated at DOC1.39 and DOC1.36 shows a presentation guide put together in order to educate line managers on the appraisal system within the organisation. 

To take this a step further in order to better understand this individually, I have tried to see how I can provide direct assistance in my role within my organisation. DOC1.43 reveals example snippets of asking to receive coaching and development in order to progress within my role which would also improve personal performance levels. Another example of this demonstrates to co-delivery of training to a colleague shown at DOC1.44. Following a recent promotion in work and now having the responsibility of managing a team, it is significant to not only understand how the operation works and what is expected but to be able to train colleagues to be proficient in their role. DOC1.45 displays an email snippet from my line manager checking that I am satisfied with my team’s performance. In this instance, there were no issues however if performance was concern then it would be dealt with correctly. Armstrong (2006) advises poor performance must be acknowledged and solved quickly. Poor performance doesn’t necessarily mean someone doesn’t know how to do their job, it can be down to inadequate management skills, so this reiterates the importance of the relationship between line managers and HR along with the correct policies in place.

2.3

The relationship between HR and line managers has been explained along with the many ways in which HR are able to support line managers within the organisation, specifically in relation to performance management activities. First of all, when it comes to managing performance and actioning appraisals HR must ensure management have the correct knowledge and experience in doing so and if not, teach them. This has already been covered in DOC1.36. However, sometimes managers need more guidance or those new to the organisation or recently promoted may require further training. The CIPD (2020h) explain that many organisations are adopting a coaching culture as organisations hope to enhance the skill set of their staff in order to reach top performance and improve overall. This not only proves the direct link between HR and performance management but also shows another way HR boosts an organisation which is through coaching and mentoring. DOC1.46 shows an email snippet of a line manager asking HR for clarification regarding an upcoming performance review. In order to gain a better understanding on performance reviews within the organisation, I have sent an email DOC1.47 directly to my line manager and HR to enquire if I am able to observe a performance and development review for personal study purposes only but unfortunately this was not possible DOC1.48. Further to this, I have contacted HR again but to asking more performance management, plans to improve this and to see if I could find out more to assist me with the assignment and my knowledge on the subject but I am yet to hear back DOC1.49.
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LO3: Be able to assess the impact of performance management activities on organisational performance and make recommendations

3.1

Having explored the topic of contributing to organisational performance, individual contribution and supporting line managers there is now a clearer understanding of Capita’s approach to performance management. According to Taylor (in Taylor and Woodhams 2016) performance management has many names such as a performance evaluations, appraisals and development reviews but the outcome is the same. Armstrong (2006) adds that the purpose of performance management is to plan, act, monitor and review individual and team performances in order to develop organisational performance.

It appears that Capita follow traditional methods when it comes to performance management and adopt formal appraisal processes. Evidence already provided at DOC1.2, DOC1.3, DOC1.4, DOC1.5, DOC1.6, DOC1.7 and DOC1.8 demonstrates conventual appraisal methods such as 1-2-1 reviews with a line manager, individual set objectives, competency frameworks and development plans. Hutchinson (2013) advises this is common for many organisations although some are exploring more varied approaches such as 360-degree feedback. Performance reviews are always completed by line managers at Capita, which has already been proven. All appraisals must be completed on time via the internal system which stores records and can also be referred to in future if ever needed. DOC1.50 shows a screenshot of this system. Taylor (in Taylor and Woodhams 2016) discloses there are many problems with appraisals such as inaccurate ratings and a focus on past performance rather than the present. Research suggests some organisations may have ditched appraisals altogether, to which Cookson (2017) adds that companies must have some sort of system in place in order to be successful.

Evidence suggests that Capita’s approach to performance management is very good. All staff have performance managed appropriately and regular development reviews. DOC1.51 shows evidence of a conversation with a colleague regarding how our performance is managed. There is verification that feedback is frequently given in Capita, both good and bad demonstrated at DOC1.52. Swinburne (2001) implies feedback is key to improving performance, so it is encouraging to know that this is familiar in the organisation. Development is something that management promote at Capita, through various training courses and online learning. DOC1.53 shows a snippet of a learner journal that all staff must complete and sign off with management. DOC1.54 displays notes taken from a conversation with my line manager to discuss performance particularly during the coronavirus pandemic and how like many we overcome and adapted.

3.2

There is definitely evidence of high-performance working (HPW) systems which compliment performance management within Capita. Taylor (in Taylor and Woodhams 2016) suggests these processes are put in place in order to improve productivity levels from staff and to achieve organisational success. Many of these practices are evident within Capita. Team based approaches are common, there are team-based objectives and targets. This promotes a sense of belonging within the organisation and hold everyone accountable. DOC1.55 demonstrates team targets and responsibility. Salary is initially based on experience but is later differed on performance, DOC1.32 shows employees were rewarded with a salary increase but how much depended on performance levels. This entices top performers and retains them. Flexible working is also offered to staff at Capita. The pandemic may have been the main reason for this, but it has proven successful as staff and the business have adapted well. DOC1.56 indicates the organisation’s transfer to remote working and the agreement to continue doing so post pandemic. Capita have closed many organisations as a result of the pandemic according to the BBC (2020) and Calnan (2017) shares that staff are more productive working from home. This indicates that Capita realise this, and it may be one of the many reasons why they are not pushing staff back into the offices and are making amendments to employment contracts to include working from home as an option DOC1.57. The CIPD (2020c) advises development and training are key to organisation performance and this is encouraged greatly within Capita, evidence of this has been provided at DOC1.6, DOC1.24, DOC1.25, DOC1.39 and DOC1.53. Taylor (in Taylor and Woodhams 2016) adds that organisations that invest in their staff are more likely to get the most from them. It is clear that these given examples of practices put together by Capita are not just examples of high-performance working but also how the organisation is able to entice, maintain and engage staff. Hutchinson (2013) suggests in order to sustain organisational performance and for it to be fully effectively, individual, team and company objectives must be integrated. Capita demonstrate this as the main objective is to get people into the British Army. The targets set by the organisation used to be individual DOC1.58 but now are team or office targets DOC1.59 which fall under sector targets DOC1.60 within the region DOC1.61. The region targets go towards the national target which shows all objectives are aligned. Taylor (in Taylor and Woodhams 2016) implies an organisation must advocate a high-performance culture in order to enhance performance. All the gathered evidence indicates that Capita have embedded this. 

3.3

Having researched, analysed and assessed the relevant information and evidence collected from Capita on the subject of contributing to performance, it is straightforward to make a few recommendations.

Personally, Capita’s traditional approach to performance management and appraisals is effective and successful. This has been demonstrated through evidence provided at DOC1.2, DOC1.3, DOC1.4, DOC1.6, DOC1.7, DOC1.15 and DOC1.31. However, it could be argued that although the traditional methods work well new approaches shouldn’t be written and should still be explored. For example, it is great to know how line managers feel about your productivity but do your fellow colleagues agree and this is where 360-degree feedback could be introduced. Taylor (in Taylor and Woodhams 2016) suggests this type of appraisal is fresh and innovative and involves staff receiving feedback from management but also peers and customers. This could be something Capita could try in the future.

Another recommendation is based on a colleague’s feedback which was shared at DOC1.53. Although employees at Capita seem happy with the current appraisal system, some would like more meetings to following up on progress and to check in with how objectives are going. This is something for line management to consider. Looking back at the discussion with my line manager at DOC1.54, he is an advocate for the development of his staff and has an open-door policy. This suggests he would have no issue with my colleague’s feedback request. This draws back to the importance of communication CIPD (2020f).
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There is always room for development which is identified through appraisals, competency
frameworks and PDPs. There is also the Capita academy which allows you to complete
further online training if and when required. Considering development needs because of the
pandemic, adjusting to working remotely has been a requirement for us all. Understanding
and supporting the teams needs as well as ensuring targets are met and the CIPD (2021c)
Profession Map highlights this covers two core knowledge areas, change and people
practice. Studying CIPD Level 5 has also been advantageous because there is always the
opportunity to put what | am learning into practice. There are various meetings which take
place where we have the chance to discuss any areas in which we would like to develop.
Many of us take on extra projects alongside our role, such as becoming a subject-matter
expert (SME) on a certain practice. Personally, | am SME of triple A events and the role of
HR Specialist in the British Army. In order to succeed here | have demonstrated core
behaviours of the CIPD (2021c) Profession Map such as passion for learning and
professional courage and influence.

It is promising to see there are various areas of the CIPD (2021c) profession map are
evident within my role but there is still room to improve and develop. From studying the map
in detail individually and with my line manager, | would like to work on two new core
knowledge areas, business acumen and culture and behaviour. It has been agreed that as |
have been recently promoted, these subjects will be most beneficial to tackle first and will be
most helpful regarding the impact of the pandemic as previously discussed. Personally, I'd
also like to also take on developing a core behaviour of ethical practice. Having completed
an Inclusive Leadership Programme, this is something | would be very interested in taking
further.
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Great spot, thanks Tom.

My team - ensure all are briefed on this please. We need to prioritise shaping to the below opportunities.
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Good momning all,
1am alive and kicking ©

Please keep driving the AAA events , we have discussed how important they are for the candidates and out LtT
numbers.

Great update Rebekah, please remain as the sectors POC. Worcester and Swansea your numbers need boosting
please.

Regards
John
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Good news we had 3 females at AC yesterday , 2 have loaded 1 Q2 and 1 Q3, 1 was deferred due to fitness but
can load into Q4 providing she passes the RFTE.

| believe the all-female nurture is working ©

Stew has seen the difference since the girls have taken our female candidates under their wings.
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Sector 4 |

ACC Cardiff

John

ACC Swansea

| 82

77
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Winners of The RG Great Winter Challenge

“Thank you for voting in The RG Great Winter Challengell 'm delighted to announce the 10 winning
entiies, each will receive £50 worth of retal vouchers!

Contact Team Everest Challenge

AC Lichfield Dance

Amy Mackay Swimming the English Channel

Regular Officer Team Lands End to John O'Groats

Region 3 Foodbank Challenge

Region 3 Local Clean Ups including Commonwealth graves
Poem by Gill Martin

Region 3, Sector 2 Canal Clean Ups

Rose Worthy 219K run liminster to Whitehall, London

+ ACC Sheffield '6000" Challenge for Battle Buddy UK

Ahuge thank you to everyone that ot involved in The RG Great Winter Challenge! Thank you for
prioritising wellbeing and team morale! It the foundation on which we can perform at our

best! Thank you for encouraging your colleagues and getting family members involved too. Your
support of one another, creativity, passion and enthusiasm to give back to your communities is what
makes you an incredible TeamRG!
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Excellent !
Worcester you need to increase your numbers, push these events please.
John

John Arundel
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Fantastic news ! Well done everyone keep doing what you are doing !

Thanks,

Elizabeth Gant
Regional Operations Support Manager R2 & R3
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Good morning all,

Sorry | didn't send the office rhythm email yesterday morning, PRB:
1. Continue with Friday 1200hrs S4 meeting , SD to lead and set the discussion points
2. LR meeting Tuesday’s , discuss all action points that would have been cascaded from RG and Capita
3. Office meetings , discuss all PL pots, concentrate on Med pots, AC , AC FB and targets in particular Q2
4. JH you have a number of tasks to complete as discussed, office layout/rhythm and demists .

SD will be the sector POC whilst | am on leave, he will represent me on the ROMs calls with Leanda Mondays and
Thursdays.

I will call you all today before | finish for the week.
John
John Arundel

Recruiting Operations Manager
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Hi Team
| hope everyone is ok @

I'm just checking everyone is clear on Travel Tasks?

