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Personal Statement  

Andrews property group is a private company. It is based in 52 locations across the South West and the South East of England. The more the business has been operating, the more they have learnt about what people really want from an estate agent. They are now into their eight decades. As a business they are own by a charitable trust, the business was set up 75 years ago by Cecil Jackson Cole, he not only set up renowned charities such as Age UK and Oxfam, but also transformed the way business and charity work together.
Social conscience might not be the first thing that springs to mind when you think about estate agents. But a big part of philosophy involved philanthropy. A large slice of our profits go to causes that tackle big issues in our communities and overseas, like education, employment and shelter. It is not just money we provide, we also make plans to act. Since 1994 we’ve contributed over 10 million to fund social enterprises.
What we do ….
Estate Agency, Letting Management, Financial Services, Corporate Client Services, Leasehold Management and Land and New homes.

Andrews Property Group has only just rolled out the Purpose and Core values (EV ). These will become the heartbeat within the business. Performance management will be aligned to these values, along with clear operational objectives. The values will need to be at the fore front of everything that we do, to embed a new culture.
This report will out line what we are maybe not doing so great and what we can improve on. I will consider a variety of evidence throughout and provide material on what has been put in place to measure. My evidence will be based on material that I have gathered through internal data. My findings will comprise of data, surveys, performance management and emails. The portfolio will discuss my reviews of the businesses approach to Employee Engagement and my recommendations for improvement needed based on information gathered and feedback received.
I have been involved in engagement activities within my HR career. I found that whilst I was working for Morrisons, the engagement activities were more prominent. This was due to it being a larger organisation and a specialist team working on this daily. Since leaving Morrisons, I have been in stand alone HR roles, this I have learnt that engagement activities are not already in place and Employee Engagement is not at its best.
.

Explanation of selection agreement and application of diagnostic tools

1.1 Identify, and justify selection of suitable diagnostic tools for measuring employee engagement in the organisation.

Employee engagement is an ongoing strategy requiring actions and commitments. Ryba (2020).
Engaged employees feel engaged, driven and want to come to work. To get our employees to feel engaged, requires great leadership, recognition and the right resources. Business teams with highly engaged employees have a 59% lower turnover rate than those with less engaged employees. Highly engaged teams are 17% more productive and businesses with highly engaged workers have 6% higher profit margins. Engaged teams experience 10% higher customer reviews.
Employee engagement benefits both the employee and organisation at the same time. Marilya (2021).

Employee engagement diagnostics tools include, engagement surveys (EV1), an interview framework (EV2) or a one to one form (EV3).
The gallupQ12 survey (EV4) is 12 twelve actionable workplace elements that are proven to be linked to performance outcomes. I was in the late 90’s that the questionnaire was finalized, since then it has been used in 195 countries to 23 million employees. Gallup surveys are a quick and easy way to find out how engaged employees are. The survey looks at feeling and opinions on a scale of 1-5. This helps you get an insight into how an employee feels, is motivated and how productive they are. Russell (2020).

Currently at Andrews Property group Employee Engagement has not been seen as important. May aim is to firstly demonstrate Employee Engagement, and discuss and suggest the best practises to bring Employee Engagement alive in the organisation. I will do this by gathering feedback and influencing key stakeholders.

Engagement surveys is essential to measure the engagement level of employees. By measuring the drivers of engagement, it will allow Andrews Property Group to access whether our employees are engaged or disengaged.
Engagement surveys are crucial as it allows employees to give feedback. It makes employees realises their voices are heard and we value their opinions. Explorance (2020).


1.2 Liaise with key people to plan and agree the application of diagnostic tools.

I delivered my people strategy to the board (EV5). The executive Board members were present, also the non-executive board members. During this meeting employee engagement was discussed. I explained that employee engagement was key to the success of Andrews Property Group. Explaining that engaged employees also leads to higher profit margins it could also make the company more vulnerable to lower productivity and higher inefficiency, greater rates of absenteeism and turnover and increased cost for illnesses if employees are not engaged. The Financial Post (2012).
Kasanoff, Forbes (2016) states that the ten most powerful ways to empower your people include; believe in your employees, forgive mistakes, earn trust and set aside your own ego. Celebrate team employees and not yourself, be a great leader and manager. 

I liaised with the Marketing Manger for support in setting up the survey, I decided to use google surveys. I have inputted a new HR system and we are still experiencing some problems with embedding the system, this is due to having to transfer a lot of data from an old system. The new HR system will allow me, to run my own employee engagement surveys, this could be to a smaller team or a wider audience. The survey will allow the employee to give anonymous feedback. Which I can present to the relevant lead or to the board to give them an overview on how engaged our workforce really is. I hold a quarterly engagement forum (EV6) with a select

1.3 Apply diagnostic tools accurately and to an appropriate sample of employees to give meaningful results.

I have attached as evidence (EV1) the engagement survey that is going live on the 22nd February 2022. The questions are based on Gallup Q12 questions. I am asking employees for honest feedback; each department head will work with their team on the survey findings (EV7).

I am rolling out a new recruitment process that will include our purpose and values (EV8). The purpose and values are being rolled out to the whole business (EV9). The interview process is strength-based recruitment, this will look at candidates innate attributes. Engagement plays a big part in recruitment; a candidate is selling themselves and we are selling Andrews Property Group. When you recruit someone, you take on their personality and this could determine how successful that hire is. There is a lot of empirical evidence that employee engagement is key to support improving customer experiences, innovation, productivity, quality and safety and will also improve staff turnover and reduce absenteeism. The process is proving to be successful and has been trailed in two areas and will be rolled across the whole business later in the year. The Big Picture (2019). (EV10)
[bookmark: _Hlk97568470]One to one meeting is key to giving uninterrupted time to discuss projects, remove blockers and review performance. The main point is that it allows everyone to get to know each other on an ore personal level. One to one form an important tool to engage employees and invest time in their future with Andrews Property Group. Test (2022).



1.4 Analyse resulting data and draw reasoned conclusions about levels of employee engagement in the organisation.


I conclude that employee engagement could be improved within Andrews Property Group. We have a high staff turnover and on visiting branches employees are non-engaged. This doesn’t necessarily mean we will lose them; however, they will only attend work and do what they need to do. Where’s if they were engaged they would go beyond. Employees engagement is defiantly work in progress and there are a lot of new initiatives being rolled out starting with purpose and values workshops (EV11). Values can increase employee engagement by creating a culture where people believe in principles. BrightHR (2022)

When analysing the data, it is important to consider that when an employee completes a survey, this will only be a snapshot. The completion could be hinder if for instance someone is not feeling so great on the day of completion. Therefore, their answer could be made in a negative response. The completion percentage would also need to be considered, if a low percentage complete then this will not allow for a true reflection. Also timing of the survey is key, if for instance we have just completed