Liz has flagged their have been a few last minute requests and | just wanted to check you and the teams are all ok
with the process?
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RECRUITING GROUP BRIEFING NOTES

To be cascaded down the Management Chain

Issue 100

Capita Mid-Period Appraisals

What You Need to Know: All Capita staff should have their mid-period
appraisals completed by the end of July.

Full Details:

»

Full details are contained in Capita HR policies located on Desktop. Further
information can be obtained from
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Rebekah Thomas

Recruiter
CURRENTLY WFH — CONTACT VIA EMAIL, SKYPE

ACC Swansea, Clipper House, Quay West, Quay Parade, Swansea, SA1 1SR
] ‘ A
Al

BE THE BEST

Recruiting Tomorrow's Amy, Today
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Dear colleagues,

I hope this message finds you all safe and well.

In response to Covid-19, we quickly adapted to working remotely
and demonstrated our ability to continue delivering for our clients
whilst working from home. Last year, many of you completed a
survey on how you wish to work in the future. The results showed
that most of our colleagues prefer to work in a flexible manner —
continuing to work from home for at least part of the week.

We have therefore created a ‘new ways of working’ model to reflect this. As a result, we need
your consent to change your contract of employment. We recognise that in the coming
months there will be changes to the Capita structure, but we remain committed to moving
towards our new model.

Please continue to read on for more details on how this works, who this applies to, and what
to expect next
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Four main ways of working

Across Capita, we have identified four main ways of working and your contractual location
could change to one of the following:

Office: Role requires the individual to work at a Capita Office or a Client site for the
majority of their time on a permanent basis.

Multi (mix of home and office): Role requires the individual to work from home or
another location (where practicable) for the majority of their time. They will have an
assigned Capita office where they will have access to a hot desk as needed for their role.
Home: Role can be performed at any appropriate location (within guidelines) for the
majority of their time on a permanent basis (with a requirement to attend a variety of
facilities as required) and individual chooses not to have access to a hot desk other than
when capacity allows. Colleagues who were home based pre-COVID or recruited on this
basis fall into this category.

Field: Role requires the individual to be mobile within the country in which employed for
the majority of their time. They may have an assigned Capita office where they will have
access to a hot desk as needed for their role.

Colleagues whose current contractual location is going to change will receive a letter
from me confirming the working arrangement that has been proposed.

The letter wil be generated via ‘Docusign’ which means you need to consent by signing with
an electronic signature and automatically submitting your response. The letter will be saved
as a pdf file and will be uploaded into Workday by the People Hub. Please keep an eye out.

For some colleagues, there will be no change as your role requires your working model to
stay as it was before the pandemic began. There are also some teams who have already
changed their working models as part of some more local activity, change projects or office
closures. If this applies to you, you will not receive a letter from me, but | stll encourage you
o speak to your manager and agree ways of working that best support you whilst ensuring
we continue to deliver customer excellence.

We recognise that some of you may wish to talk about this further before consenting to your
working arrangement and details of how to raise queries or concens will be included in the
letter.
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Good morning ,
I hope you have received the comms below ? We will be receiving letters with the contract changes.

Please not | will have the flexibility to allow a mix of office and WFH rotation.... We can discuss this once we have
sight of the contract change

John
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We have therefore created a ‘new ways of working’ model to reflect this. As a result, we need
your consent to change your contract of employment. We recognise that in the coming
months there will be changes to the Capita structure, but we remain committed to moving
towards our new model.
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Colleagues whose current contractual location is going to change will receive a letter
from me confirming the working arrangement that has been proposed.

The letter will be generated via ‘Docusign’ which means you need to consent by signing with
an electronic signature and automatically submitting your response. The letter will be saved
as a pdf file and will be uploaded into Workday by the People Hub. Please keep an eye out.
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Good morning ,
I hope you have received the comms below ? We will be receiving letters with the contract changes.

Please not | will have the flexibility to allow a mix of office and WFH rotation.... We can discuss this once we have
sight of the contract change

John
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Tue 10/08/2021 12:22

Business Update - Attendance Mandatory

Required

(2) This meeting request s updated sfterthis message was sent, ou should open 3 ater updte or open the item on the calendr.
When 11 August 2021 15:30-16:30 Location Microsaft Teams Mecting
“This meeting does require your attendance, so, therefore, please can you ensure that you attend. If, for any reason, you cannot please advise the sender of this invitation ASAP.

‘When accepting this invitation please use the Send the Response Now option.
If you are unable to join via Teams please use the dial in details below so you can join via a landline or a mobile phone.

Microsoft Teams meeting

Join on your computer or mobile app
k here to join the meeting

Or call in (audio only)

SN it Kingdom, London
Phone Conference I: R

Find a local number | Reset PIN

arn More | Meeting options
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Please read below your individual ICD targets for July.

Once | have confirmation the rest of the quarters targets and the breakdown | will send them to you.

Swansea Cardiff
RT=25 TH =236
AK =18 SD=26
Regards

John
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Current methodology. | have then broken this down into individual recruiters but more just to see how the
numbers looked as a workload by headcount. Our initial proposition is that ROMs only get 20% of their offices tgt as
a personal tgt to allow them the time and space to manage the other work-strands they are responsible for. The work
is then evenly split between LRs and Rs. This work is only a guide - | would rather allocate you a ROM target and
you tell me how you want to divide it amongst your offices / personnel. So please take this week to look at it and
come back to me.
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RECRUITING GROUP BRIEFING NOTES
To be cascaded down the Management Chain

Issue 116

Capita End Year Appraisals

What You Need to Know: All Capita staff should have their end of year which
are due to be completed by 10" December

Full Details: »

Full details are contained in Capita HR policies located on Desktop. Further
information can be obtained from
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ADB/ICD delivered against  Achieve assignea  307% AS per bAU KFl regime — measures
target — individual target engagement to book and productivity
in delivery

ROMs measured against
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eLearning — individual Achieve required 20%
completion and
pass rates
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o | understand that some of the ROMs may not have assigned targets to individual level. In these cases, |
suggest an equitable split of the ACC targets between staff of the relevant level — Lead Recruiter and Recruiter

* ROMs will, for this quarter, be assessed on the basis of the overall performance of their ACC or group of
ACCs. In future, ROMs will be expected to hold a portfolio of their own candidates, alongside their managerial
responsibilities

* Where ACC staff have attended a ‘super ICD’, we should recognise this in their individual achievement. | will
need this info from you as it won't show in DRS — see below next steps
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RR3

% of Regional Tgt

ACC Bangor

5%

ACC Birmingham

15%

ACC Cardiff
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ACC Coventry
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ACC Stoke-on-Trent
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ACC Worcester (inc Hereford)
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ACC Wrexham
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Total

100.00%
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TARGET- ACC SPLIT ABICD AC
348 180
CARDIFF R3 221 114 84
SWANSEA R3 127 66 48
TOTAL 348 180 132
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Below is our Q2 Sector Target, broken down into OFFICE targets.
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Td
Subject: fation: 2020 End of
Year Appraisal: Rebekah Thomas,

You have a new task in your Workday Inbox to action.
Self Evaluation: 2020 End of Year Appraisal: Rebekah Thomas - Complete Self Evaluation for Performance Review

To view the details and complete the task, please access your Workday inbox. You can do this by accessing the
link below or using the Workday App.

Business Process: Self Evaluation: 2020 End of Year Appraisal: Rebekah Thomas
Subject: 2020 End of Year Appraisal: Rebekah Thomas

Details: Self Evaluation for Rebekah Thomas effective on 31-Dec-2020

Click Here to view the notification details.

mas @capita.com - Manage Preferences

This message has been scanned by Capita’s systems, but if you believe it to be spam then click here to report this
email as spam.

This email is security checked and subject to the disclaimer on web-page: https://www.capita.com/email-
disclaimer.aspx
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R3 LTT Q2 21/22

Sector ACC Target Actual Delta
ACC Bangor
Sector 1
Helen ACC Shrewsbury 70 58 -12
ACC Wrexham
ACC Coventry
sectors ACC Stoke-on-Trent 111 101 | -10
Rhian
ACC Wolverhampton
ACC Birmingham
si‘::? 78 68 -10
ACC Worcester
ACC Cardiff
5'13:;4 82 77 5
ACC Swansea
Grand Total 340 304 -36
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Sector 4
John

ACC Cardiff

ACC Swansea

ACC Worcester
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Q2 TARGET- ACC SPLIT ABICD AC
1250 647
BANGOR R3 52 27
BIRMINGHAM R3 149 77
CARDIFF R3 221 114
COVENTRY R3 119 62
HEREFORD R3 34 17
SHREWSBURY R3 75 39
STOKE-ON-TRENT R3 125 65
SWANSEA R3 127 66
WOLVERHAMPTON R3 193 100
WORCESTER R3 73 38
WREXHAM R3 82 42
TOTAL 1250 647 475
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Thank you Liz.
S4 team... thumbs up ©, note the CQ information below

John
John Arundel

Recruiting Operations Manager
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Hi team,

Today we have reached 65% of our 2021/22
Regular Soldier target!!

| just wanted to say how absolutely fantastic that
is. In 2018, for the whole recruiting year, we
struggled to hit 60% of our total target! | know we
have had two brilliant years since, but | just
wanted to remind everyone how far we have
come!! It's down to you all. Well done! What a brilliant achievement, in one of
our hardest years yet.

Thank you all so much for your dedication, determination, flexibility and
passion. It's a pleasure working with such a great team.

| know we still have lots to do this year but | just wanted us all to appreciate
this moment.
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[ Q2R3TARGET | JUNE | AUGUST [ SEPTEMBER| % |TOTAL
ABICD 429 430 391 15.70% | 1250

AC 236 214 197 15.70% | 647

T 79 106 290 15.70% | 475
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Quarter|National Target Region 2 Target|Region 3 Target
Q1 1340 389 214
Q2 2127 617 340
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Region Qtr2 qQtr3 Grand Total

Region 1 65 22 87
502

241

Region 4 288 128 416
Region 5 238 113 351
Region 6 28 12 40
(blank) 62 15 77

Grand Total 1229 485 1714





image6.jpeg
Year Appraisal: Rebekah Thomas

You have a new task in your Workday Inbox to action.
Self Evaluation: 2021 Mid-Year Appraisal: Rebekah Thomas - Complete Self Evaluation for Performance Review

To view the details and complete the task, please access your Workday inbox. You can do this by accessing the
link below or using the Workday App.

Business Process: Self Evaluation: 2021 Mid-Year Appraisal: Rebekah Thomas
Subject: 2021 Mid-Year Appraisal: Rebekah Thomas

Details: Self Evaluation for Rebekah Thomas effective on 30-Jun-2021

Click Here to view the notification details.

Manage Preferences

ailbox i

This message has been scanned by Capita’s systems, but if you believe it to be spam then click here to report this
email as spam.

This email is security checked and subject to the disclaimer on web-page: https://www.capita.com/email-
disclaimer.aspx
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Subjéect:
Attachments:

20200706_H gfgue_Guide v4.0.docx; Copy of PDP -
Recruiter.xl

Hi Rebekah,
As discussed earlier please find attached the PDP and the Competency frame work guide. | know you are already
well into your university CIPD course that was agreed by the business. Please have a look at the courses that are

available to you via the Capita Academy. You can add other courses but | guess you have enough on your plate at
the moment ?

Can you add the objectives we have agreed , once your happy please send me the completed PDP back and I will
upload them onto WD once we have chatted.

Regards
John

John Arundel

Recruiting Operations Manager

iting faroup, ACC Cardiff, Southgate Ho ,CF10 1GR .
DD: 0292/726823 | MgisfE Q7966156028 | undel917 @ mod.gov.uk
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R@#lan 2020 2021 Booklet pdf.

Quay Parade, Swansea,

Subject: (For info) RG Plan 2020/21

Dear RG Colleagues,
We hope this email finds you and your families safe and well.

We're pleased to attach the Recruiting Group 2020/21 Plan. This is a high level summary document and has been
produced primarily for RG stakeholders.

Within the attached you'll find:

Recruiting Group Purpose and Vision
Summary of our 2019/20 performance

Recruiting Group’s 2020/21 Objectives

High Level summary of our 2020/21 Operational plan

Overview of the Service Improvement Programme (SIP)

Our approach to Inclusion, Learning, Development and Recognition
Being a responsible business

Planning for the future

We encourage you to take some time to review it. Please accept our apologies that it has taken a long time to
finalise and distribute. We are already planning the version that will be for RY 21/22 and we're aiming to publish
that by the end of March 2021.

We always welcome feedback so please feel free to reply to this email with any comments you have.

Kind regards

People & Communications Team
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Our Operational Plan for 2020721
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4th March 2021

2021 RPP Organisational Objectives

Dear Colleagues,

As we begin the Capita objective setting process for 2021, itis timely
to share the 2021 objectives for the RPP contract...

Whilst we don't yet have all the final details of the Army Demand Plan, we do have
sufficient detail to share with you all. Over these coming weeks, you'll be having an
Objective Setting session with your Line Manager, and so having sight of the RPP
Objectives should help you to anchor your own objectives to the organisational ones.

All Capita colleagues are expected to have agreed their objectives with their Line
Manager and submitted these within Workday by 31st March 2021. We encourage all
colleagues to revisit their objectives regularly throughout the year and if you need to
amend/update your objectives i.e. in April, in light of the final details within the Army
Demand Plan, these amendments can be made in Workday and in conjunction with
your Line Manager.

Our new Strategic Themes are in the final stages of consultation and throughout the
objectives below, where there is a natural link between an objective and a Strategic
Theme these have been highlighted.

1. Operational Performance Targets

1.1 By the end of March 2021, deliver 100% of RY20/21 Army Basic Training Starts
(BTS) Targets for Regulars, Reserves and Officers.

1.2 *By the end of December 2021, be on track for 100% delivery of RY 21/22 Army
BTS Targets for Regulars, Reserves and Officers. Furthermore, improve in the areas of
diversity and inclusion and candidate experience as follows:

1
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CAPITA - -

Our values .
Capita has four core Values; Open, Ingenious, Collaborative and Effective - remembered by the acronym VOICE. Read on to find out more
information about each Value, what it means to Capita and the associated behaviours that are brought to life across what we do in the business

OPEN INGENIOUS

We are We think
honest and smartly, are

transparent resourceful
and always act and innovative
with integrity

We treat our We have the courage We respect, support and We are energetic
customers fairly to think and do things benefit from shared views and pragmatic
differently and ideas »
We are approachable
We are not afraid We share challenges We strive to do
s to ask questions working in partnership the best we can
We embrace diversity to solve them
and respect our colleagues
We look for new and We combine the talent We have a can-do
We share challenges and innovative solutions and skills of our businesses mentality and approach
solve issues together for the best result to delivery

The Employee Handbook
The standards and principles outlined in the following pages represent a code of best practice for us in Capita.

They are integral to your terms and conditions of employment but these do not have any contractual effect,

The most up-to-date handbook can be accessed on My Capita under Capita Connections. The most up to date version should be retained with

your statement of terms and conditions or verification statement. This will enable us all to work together to agree standards and in pursuit of a
common aim.

If you would like to receive a copy of this handbook in Braille please contact The HR and Payroll Administration Team on 08444 122 522.
(Calls to this number cost 5p per minute plus your phone company’s access charge)
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CAPITA - -

2. Your career

21 Recruitment -
Capita’s recruitment and selection procedures are based solely on the necessary and justifiable job requirements and the individual’s suitability.

Job profiles and person specifications are drawn p for every post to be filled. Posts are advertised interally on Capita Connections under My
Career. Where posts are advertised externally, consideration is given to the most appropriate outlets to ensure that a wide range of potentially
suitable applicants have the opportunity to apply.

Selection methods, including interviews, are conducted in accordance with documented and standardised procedures and checklists, designed
to ensure that discrimination forms no part of the recruitment process.

The objective is to make each appointment on the grounds of selecting the most suitable candidate for the post

2.2 Performance and success
In order that we can to meet the challenges of an organisation that is growing, diversifying into new markets, and increasing our presence
intemationally, it is crucial that we have an identified pipeline of leadership and technical excellence at all levels within the organisation. Talent

management and succession planning are key elements of our strategy to ensure that we give employees the opportunity to grow and develop,
whilst sustaining the appropriate resource to maintain our high organisational performance.

We cannot expect you to achieve your objectives if you don't know what they are, or to know how you are doing if you nevRr have the chance
to sit down and review your progress with your manager. The performance management system we follow at Capita allows us all to move in
the same direction.

Agreeing objectives

The performance management cycle starts when, together with your manager, you agree a plan that sets out Specific, Measurable, Achievable,
Realistic and Timebound (SMART) objectives. This comes after you both have defined the job, defined the standards and talked about potential
achievements and goals to work towards. The purpose of agreeing a set of objectives and their relative priorities is for you to have a clear

framework that you can refer back to at any time during the year and at each of the review sessions and during the appraisal. Increasingly, as
you get more experienced, you will set your own objectives for discussion with your manager.

You will need to retain your own copy of the plan, to refer to throughout the year.

A new performance plan will be agreed at the conclusion of your probationary period and then at least annually or at the start of a promotion
or new job within Capita.

Reviewing progress

To make sure we are aware of all your achievements, understand the changing context of your job and offer timely help and support, we hold
review sessions throughout the course of the year. This is a chance to give - and receive - feedback, on both sides.

Once you have settled in, we would expect there to be at least two review sessions during the year, and more on an informal basis, if you wish.
These sessions are an opportunity to take stock, change the plan (if it needs changing) and put into effect additional means of support and training,

They are an indicator of how well you and your manager are communicating, of how effectively you are performing and of what still needs to be
done in the time available.

The annual appraisal

Ayear after that first meeting to agree the performance plan, there will be a formal appraisal of your performance in your job. We follow set
criteria for best practice in conducting appraisals. This means setting aside sufficient time not just for the interview, but also for preparation by
both you and your manager beforehand. The appraisal is divided into two parts: a self appraisal, where you review your own performance and
training needs; and the performance appraisal, conducted by your manager with you

During the performance management process you will be measured both against objectives set by your manager, and against degrees of
competence in each objective, in order to give a clear idea of your development needs.

Non achievement against objectives and/or low levels of competence in an area relevant to an objective would indicate a need for development.
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whilst Lance Corporals and below tend to be assigned for 1 year only, This is to ensure that their
Army careers remain on course.

Terms and Conditions of Service (TACOS)
6. RG has personnel on differing TACOS which can be summarised as follows:

* Regular Service. Soldiers are on a Versatile Engagement which is either ‘Short
Career’ (up to 12 years), ‘Full Career’ (up to 24 years) or ‘Long Career’ (up to 30
years from enlistment). In addition, Regular personnel can apply to fill Senior
Soldier Continuity Posts (SSCP) which are designated for longer service. The
latter could be a Staff Sergeant’s post that Warrant Officers’ could apply for to
enable longer service. In which case they get paid and appraised (for reporting) as
a Staff Sergeant, but are entitled to wear previous rank. Regular personnel receive
the full benefits offered by the Army (medical, dental care, accommodation et al)
and receive an ‘X Factor® in their pay to compensate them for unlimited liability for
such things as global deployment on order. They are presently required to give 12
months’ notice to terminate their engagement.

» Full Time Reserve Service (FTRS) Home Commitment (HC). FTRS(HC)
personnel are Regular Reserve” or Army Reserve® personnel who volunteer for full
time service on a commitment of between 2 and 5 years, up to a maximum age of
60. They are ‘geographically fixed’ to the location of their post, but are able to
travel including overnight on recruiting business similar to Capita employees. They
are paid and wear the rank of the post that they fill, regardiess of previous rank held
in Regular or Reserve service. They do not receive ‘X Factor and are not generally
entitled to the benefits of Regular service, but are able to claim expenses
associated with travel and accommodation for duty purposes. They are presently
required to give 6 months’ notice to terminate their commitment. Soldiers are
replaced through a lengthy recruiting process that involves advertising the post®,
sifting applicants', selection/interviewing'", clearances'? and engaging them in the
role.

7. Job Specification.  Each military position has a Job Specification (JS) which sets out the
generic roles and responsibilities for that post, taking into account the TACOS of the individuals
holding that position. They can be found here. If you are the LM for soldiers itr will be useful to
see what there job includes and to propose updates where needed.
Values and Standards
8. All soldiers are expected to adhere to a set of values:

* Courage - The moral courage to do what is right as well as physical courage.

 Discipline - Principally self-discipline.

* Respect for Others — To respect diversity, the chain of command and civilian
colleagues.

* Integrity — Honesty in all that they do.

¢ Presently 14.5% addition to all Regular personnel's pay.

7 Ex Regular personnel with a reserve liability.

8 What used to be termed the Territorial Army.

9 On the Army Personnel Centre (APC) Site on the internet.

© APC FTRS Cell checks eligibility and suitability.

" Normally done at HQ RG.

"2 All RG military posts are subject to DBS (formally CRB) clearance.

2
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¢ Loyalty - To those they work with, and to the chain of command.

* Selfless Commitment — Soldiers are not “employed” on a 9-5pm basis, but are
imbued with a 24/7 mentality — if a matter needs doing as a priority, soldiers accept
that they will be expected to put the needs of the task and the team ahead
of their own interests (within the bounds of reasonability of course'?).

9. The standards that soldiers are expected to remain cognisant of are:

¢ Lawful - Behaviour and actions must be lawful. Soldiers are not above the law;
military law which applies to all soldiers, is in many cases more stringent than
civilian laws.

* Appropriate Behaviour — This includes social behaviour. It is a failing in the eyes
of the military for inappropriate behaviour to take place or for inappropriate social
relationships to develop. Likewise, “banter” must remain appropriate and
sensitivities of all staff considered in drawing the limits.

* Total Professionalism — Soldiers must be totally professional in all senses of the
words.

10.  Unit Ethos. In addition to that above, every soldier should know the unit ethos and
indeed live it.

¢ Sell the Army
* Partnership
¢ Self-discipline

Discipline

11.  The Service Justice System (SJS) is underpinned by the Armed Forces Act 06 (the Act)
and is enshrined in Military Service Law (MSL). In order that the Armed Forces can operate
effectively, a necessary reliance is placed on the maintenance of both personal and imposed
discipline. Although the Act includes offences under the criminal law, Service law creates
additional offences that are exclusively of a Service nature, such as ‘failure to attend a duty’ and
‘ill-treatment of subordinates’ that are subject to the same procedures and the same sort of
penalties as criminal offences. This is because the Armed Forces do not have a contract of
employment and hence much of the law which governs civilian employment does not apply to
Service personnel. Hence the Act deals with a number of areas which are broadly similar to those
that would be covered in a contract.

12. Discipline measures exist from the low level through to much more serious dealings at
senior level. In essence the military discipline system is broken into two main parts — The
administrative system and the true discipline system. Sometimes the word ‘discipline’ is used to
refer to either, even thought it may be administrative action.

13.  The Administrative system falls under employment law and is designed to deal with
failings in the values and standards and professional failings. The administrative system is
governed by Army General Administrative Instructions 67 (AGAI 67) and sanctions range from
admonishment, formal warnings; time bars on promotion, reduction in rank and dismissal from the
Army. The administrative system is based firmly in employment law and applies the standard of

'8 This does not mean that soldiers can be used where other staff may be unwilling, or where overtime may
need to be paid. Sharing equitably the less popular jobs is imbued in the spirit of partnering, recognising the
strengths and weakness of each part.

3
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Thomas, Rebekah ACC Swansea

From:
Sent:
To:

bekah Ms (RG-ACC
Crowley, Geraint LSgt

; Varndell, Mark Sgt (RG-ACC Worcester CoOrd3)
Subject: RE: Sector ROM Call

Good morning all,

Fluid agenda this morning, salient points please. Lets open with events ... Diff to lead

Q2 focus, RAP, Med pots, events, | think we will need to move this meeting going forward.
LR catch up no change, Carla join during Jarrell’s absence please.

ACC Worcester observing this one!

John

John Arundel

Recruiting Operations Manager

onvenient for you
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-----Original Appfintment-----

From: Dempseg c1) <Stewart.Dempsey101@mod.gov.uk>

Sent: 02 July %

To: Derrick,, , Paul Sgt (RG-ACC
Cardiff CAZ); Aitchjgbn, Carla ARDIFF-
RECRUITINGCOQHD) G-ACC Cardiff WG
BE); Rob rdiff RecOpsMgr);
Thomag Ref 3 ; Peg a ap ; frowley, Geraint LSgt

raig LCpl (IRWELSH-
Subject: Sector ROM Call

When: 02 July 2021 12:00-13:00 (UTC+00:00) Dublin, Edinburgh, Lisbon, London.
Where: Skype Meeting

TIME PUSHED BACK BY 60mins THIS WEEK.

Hi all,

As per Rom email. ALL recruiters are required for this call unless you are on leave or duty.
Agenda to follow.

KR,

Stew

anSk é.Mee n S ——

Trouble Joining? Try Skype Web App

Join by phone

+44 (0) 30 0151 0000,,18?6138# (United Kingdom) English (United Kingdom)

Find a local number

Conference ID: 1876138
Forgot your dial-in PIN? | Help
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Thomas, Rebekah Ms (RG-ACC Swansea LeadRec)

From: People & Comms Team <dispatch@rpp-mail.co.uk>
Sent: 18 August 2021 12:34
To: Thomas, Rebekah Ms (RG-ACC Swansea LeadRec)

Subject: The NEW RG Recognition Scheme and Q3 Winners & Nominees

Recruiting Group

Recruiting Tomorrow's Army Today

The NEW RG Recognition Scheme

We are excited to announce the winners of Q3!
"A new quarter sees the launch of a new RG Recognition Scheme, offering a greater opportunity to
showcase the outstanding work Recruiting Group delivers on a daily basis. By dividing the categories

into Individual and Team, | was delighted to discover more stories of success across the business.

Congratulations to the winners and a continued thank you to all colleagues for your commitment to RG.
Your dedication allows RG to prosper in spite of the many presént day challenges!"

Gordon Lee, Interim CEO, RG

The winners for Q3 of the RG Recognition Scheme are:

Belonging

Individual

Katy Curran, Team Leader of the NRC Contact Team, was nominated by Rachael Hunter for her
contributions to mental health awareness.

1
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— - 'Capita

It's been two months since | wrote about the resurgence of the Black Lives Matter movement. In this time,
we have been listening to our colleagues, with more than 2,500 of you taking part in group sessions - and
revealing your own stories and explaining the actions you think we should be taking to create an inclusive
and anti-racist Capita. Thank you to everyone who has been involved.

I have been incredibly disappointed by what | have been hearing: personal stories where :Blleagues have
experienced racism but not felt empowered to speak up; a deep-seated belief amongst our black and
ethnic minority colleagues that they can't progress at Capita beyond a certain level because of the colour of
their skin; and exhaustion and frustration that racism still needs to be. explained.

This is not the company | want to lead.
We have listened, and now we must act.

To guide what actions we should take, we have convened an advisory group, chaired by Ismail Amla and
Chris Baker, ExCo sponsors of our Embrace Employee Network Group.

The group has worked to review the feedback from our employee listening sessions, alongside external
insight, to recommend a series of commitments aimed at driving long-lasting change. These have been
unanimously approved - and are actively supported - by me and the rest of the ExCo.

We have heard that racism and discrimination are not confined to any one group or country which is why
our actions aim to enhance diversity to ensure no one feels excluded.

Our commitments are to:

¢ Ensure an inclusive culture with zero tolerance to racism. We will define what we mean by zero
tolerance and reflect this in our Code of Conduct, our values and our behaviours. We will review our
employee life-cycle processes, ensuring we remove bias and provide equal opportunities. We will be
transparent about our data on ethnicity representation throughout our organisation and the ethnicity
pay gap; and we will publish this data and our approach to inclusion in our annual report.

* Have asustainable representation of ethnic diversity, that reflects the communities we
operate in, at all levels of the workplace. Starting in the UK, we will commit to a 15% black, Asian
and minority ethnic representation (5% black) across all levels of our workforce, extending these
targets to other countries and ensuring they are meaningful.

Monitoring progress on achieving these targets requires data and | implore you all to enter your own
ethnicity data in Workday.

* Educate and raise awareness of racism in the workplace and through the power of our
networks. We will implement anti-racist training alongside our mandatory inclusion training and
encourage our colleagues to volunteer their skills in youth communities with a high proportion of
black students, as well as include an anti-racism requirement in our Supplier Charter.

We all have so much to gain by being part of a far more inclusive and diverse company - but change will not
come without us all playing our part.

Please speak up and use your voice if you see actions or behaviours that go against our commitments.
Staying silent is no longer an option.

&

Jon

o

o 2. RG: Inclusive Leadership Programme - Our Commitment to Inclusion k=
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Maximising talent through Diversity and Inclusion

Chiefs of Staff across Defence have written a letter setting out their collective commitment to improve
Diversity and Inclusion.

Published 24 July 2020

From: Ministry of Defence b

The events of recent months have provided a stark reminder of the inequalities that continue to exist in our
society, within the UK Armed Forces and within defence as a whole. It is mission critical for defence, if we
are to safeguard the security, stability and prosperity of our nation, that we recruit and retain the most able
people drawn from the broadest diversity of thought, skills and background. While we have made some
progress on matters of diversity, inclusion and inappropriate behaviour, we are clear that if we areto
improve the diversity and inclusion of our work force we must take urgent action to access and maximise
all our talent.

We are determined to make a collective commitment as follows:

We will set targets and we will be held to account for delivering the policy, process and behavioural changes
required to deliver the levels of ambition that each Front Line Command has set for 2025. To drive
transparency and accountability, each Front Line Command will publish publicly its levels of ambition and
associated delivery plans by September 2020. To enable this, we are committed to resourcing

our D& teams with high quality military and civilian staff and we will provide increased funding for

our D&l programmes.

We will modernise the promotion system so that it fairly maximises everyone’s potential and where
emotional intelligence (EQ), integrity and behaviours are considered equally alongside objective delivery. To
drive this change, we will conduct an independent review of promotion boards (to report in early 2021),
refresh our current appraisals process, and review all job specifications to remove arbitrary barriers to
progression, expanding our talent pools.

We will modernise the career structure and associated terms and conditions of service to make it more
flexible, focusing more on potential. Recognising the increasing requirement for specialist career streams, it
must enable initiatives like lateral entry that can accelerate the growth of a more diverse workforce.
Building on the recommendations within the Wigston Report, we will champion positive action pathways
(for example, the Women's Development Programme), and we will use our D&l champions and networks as
critical partners throughout.

We believe it is critical that everyone has confidence in the Service Complaints system, both to report their
experiences, but importantly to trust that where evidence of inappropriate behaviours is presented, swift
action will be taken. Following the release of the Service Complaints review findings in Autumn 2020, we will
take personal ownership for implementation of the recommendations. We will also work to ensure parity
and coherence with the civilian grievance system to drive a unified culture that has zero tolerance at its
core.

We each have a responsibility to drive change within the Front Line Commands and within defence. We
must embed D&I into our culture. We are committed to setting a personal example; genuinely to improving
the lived experience for everyone; and regularly engaging with our D&l agenda by being held formally to
account by publishing a report every 6 months. We are all determined to deliver this agenda and to taking
demonstrable action with immediate effect.

Signed by

*  General Sir Nick Carter, Chief of the Defence Staff

Admiral Tim Fraser, Vice Chief of Defence Staff

Admiral Tony Radakin, First Sea Lord

General Sir Mark Carleton-Smith, Chief of the General Staff

Air Chief Marshal Mike Wigston, Chief of the Air Staff

General Sir Patrick Sanders, Commander of Strategic Command

0 1. RG: Inclusive Leadership Programme - Our Commitment to Inclusion
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Factsheet:

Context for our RG Inclusive Leadership Programme Useful to Know:
The MOD has published targets for certain elements of D&L. These are:
' By 2020 the % of serving soldiers will be: The Mab2018:2030
N\ : D& Strategy ‘A Force
* ¢ Females = 15% for Inclusion’ expands
; focus beyond Gender
ARMY BAME = min 10%

and Ethnicity, to
include Sexual

(% of demand plan) H Orientation, Social
RY 19/20 Actuals RY 20/21 Mobility and Disability
Target BTS | Target
Female 15.2 11.6% 4 15.2%
BAME 10.1% 7.1%* 10.1%

*Excluding Commonwealth

APPS

In RG, we are contracted to support the Army with this ambition, via these goals

22,709 13,328 5,301 2,808 1272
% 20% 18% 2% 28% 27%
ur 1,415 906 369 105 36
% 12% 10% 15% 15% 31%
I

RY 19/20 Female %
RR1 7.4%

RY 18/19 Female ¢




image27.jpeg
FEMALE & BAME QUAL

FEMALE - QUAL RESEARCH OVERVIEW

OUTPUT

“ was terrified. The
Sheffield Careers"
Centre is armed
forces. 1hada
marine greet me at
the door. | was very
daunted. | haven’t
seen any female
military personnel
working there and it
can seem very full-
o

“they did offer me
other job roles when
1said | was waiting
for the med tech role
to open. Ididn’t
want to join just for
the sake of joining.
Itis a big
commitment and |
want to specialise in
something | will
enjoy”

ALLOW THEM TO

SUPPORT

*  Nurture

* Mentoring

* Buddying

« Preparation SEE
“SOMEONE LIKE ME”

Go at the speed
which suits them
Use preferred
comms channel

EXPOSE THEM TO

*  Thelived
experience

* Maximise use of

social media
BELIEF
ACKNOWLEDGE
G * Fearof
lno:o,s‘:rowwms discrimination
ARY +  Demonstrate
the army is
welcoming to
women

“of course it makes
sense that the Army
would hire HR
managers, IT
professionals and intel
staff. 1 can’t even tell
you why I didn’t think
they would. I suppose
Ithought they spend
their days sitting in a
bunker somewhere
with guns”

“People think you're
incapable of doing
something just
because you are
female”

“a successful woman is
brave, powerful and
courageous......they
have proved everyone
wrong, that they are
not as powerful as

men
kalr.
S

BETHE BEST
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26/08/2021 7 levers for productive workplaces - Acas productivity

7 levers for productive workplaces

Select a lever to explore how you can.take action to i |mprove
productivity in your workplace.

BUILDING .

PRODUCTIVITY

https://obs.acas.org.uk/Productivity

”n
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26/08/2021 Job - Capita (United Kingdom) - Recruiter - Swansea - Graduateland
Job Description:

‘What you'll be doing: N
« Interviewing candidates and working consultatively to support them throughout their bespoke recruitment journey
« Providing an exceptional candidate experience
« Attending and leading attraction events to raise candidate awareness of Army careers
« Working with educational providers to promote awareness of careers within the Army
« Managing relationships with a variety of internal and external stakeholders
« Using the latest social media tools to attract and engage with candidates .

What we're looking for:

« IT Literate using Microsoft Office Suite, particularly strong skills using Excel

« Good communication skills both verbal and written

« A passion for providing excellent Customer Service

» Good negotiator with people influencing skills

« Ability to multi task with strong attention to detail

« Familiarity with Army Careers and/or experience of recruitment, would be an advantage

About Capita RPP

At Capita Recruiting Partnering Project, we're transforming the British Army’s recruitment service. Our team are constantly improving the
entire recruitment and selection process for both the Regular Army and the Reserves. Our mission is to make joining the Army a less
daunting and more transparent experience. Join us and discover better ways to inspire people to become part of the Army.

What's in it for you?

A competitive basic salary of £25,000
23 days' holiday (rising to 27) with the opportunity to buy extra leave

The opportunity to take a paid day out of the office, volunteering for our charity partners or a cause of your choice

« Company matched pension, life assurance, a cycle2work scheme, 15 weeks' fully paid maternity, adoption and shared
parental leave, paternity pay of two weeks...and plenty more

« Voluntary benefits designed to suit your lifestyle - from discounts on retail and socialising, to health & wellbeing,
travel and technology

« Access to our Employee Network Groups, which represent every strand of diversity and allow colleagues to connect
and learn from each other on an open, inclusive platform

« City centre location easily accessible via public transport with free parking available

Joining an existing, supportive team environment

Excellent bespoke training "

You'll get the chance to follow your chosen career path anywhere in Capita. You'll be joining a network of 63,000 experienced, innovative
and dedicated individuals across multiple disciplines and sectors. There are countless opportunities to learn new skills and develop in your
career, and we'll provide the support you need to do just that. Our purpose is to create a better outcome for you.

What we hope you'll do next:
Choose ‘Apply now’ to fill out our short application, so that we can find out more about you.

Please contact seona.treadaway@capita.com or lisa.scott2@capita.com for further information
To view our Covid-19 and process adjustments information, please visit the Capita Careers site.

https://graduateland.com/job/42875019/14/recruiter-swansea
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CAPITA -

Misuse of alcohol or drugs .

Use of alcohol or drugs, whether prescribed or recreational, is usually viewed as a very personal matter (unless illegal), however, alcohol and drug
use (or misuse) is a legitimate matter for employers to manage if there is an impact on behaviour or performance at work.

Capita requires that no employee shall:

report for work in an unfit state due to the taking of alcohol or drugs

be in possession of alcohol or drugs in the workplace

consume alcohol or drugs whilst at work

attempt to sell or buy alcohol or drugs on or within the workplace

smoke in any Capita premises, this includes all external areas except with the express permission of the site manager and where there is a
designated/strictly defined smoking area.

Any departure from these rules may lead to disciplinary action and potentially your dismissal. In addition, in the case of illegal substances, the
matter may be reported to the police and if you smoke in a banned area, it could lead to you being prosecuted and fined,

In the case of prescribed medicines or drugs you should check with your GP to ensure that there will not be any adverse effect on the safety of
yourself or your colleagues, and inform your manager if this is likely.

Where employees are diagnosed as having an alcohol or drug related dependency and are actively seeking assistance to rehabilitate, Capita will
manage the issue under our Absence Management Procedures, including referral to Occupational Health Services, if appropriate.

Depending on circumstances and operational viability, additional measures may be put in place to support employees overcome their addiction
but this will depend on the employee’s attitude to rehabilitation and the resources available. Whilst Capita will deal sympathetically with
employees who are seeking to overcome problems with their addiction this will not preclude disciplinary action and a possible outcome of
dismissal from being taken if the employee engages in behaviour or conduct that is sufficiently serious and the rules outlined above are breached

If you believe that you may have a problem you may want to consider speaking to your GP or seeking support through national organisations or
local support groups.

Your line manager is responsible for ensuring Capita’s procedures are complied with and they have a duty to act where they believe an employee
has breached the rules. Initially this will involve your manager speaking with you and making an assessment of your ability to continue safely in
work if they believe you may be under the influence of alcohol or drugs. If your manager believes that you are unfit to attend or remain in work you
will be sent home and in serious cases where your behaviour or conduct is in question you may be suspended

If there is an impact on your performance, conduct or absence you may be subject to disciplinary action.

In addition, if your manager has reason to suspect you have brought alcohol or drugs on to the premises they may invoke a search of your
possessions, vehicle, desk, locker or other work areas in the presence of a witness, or they may contact the police to assist in a search.

Your manager will also discuss with you any potential support Capita can provide if you do have a dependency that you are seeking to overcome,
as summarised previously.

Money received

If you receive money or any other form of payment on our behalf, this has to be properly accounted for, including (where appropriate) the issue of
a receipt within one working day. No such money or payment should be banked in a private account.

Lotteries

If you wish to organise a lottery at work, you will need to ensure that you comply with the relevant legal requirements and also get permission
from your manager first. Assuming you can ensure compliance with the law (and the penalties for breach of the legal rules are severe) and as long
as Capita has no legal, financial or other responsibility, your manager will probably grant permission.
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Thomas, Re¢

From:
Sent:
To:
Subject:

ployees

You have been successfully enrolled onto Health, Safety and Environment (HSE) training-for employees

Business Process: Enroll in Content for Manager Enroll: Health, Safety and Environment (HSE) training for
employees

Subject: Rebekah Thomas

Click Here to view the notification details.

Manage Preferences

This message has been scanned by Capita’s systems, but if you believe it to be spam then click here to report this
email as spam.

This email is security checked and subject to the disclaimer on web-page: https://www.capita.com/email-
disclaimer.aspx





image36.jpeg
CAPITA

Recrui

ing Group Induction Pack .
CAPITA Staff

nsert name) ,

We would like to offer you a warm welcome to Recruiting Group and Recruiting Region (1)
(Scotland). This pack contains documents that will help and guide you through your ‘On
Boarding Process' into Capita employment. We are here to support you and to make your
days before and after joining us as smooth as possible. At every step we are here to help.

Line Managers Details

Your Line Manager is: (Insert name), Recruitment Operations Manager, (Insert main ACC).

Your Line Managers Contact Telephone Number is: (number)

Other Useful Contact Details

Role Contact Number

Regional Operations Support Manager

Regional Operations Support Administrator





image37.jpeg
Day/Week 1 checklist

Interim Certificate Issued

Simon Joyce can issue a temporary vetting waiver * proceed to order (i) and (v)

Security Clearance

FORMS TO COMPLETE ON
FIRST DAY:

Automatically generated by Security Watchdog. Prompts for further
information will be sent to the Candidate directly. (N EREGG_—___

ID Verification Form

Personal and Bank Details

LM to sign and scan ID Verification Form + Passport and send to ROSA

Sign and send to address at top of the form

Health Declaration Form

Sign and send to address at top of the form

Diversity Declaration

Sign and send to address at top of the form

and Clothing order

ROM ACTIONS:

Access to Capita desktop Email instruction to ROSA set up Capita Desktop/Order Capita Token + Mobile)

Capita token Email to order to ROSA - can take up to 3 weeks (token posted out to new
starter)

Phones and/or Laptops Email to order to ROSA

DSE Self Assessment Form | Complete and send to your REM on first day if possible
Training Capita Induction + Core Skills training at Bovington
erlrgesebookimssaimoramibisk
01929402442
ONCE VETTING APPROVAL
GIVEN:

DRS Account Request
Form (New User)

Can take up to 10 working days for account to be created and issued. Once
account is created and security clearance confirmed, the login info will be sent
directly to end user's MODNET email account

MODNet Account request

Once account is created and security clearance confirmed (waiver minimum),
RG IHub will notify the Nominated Recruiter & login info can be collected from

-the LSO .

Can take up to 7 working days to be created.

SharePoint Access

Capita Payroll & Admin.
Team

Collate a list of Sharepoint links that the new starter will require permissions to
and email

New Starter to contact to verify that details are all correct and on the payroll

system (after a few days) ‘EEG__—:=_E:N
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tapita

Capita’s approach to COVID-19

Guidance for colleagues

Version 3.6

o view the latest revisions, pleasé click here.

AR A
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Capita’s approach to COVID-19
Guidance for colleagues

Capita’s COVID-19 guidance for colleagues

Capita’s priority is to protect the welfare of all colleagues, our clients and societies in which we operate.
This guidance is in place to keep us all safe. It contains information on all aspects of our approach to the
pandemic, including clear signposting to further resources and assistance. We all have a responsibility to
read and stay up to date with this guidance and line managers must ensure their teams understand how
it applies. All colleagues must comply with these instructions and failure to do so may result in
disciplinary action.

You can easily navigate this guidance using the clickable table of contents below — and remember that
you can always find our latest COVID-19 communications on our dedicated colleague website.
-_—
Contents

1 Introduction ..

1.1 Capita’s approach ..
i1-2 bapita’s pandemic frapae
2 What you need to kng#’
21 COVID-19 apd
2.1.1 {

NHS Track and Trace .................. y &
3 Protecting yourself and those around you,/
3.1 Personal safety and hygiene 4
3.1.1  Social distancing

3.2 Wellbeing..........................
3.3  Personal travel & holidays..
3.4 Increased risk individuals...

Capita plc
Confidential. For intemal use only
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Thomas, Rebekah Ms (RG-ACC Swansea LeadRec)

From: Arundel, Thomas Contractor (RG-ACC Cardiff RecOpsMgr)
Sent: 22 January 2021 14:10
To: Thomas, Rebekah Ms (RG-ACC Swansea Recl)

Subject: Accepted: 1-2-1
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Thomas, Rebekah Ms (RG-ACC Swansea LeadRec)

Subject: LR Meeting

Location: Virtual

Start: Wed 11/08/2021 16:15

End: Wed 11/08/2021 16:45 “

Show Time As: Tentative .

Recurrence: (none)

Meeting Status: Not yet responded

Organizer: Arundel, Thomas Contractor (RG-ACC Cardiff RecOpsMgr)

Required Attendees: RT; ARTD-RG-ACCCardiffLeadRecl (Dempsey, Stewart Contractor); Hepburn, Jarrell

Contractor (RG-ACC Worcester LeadRecl)

Join Skybe Meeting

Trouble Joining? Try Skype Web App

Join by phone

+44 (0) 30 0151 0000,,6402350# (United Kingdom) English (United Kingdom)

Find a local number

Conference ID: 6402350
Forgot your dial-in PIN? | Help

Topics

AAA’s

PL Med pots

Q2 & Q3 targets

Events Q4 .. focus on HFD & Worcester
Office management follow up
Demists

Christmas leave confirmation

Comms

Diary check

And of course your points ©
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Thomas, Rebekah Ms (RG-ACC Swansea LeadRec)

From: Arundel, Thomas Contractor (RG-ACC Cardiff RecOpsMgr)
Sent: 09 August 2021 17:02
To: Dempsey, Stewart Contractor (RG-ACC Cardiff LeadRecl); Hepburn, Jarrell

Contractor (RG-ACC Worcester LeadRecl); Thomas, Rebekah Ms (RG-ACC Swansea

LeadRec); Kavanagh, Sinead Contractor (RG-ACC Cardiff Rec3); Aitchison, Carla

Contractor (RG-ACC Worcester Recl)
Subject: Q2LTT

EYIIQ2 LT =

Swansea have a drill into your PL we are so close, the old $4 you have delta of 4
Worcester ditto your old Sect target is 78 so you have a delta of 11
The region target stands at 89% !

- Region Region 3 T
Gender

Grand Total

John Arundel
Recruiting Operations Manager

Planned Leave
20 - 30 Aug
210ct -1 Nov

Recruiting Group, ACC Cardiff, Southgate House, Cardiff, CF10 1GR
DD: 02920 726823 | Mobile 07966156028 | Thomas.Arundel917 @ mod.gov.uk

Recru iting Tomorrow’s Army, Today

I'am sending this email at a time that is convenient for me, please only respond if it is convenient for you
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Thomas, Rebekah Ms (RG-ACC Swansea LeadRec)

From: Arundel, Thomas Contractor (RG-ACC Cardiff RecOpsMgr)
Sent: 22 July 2021 12:38
To: Dempsey, Stewart Contractor (RG-ACC Cardiff LeadRecl); Thomas, Rebekah Ms

(RG-ACC Swansea LeadRec); Kavanagh, Sinead Contractor (RG-ACC Cardiff Rec3);
Derrick, Griffiths CSgt (RG-ACC Cardiff CA1); Peacock, James Sgt (RG-ACC Swansea
CA1); Robinson, Thomas Cpl (RG-ACC Cardiff CoOrd2); DYCE, LIAM Cpl (RG-ACC
Cardiff CoOrd1); Aitchison, Carla Contractor (RG-ACC Worcester Recl); Varndell,
Mark Sgt (RG-ACC Worcester CoOrd3); Goody, Josh Cpl (RG-ACC Worcester
CoOrd1); Hepburn, Jarrell Contractor (RG-ACC Worcester LeadRecl); Oliver,
Stephen Bdr (RG-ACC Worcester CoOrd2)

Cc: Warren, Nick WO2 (RG-ACC WalesMid RWO)

Subject: Learner Journey

Attachments: 20200714_L_J_ACC_Lead Recruiter_v1_2.docx; 20200714 _L_J_ACC_ Recruiter_v1_
2.docx

Afternoon all,

Attached is'your learner journey booklets that all you of you need to complete regardless of how long you have
been in the business.

2 of the staff have not attended the RGCS course, | have requested permission for them to complete phase 2 only as
they have been in the business for more than 6 months.

Please fill in all the details for each phase, | will check them and sign them off once complete. These are to be kept
as hard copy and presented during our 1 2 1’s for me to sign and discuss. The Blue team you can populate your
booklets right up to your MYR this year. '

Lets have a cut off for mid-August or as soon as your ready to preseni your learner journey to me.

Griff and Jimmy,

This includes the mil team as well please, signed off by you and counter signed by me

In house PD courses are to be added , such as Leadership courses (ILP) and any AT qualifications completed whilst
serving in RG and in line with your SJARs.

Regards

John

John Arundel

Recruiting Operations Manager

Recruiting Group, ACC Cardiff, Southgate House, Cardiff, CF10 1GR
DD: 02920 726823 | Mobile 07966156028 | Thomas.Arundel917 @ mod.qov.uk

KT
Recruiting Tomorrow’s Army, Today

I am sending this email at a time that is convenient for me, please only respond if it is convenient for you
1
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Thomas, Rebekah Ms (RG-ACC Swansea LeadRec)

From: Scott Hill <PeopleSolutions@capita.co.uk>
Sent: 15 April 2021 09:54

To: Rebekah.Thomas@capita.com

Subject: 2021 Pay Review

Read in web browser

'bapita A message from Scott Hill

15 March 202

Dear colleagues, g

Whilst we are still in the midst of the pandemic and our
, business continues to navigate its implications, we feel that
itis important to recognise the dedication and hard work

\ 224
that you have made in 2021. Therefore, | am pleased to
share that we will be issuing pay increases for eligible
colleagues.

The pay increase will be effective as of 1% April 2021. For
colleagues whose contractual pay review date falls before 15 April, payment will be
backdated.

aE)

All PS colleagues are eligible to be part of the People Solutions 2021 pay award
scheme with the exception of colleagues who:

« started with Capita after 1! January 2021

« received a pay increase, for any reason, after 15 November 2020

« is on formal performance or disciplinary action

« is working a notice period
I 'am also pleased to confirm that we will continue our commitment to the Real
Living Wage and have uplifted those colleagues to the new pay rates as of 1 April
2021.

For those who are, covered by a collective agreement as part of their Trade Union
(TU) membership, we are in discussions with Trade Unions and will confirm their
increase once we have reached agreement with the TU. Once agreed, the
increase will be paid and back dated to the appropriate pay review date.

If you are eligible, you will receive the details of your pay reward in the coming
days via Workday. If you have further questions, please speak directly to your line
manager.

I want to thank you again for your continued hard work and commitment.





image47.jpeg
Warm regards, .
Scott

Scott Hill
Divisional People Director - People Solutions

Confidential. Internal use only

Audience: All People Solutions colleagues

This email was sent to Rebekah.Thomas @capita.com from PeopleSolutions @ capita.co.uk
Receive in Plain Text

This message has been scanned by Capita’s systems, but if you believe it to be spam then click here to
< report this email as spam.

pita.com/email-
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To: Thomas, Rebekah (Defence Recruiting Services)
Cc: Treadaway, Seona (Group Resourcing)
Subject: Contract -

Hi Rebekah

Congratulations again on your offer !

Your contract is now available for you to read through and acknowledge via our online portal - Workday. You will
receive an email with a link to log on to the workday system, This will take you to your contract — please download
and save somewhere safe as you wont be able to access it after this point.

Please let me know once you have acknowledged your contract or if you have any questions.

Kind Regards

Lisa

Lisa Scott
Resourcing Business Partner

Advanced notice of leave:

Please note my working days are:

Monday, Tuesday and Thursday

On my non working days please contact Seona Treadaway
Teiz 07860950369

Email:

‘Capita

This email is security checked and subject to the disclaimer on web-page: https://www.capita.com/email-
disclaimer.aspx
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DONGIREPIOWOHA COTT < AR IF@MYWaTKday:coimy
a3uly 20211832

Sent: "

To: Rebekah.Thomas@capita.com

Subject: Your Job details have changed

Please be aware that a change has been processed. .

Please review your Workday Profile for details.
If you have any questions, please refer to your Manager in the first instance.

Business Process: Promotion: Rebekah Thomas
Subject: West Mid/Wales (Thomas John Arundel)

Details: Promotion (Promotion > Increase in Responsibility > Increase in Responsibility) for Rebekah Thomas
effective on 12-Jul-2021

Click Here to view the notification details.

Manage Preferences

This message has been scanned by Capita’s systems, but if you believe it to be spam then click here to report this
email as spam.

This email is security checked and subject to the disclaimer on web-page: https://www.capita.com/email-
disclaimer.aspx
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'Capita

Rebekah Thomas

09-Jul-2021
Dear Rebekah,

I'm delighted to offer you the position of Lead Recruiter - Swansea with a start date of 12-Jul-2021 based at our Swansea office.
This may be subject to change depending on the needs of the business and/or requirements of the role.

When moving to a new role internally, you may be subject to further employment screening checks depending on the role.
Therefore, you may shortly receive an email from Security Watchdog regarding the completion of screening checks to which you
must respond.

You will find enclosed the following documents which constitute your terms and conditions of employment. Please ensure that
you have read and understood these before accepting this offer in Workday:

*  Your summary statement of Terms & Conditions of Employment
*  Acopy of your contract of employment

If you have any queries, please do not hesitate to contact Thomas John Arundel or your recruitment contact.
You will be contacted shortly with details of the arrangements for the first day in your new role. | look forward to working with you.
Yours sincerely,

Thomas John Arundel
Manager “
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31/08/2021

BE THE BEST

My Performance

New Performance Appraisal System
Managers Briefing Pack

My Performance - Introduction

It is only when we develop others that we
permanently succeed.

‘Harvey Samuel Firestone’

Performance reviews are a key part of the working environment. They benefit
both employers and employees by improving job performance, making it easier
to identify strengths and weaknesses.

With this in mind we have developed a more robust performance process that
has been agreed with Capita which ensures performance reviews are carried out
throughout the year incorporating a formal performance meeting twice a year to
be held in May and November.

It is more streamlined and designed to be used as a working document
throughout the year and not just at review meetings. It is the responsibility of
the employees’ to maintain focus on their reviews/check progress and request
informal reviews if required.

Recruiting Group
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Thomas;Rebekah Ms (RG-ACC SwanseztesdRec)
%

From: P T P Sy IeEs ik AT CATDIEEETY -

Sent: 40 February202115:03°

To: Thomas, Rebekah Ms (RG-ACC Swansea Recl)

Subject: RE: HR Question

Hi Rebekah .

Apologies for the delay in getting back to you especially when you are working to such a tight timescale.

If your focus is at an RPP level, | am happy to have a call with you to assist you further and answer your questions
etc...

Perhaps some time next week would be good for you? | also have some time tomorrow afternoon.

Let me know when would be good for you.

Kind Regards

Emily Hickman
Head of People & Communications

Recruiting Group, Trenchard Lines, Upavon, Pewsey, Wiltshire, SN9 6BE

Recruiting Tomorrow’s Army Today
I'm sending this at a time that is convenient for me, please feel free to respond at a time that is convenient for you.

Advance Notice of Annual Leave:

CONFIDENCE THAT

tite

From: Thomas, Rebekah Ms (RG-ACC Swansea Rec1) <Rebekah.Thomas174@mod.gov.uk>
Sent: 01 February 2021 11:35

To: Hickman, Emily (Defence Recruiting Services) <Emily.Hickman@capita.com>

Subject: RE: HR Question

“*EXTERNAL**

Hi Emily,

I hope you are well. Thank you so much for getting back to me.
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From: HickmAREEmMIy(UBtence-ReCruINgS SEicaS P miiviH ickman @oapiaicony -

Sent: 27 November2020:10:23

To: ‘Homas-Rebekan-Ms-RG-ACE SWARES #Rer

Cc: m
o a — -

Subject: RE: Incorrect Pay - Urgent

Hi Rebekah

| apologise that this has happened and | will sort it with payroll now.

If you leave this off the 11am call and | will get an update first from payroll as to why this is happening and what
they need to do to resolve it and will ask Val to cover this off on her weekly manager call so we avoid this happening
again to any of our team.

Kind Regards

Emily Hickman
Head of People & Communications

Recruiting Group, Trenchard Lines, Upavon, Pewsey, Wiltshire, SN9 6BE
MBIBiEn6R846049°P 5 S Eamityinisnan e e

s

Wi
Recruiting Tomorrow's Army Today

Advance Notice of Annual Leave:

From: Thomas, Rebekah Ms (RG-ACC Swansea Rec1) <Rebekah.Thomas174@mod.gov.uk>

Sent: 27 November 2020 10:10

To: Hickman, Emily (Defence Recruiting Services) <Emily.Hickman@capita.com>

Cc: Arundel, Thomas Contractor (RG-ACC Cardiff RecOpsMgr) <Thomas.Arundel917 @mod.gov.uk>;
Anna.khan120@mod.gov.uk

Subject: FW: Incorrect Pay - Urgent

| **EXTERNAL**

Hi Emily,

Please see below.
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Thomas, Rebekah Ms (RG-ACC Swansea LeadRec)

Subject: FW: Joining instructions and Pre-work for the Inclusive Leadership Programme (ILP)
- Cohort 26

Location: Microsoft Teams Meeting

Start: Wed 27/01/2021 09:00

End: Wed 27/01/2021 17:00 2

Show Time As: Tentative .

Recurrence: (none)

Meeting Status: Not yet responded

Organizer: ILP

wansea RMRecruiter); Wells, Rebecca
ecruiter); Carlisle, Emily Air Tpv; Massey,
eing); Costello, Kevin Mr (RG-Sel Glencorse
as, Rebekah Ms (RG-ACC Swansea Recl);
5 Damelle (Defence Recruiting Seseesys
Wllkmson William Cpl (RG#®T NI TLdr2);
E, JAMIE Sgt (RG-ACC Pgsefborough CA1),g#0rpe, Helen
onagh Contractor; Mybafimad, Naveed \a RC-OpsEngt-CE-
4NRC Advisor34); BakegSophie-Anne (Defgs€e Recruiting Services);

E 95 Brown, Victoria (De féhce Recruiting Sepvf€es); Mercer, Hannah Ms (RG-
ing TLdr3); George, Gageth Mr (RG-NRC Re, |t'ing Ad64); Jones,46die Mrs (RG-NRC Recruiting Ad3);
) Debbie Ms (RG-NRC C396); Scollick, Kayje§ Contractor (RG- IR€ Recruiting Ad48); Mullins, Angela
Oefence Recruiting Serviceg)fRussell, Georgg@ntractor (RG-Sel Beifast OHT1); McBroom, Kath B (RG-Sel
Glencorse Assessor14); is, Matthew (Befence Recruiting Sepfces); Chhetri, KhadakWeT (RG-HQA 0);
Hamilton, Peter LCpl; géith, John LCp¥Woodall, Heather C actor (RG-Sel Wegsss#ty Ad3); Griffi#ffs, Deborah
(Health and Wellbej#fg); Gore, Gge€me Cpl (RG-ACC Enm en RC1)
Cc: Fiona - Mordgh Solutiong#Ross, Cal (Defence Recpf mg Services),#farrison, Emma (Defence Recruiting Services);
Feechan, Emmg (Capita Le@rning); Shave, Steve (WS Blue Sky)d€vinj.green@yahogeo.uk; Dwyer, Victoria Ms (RG-
ACC VictoriafeadRegf); lynseyweir@hotmail.¢fuk; Stevept®n, Marc Maj (RG-A€C Preston RecOpsMgr)
Subject: Jofhing ipstructions and Pre-work fogfhe Inc] e Leadership Progragfime (ILP) - Cohort 26
When: 2{Jgpdary 2021 09:00-17:00 (UTC+@:0Q Publin, Edinburgh, Lisbonflondon.
Where: Microsoft Teams Meeting
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Dear all

We hope you are looking forward to your ILP workshop next week and joining the ever growing ILP Community.
Please find below your link to the Teams call for the session, we would recommend you logging onto the call at least
10 minutes early, in case of any technical issues.

For action:

1. This email is your Joining Instructions and attached is the pre-work that needs to be completed prior to

joining your ILP session.

2. Your Workbooks should be received by now, please take some time to review it before your session starts.
Please test your equipment as per the instructions below, to ensure you are able to join the Teams session.
4. If you have not yet done so - Please reply ‘accept and send response’ or ‘decline and send response’ to this

invitation. -

5. If you are using your own personal equipment, please forward this invitation to your device and test before
the workshop. -

6. If you have not received your Workbook yet, please email the team at — with your address so
it can be posted out to you.

o

We will be using Teams for the session, please find below the link to use to join the call.

Click here to join the meeting

Your workshop will take place on:

Date and time: Wednesday 27" January 2021 from 9am to 5pm (various break times throughout the day)
Location: We advise that you participate from a quiet area of your choice, with sufficient broadband capability.
Equipment: You must have functioning audio and video capability. Personal devices are allowed (iPad/laptop etc),

however, we do not advise you participate by a smart phone. Please ensure you can access Teams and that you test
your equipment at least 48 hours in advance.

If you are having issues with MODnet Win10 laptops and opening Teams — please follow the following instructions:
-Go to MS team icon

-Right click and it comes up with ‘MS Teams properties’

-5 tabs should come up — choose ‘Compatibility’

-Go down to ‘Compatibility mode’ — tick box

-There is a drop down — Choose ‘Win 7'.

If you have any other IT issues, please contact us on —

If you have any questions, please email us or talk to your ELT leader.
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Thomas, Rebekah Ms (RG-ACC Swansea LeadRec)

From: RER-COMMSZRPRECTMMSE@CADITATORY -
Sent: FirAugust202 11408
Subject: (Optional Invitation) Important RPP Business Briefing and updated SLT Coffee and

Chat information

Dear RG Colleagues,

Please join RG CEO (interim), Gordon Lee and RG Chief Operating Officer, Maria Mallet for an important RPP
Business Briefing, taking place via MS Teams on Thursday 12" August at 1530. There will be an opportunity to ask
questions during the call. Participants are encouraged to turn cameras off to reduce issues with bandwidth.

Microsoft Teams meeting

Join on your computer or mobile app

Click here to join the meeting

Or call in (audio only)

SRORRSERSNEASREaR®: United Kingdom, London
Phone Conference ID: bi@ui@iinSdtw

Find a local number | Reset PIN

There is a limit of 300 people on this call - if you are unable to attend there will be a recording sent out soon after
the call has taken place for viewing on both Capita and MODnet devices.

Please note, this call is for RG/RPP colleagues only, military and civilian (including our RN/RAF colleagues in RPP).
Please do not forward or share this link with anyone outside RG/RPP.

SLT Coffee and Chat sessions

As a result of this call, and the upcoming Townhalls next week, the SLT Coffee and Chat session on Thursday 12th is
cancelled this week. Coffee and Chat sessions will be hosted by Gordon and Maria for the next couple of weeks and
will take place at the alternative time of 1200 on Friday 20" and Friday 27t The link to join these sessions is below.
Sessions will then resume as normal from Thursday 2™ Sept at 1030.

Microsoft Teams meeting

Join on your computer or mobile app

Click here to join the meeting

Or call in (audio only)

+44 20 3794 0272,703207403# United Kingdom, London
Phone Conference ID: 703 207 403#

Find a local number | Reset PIN'

Learn More | Meeting options

Kind Regards

Emma Withey
People, Communications & Engagement Coordinator

Recruiting Group, Trenchard Lines, Upavon, Pewsey, Wiltshire, SN9 6BE
DD: 01980 618046 | Mobile: 07547 664362 | emma.withey @capita.com
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To: RessrCariPeferce Recruiting=Services |

Subject: RE: Vision2Learn

Hello Cal,
Thanks for this. :

I am keen to find out more about this course as it will support my personal development.
I would really like to explore further ways to improve performance levels in the office.
Can you recommend any suitable courses or training?

Kind Regards,

Rebekah

From: ResssCat{Defence RecruitingServices) <Callum Ross@capitarcoms:
Sent: 23AUgEStR021-10:d:

To: ThnmassREbERaRIVSIREAEOSHeEeaeathech<inbeiahyimmos il @Epsovuiessiait: an(@eimes
<GraemesFarsTIsOn @FAPEATOmS.

Subject: Vision2Learn

Hi Rebekah, Brian and Graeme

I'am responding to your queries raised at last weeks Town Hall. The IT level 2 which we are offering via Vision2Learn
is only funded in England however we are looking at whether we could still offer the qualification should anyone in
NI, Wales or Scotland wish to complete it. As soon as | have more information | will let you know.

Thanks

Cal

Cal Ross
Senior Learning & Development Manager

‘Capita

‘AddresszHecruiting Gral. ARITC, Stanlév. Barrackseiovingion; Dorset BH20 63,

This email is security checked and subject to the disclaimer on web-page: https://www.capita.com/email-
disclaimer.aspx
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Thomas, Rebekah Ms (RG-ACC Swansea LeadRec)

To:
Subject:

|

l

Sent: 06 September 2021 08:50

l

Subject: Uni assignment
Hi John,

Thank you very much for this | appreciate it.

I

Sent: 03 September 2021 17:46

l

Subject: Uni assignment

Hello Rebekah,

Please see below for what we discussed as part of the evidence you need for your uni assignment.
Regards,

John Arundel

Recruiting Operations Manager

Planned Leave

210ct -1 Nov

Recruiting Group, ACC Cardiff, Southgate House, Cardiff, CF10 1GR

Nee®
Recruiting Tomorrow’s Army, Today

I am sending this email at a time that is convenient for me, please only respond if it is convenient for you
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Defence Recruiting
@mod.gov.uk>

**EXTERNAL**

Good morning Val and Emily,
A recruiter working in another office has been let go due to poor performance.

This was brought up on a recent ROM conference and | wanted to clarify the legality of dismissing a member of staff
on this issue.

I'am not 100% on the process therefore would like to arrange a meeting to be fully briefed if possible.
My diary is free at the beginning of next week for a teams meeting.

Regards

John

John Arundel

Recruiting Operations Manager

egfond if it is convenient for you
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From: Khan, Anna Miss (RG-ACC Swansea LeadRec1) <Anna.Khan120@mod.gov.uk>.

Sent: 27 April 2021 09:38
To: Ross, Cal (Defence Recruiting Services) <Callum.Ross@capita.com>

Subject: RE: Capita Academy
XTERNAL**

Hi Cal
Im unable to get on there- any chance you can send me a list/ screen shot of what is available for me on capita

academy?
Thanks
Anna Khan (she/her)

Lead Recruiter / Diversity and Inclusion Lead

Army Careers Centre | Floor 3, Clipper House, Quay West, Quay Parade, Swansea, SA1 1SR
Tel No: 01792 466414 / 01792 469426 | Mobile: 07966 165754| Email: Anna.KhamEO@mod.gov.uk

Recruiting Tomorrow's Army Today
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This is what is on the web site

options in Wales outside of the programmes Capita currently offer, you
Wales Skills Gateway here. You will receive

7o explore apprenticeship
can complete the Expression of Interest form on Business
one-to-one support from a team of Employer Engagement Advisors who can adc
ahprenticeship routes pathway options and selcting the right qualifcation, Once you have done
this please complete the Capita Apprenticeships application form and our Academy team will work
with you to find a training provider.

rcase make sure that you speak to John and Leanda o gainendorsement i any development before moving

forward. If you have any questions please do not hesitate to contact me.

Thanks
cal

Cal Ross
‘Senior Learning & Development Manager

'Capita

Tot 01929 03408
oroes r6aacs
NGiress: Faenbing Grop, ARTC, Staiey Barack, Boringion,Doret 4208
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From: Ross, Cal (Defence Recruiting Services) <Callum.Ross@capita.com>
Sent: 23 April 2021 15:59
To: Khan, Anna Miss (RG-ACC Swansea LeadRec1) <Anna.Khanlz()@mod,gov.u\o

Subject: RE: Capita Academy
Hi Anna

Here you go:

htms://capita.sharenointAcom/sites/thecapitaacademu[SitePages/Home.aspx

Thanks

Cal

Cal Ross
Senior Learning & Development Manager

'capita

Tal- N1390 ANRMNS
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Hi Rebekah

Thank you for providing the information regarding your CIPD L5 studies. Unfortunately we will not be able to fund
your student fees on this occasion. Payment of fees or membership will normally be considered if the study is directly
associated with the role that you are in or if you are on a programme of learning which is supported by Capita.
Although | appreciate that this may be an area of work that you wish to move your career towards, your current role
does not fit into this criteria.

| appreciate that this will come as a disappointment to you however | hope you understand the rationale behind this
decision.

Thanks
Cal

Cal Ross
Senior Learning & Development Manager
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Hi Rebekah

The unfortunate thing is that in England there are HR apprenticeships aligned and recognised with CIPD, at the
moment however we do not have the facility to support these in Wales. | will keep my eyes and ears open and if
there are any developments in this area | will let you know.

Thanks

Cal
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Hi Cal,

I am hoping you can help me. | am looking at ways in which | can development my career within Capita. Can you please recommend any online
courses or training provided by the organisation?

Many thanks,

Rebekah
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Hi Rebekah,

In regards to the event below, can you please go through event planning in more detail with me? Id like to get a better understanding to how to plan events
and how to create them on the system. As you have a lot of experience in this, | think | could lean a lot from you, if you don’t mind. Il send a calendar invite
for sometime next week for some training.

Kind Regards

George.

Lepl Conway.

HiAll

“This is just a reminder that You are invited to the Royal Engineer Event at Swansea Careers Office on the 14/06/21 at 11:30 with SGT Kenny from the Royal
Engineers. This will be a great opportunity for you all to ask questions and gain knowledge on the career path that you have chosen . If you have any issues or
questions please call either of the phone numbers below.

Kind Regards

Lpl conway

LCpl Conway | Careers Advisor | Swansea Amed Forces Careers Office | Clipper House Quay West Key Parade | Swansea | SAT 1SR
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e —————————————————————————————————————————————————
To: ArundebEhomasContractar(RGACEEardifRecOpsMar:
Subjéct: REzContactiy recediter;

Hi John, .

I am content with how we run out pipeline in the office and how we manage the workload.
LTT definitely shows how well we are performing as a team and | have no issues with this.
Let me know if you would like to discuss further.

Many thanks,

Rebekah

Sent: 29 July 2021 17:24

|

Subject: RE: Contact by recruiter

Hi both,

I send these emails as ideas and observations, you run your PL how you want. LtT is the ultimate proof of yours and
my management .

I will be the first one to say ‘well | did mention this I’
John

John Arundel
Recruiting Operations Manager
Planned Leave

20 - 30 August

Recruiting Group, ACC Cardiff, Southgate House, Cardiff, CF10 1GR

A

Hecrﬁiting Tomorrow's Army, Today

I am sending this email at a time that is convenient for me, please only respond if it is convenient for you
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Thomas, Rebekah Ms (RG-ACC Swansea LeadRec)

To: DeNotReplyWorkday@Canita cor
Subject: RE: Your Manager has now finalized your End of Year Review
Hello,

| am aware this has now been finalised but | wanted to check if | am able to changé an objective that has
already been set? Or possibly add an objective? Is this possible or would | have to wait until the next
appraisal to do this?

Also John Arundel is my line manager and completes my appraisals and this seems standard practice for
most organisations so is this always the case? Or do some managers complete appraisals for staff they do
not manager directly?

Many thanks,
Rebekah

From:

Sent: 05 July 2021 10:26

To: Rebekah.Thomas@capita.com

Subject: Your Manager has now finalized your End of Year Review

Your Manager has now finalised your End of Year Review. To view the final document please select Talent &
Performance Management from the home page and choose ‘Reviews’ from the menu.

Business Process: 2021 Mid-Year Appraisal: Rebekah Thomas

Subject: Rebekah Thomas

Details: Start Performance Review for Rebekah Thomas effective on 30-Jun-2021
Click Here to view the notification details.

Rebekah.Thomas @capita.com - Manage Preferences

This message has been scanned by Capita’s systems, but if you believe it to be spam then click here to report this
. email as spam.

This email is security checked and subject to the disclaimer on web-page: https://www.capita.com/email-
disclaimer.aspx
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Hello John,

| was wondering if you were able to assist me with my current university assignment.

I'am currently studying a Diploma in Applied Human Resources/ CIPD Level 5 (part time) and need some
guidance with my current assignment. This module is: Contributing to Organisation’Performance and | am
looking into performance management in depth, specifically within the organisation.

I would like to get a better understanding of performance reviews and appraisals and how they are
accomplished in Capita. | have had many individual ones but believe | would benefit a lot more from
observing one. Would this be possible please?

I have copied HR into this email to check if this would be ok.

Kind Regards,

Rebekah

Rebekah Thomas
Lead Recruiter

ACC Swansea, Clipper House, Quay West, Quay Parade, Swansea, SA1 1SR
Mobiler07547587515

kl!&

1S

BE THE BEST

Recruiting Tomorrow’s Army, Today

Upcoming Leave:
Oct1-0ct12
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Subject: Appraisal Query

Hi Rebekah,

Appraisals are private so | don’t think it would be fair on the individual for you to observe, even if it is for
educational purposes.

HR have also said this is not possible.

However, | would be more than happy to walk you through the process from a manager’s perspective when
completing your next one?

Apologies.
Regards,

John Arundel
Recruiting Operations Manager
Planned Leave

210ct -1 Nov

Recruiting Group, ACC Cardiff, Southgate House, Cardiff, CF10 1GR

Recruiting Tomorrow’s Army, Today

I am sending this email at a time that is convenient for me, please only respond if it is convenient for you
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Hi Emily,

Yes that is perfect, thank you so much.
| look forward to talking to you.

Many thanks,

Rebekah
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Hi Emily,

I hope you don’t mind me getting in touch regarding my current uni assignment on the topic of contributing to
organisational performance.

| have tried various ways in which | can achieve this individually through training and development, achieving the
office targets which will boost the organisation’s objective but | am not sure how else | can contribute.

Can you give me more information regarding performance within the organisation? It would be great to hear your
thoughts from a HR perspective too.

| am really keen to do what | can in order to contribute to this but also to learn more which will benefit me long term.
Kind Regards,

Rebekah
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Hi Rebekah
Would Tuesday at 4pm work for you?

| can send a teams invitation.

Kind Regards

Emily Hickman
Head of People & Communications
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Subject: Learner Journey
Afternoon all,

Attached is your learner journey booklets that all you of you need to complete regardless of how long you have been
in the business.

2 of the staff have not attended the RGCS course , | have requested permission for them to complete phase 2 only
as they have been in the business for more than 6 months.

Please fill in all the details for each phase, | will check them and sign them off once complete. These are to be kept
as hard copy and presented during our 1 2 1’s for me to sign and discuss. The Blue team you can populate your
booklets right up to your MYR this year.

Lets have a cut off for mid-August or as soon as your ready to present your learner journey to me.
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Thanks Rebekah,

I like the Q2 numbers, | note the Female in Q4, have you had a candid conversation with her ? All the Q4 candidates
could do with a chat to discuss the RAP options and the LTT time frames please.
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I like this .. are you happy with them ? if so lets go to print ©
Thank you

John Arundel
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Good afternoon all,

PRB Swansea’s Med complete breakdown and a ACFB overview, Sinead sends out a very similar synopsis t0o. Med
Comp is where the action is!

We have discussed this several times on our sector calls, drill down and lets move our candidates forward, please
o not sit on them |

HAGW
Regards

John
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Spot on Miss T
John Arundel

Recruiting Operations Manager
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No rush,

Just take your time , work on what you need ©

John Arundel
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Great update Rebekah, please remain as the sectors POC. Worcester and Swansea your numbers need boosting
please.

Regards

John
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Bingo.. thank you
John Arundel

Recruiting Operations Manager
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Good write up ladies

Well done !
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Attached is an overview of your PL's , you can see what | have highlighted as discussion points.
Iunderstand that this does not paint the whole picture, however its shows me there are some areas of concern.

In particular Worcester's Med complete pot, lack of ICD’s booked and the Diffs OMQ issued.
Iran the Q2 LTT data this morning, before | share it with | would like the LR to run your own ACC’s.

1wl be calling you over the next day or 2 to discuss your PL and the PAT report , please drill down into the stats .
Many thanks

John
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Nice 1 RT

You just need to amend your objectives now

Thanks for today both ... some really good points raised ‘
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Nice work Miss T,

Please don't forget we have Liam in Cardiff who is AGC SPS, our very own Champion !

John
John Arundel

Recruiting Operations Manager
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09 September 2021

L

Hey Sinead, have you got two minutes? My uni assignment is on organisational performance and appraisals and that. 1 am currently looking at how we contribute ourselves to this and if we do actually
“contribute' at all. What do you think? The targets are no longer individual they are office and sector based

Hello.. Eh, you put me on the spot lol... | wish there was more focus on what we do individually when it comes to appraisals ie targets and performance.
Isuppose the only way to measure success individually is by certain stages of the pipeline.

Am | answering your question.??

Sorry haha no no you are so right and 1 agree! 1 miss the individual targets sometimes but then it comes down to availability for ICD's and that can have an impact. Like I used to interview waaaay more
candidates than Anna because I had more time you know? So for that, it wasnt really fair

1do like the appraisal system though, compared to what I have seen other companies do - some dont bother at all with them

See i wasnt around when it was individual targets. | think it would motivate me even more if we had them.

Ye I dont mind the appraisal but would like more follow up meetings to see how you are progressing throughout the year and seeing that you are on track with your objectives.

Yeah definitely although there are pros and cons to it as well as the team targets

Yesagree!

This has helped me so much - thank your

1457

1503

1508

1511

1520
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| arranged a 1-2-1 meeting with my line manager, the Recruiting Operations Manager (ROM)
to discuss our Capita’s current approach to performance management. We work in
recruitment and the organisation’s objective is to recruit candidates into the British Army.
The current approach to performance management is 1-2-1 appraisals every six months
where objectives are set, and plans are implemented on how to achieve them. We also work
towards quarterly and annual targets where incentives are offered if goals are met. The
CIPD (2020g) advises the purpose of incentives is to motivate employees to work that extra
bit harder to earn additional income. Along with appraisals every six months, there are also
competency frameworks in place as well as personal development plans (PDPs). This is
beneficial to employees within the workplace along with the assurance that feedback can be
requested at any point. This contracts what with the CIPD (2020b) findings that appraisals
are out of date and infrequent.

Due to the Coronavirus pandemic and like many organisations, we had to adapt the way we
work. Fortunately, we had the ability to be able to work remotely and were supported with
the transition to working from home such as being provided laptops and office furniture. Big
changes happened as a result of the pandemic, such as doing everything virtually which
worked but was not the same. Appraisals are personal, managers need to be able to look
their staff in the eyes and face-to-face contact is needed. Discussing business, productivity
levels and how well you are performing can be easily done over the phone. However,
checking in on a candidate and finding out how they are doing, how their well-being is, this
can't be done virtually. Staff well-being is so important, it can affect future career and is a
manager’s priority.

From a business perspective, the pandemic has been great because it has saved the
organisation so much money. The BBC (2020) reveal Capita have closed many offices as a
result of the pandemic and are supporting flexible working. There has also been evidence
that staff have worked harder while working from home during lockdown and Capita (2021)
statistics show targets were attained. This was an incredible effort from staff, especially
considering the circumstances and another win for the business.

There has been a reduction in staff which is another implication of the pandemic. Hybrid
contracts were introduced in early 2021 so many employees now have the permanent option
of working flexibly but must also go to the office. Recruitment roles need face-to-face
contact, it is essential. It can be a challenge to manage staff virtually, challenging to have a
difficult conversation over the phone or on Microsoft Teams but we have had no choice but
to adapt. As we slowly return to the office, it is imperative to check on all employees. The
pandemic forced us into a sink or swim situation and we as an organisation have thrived.




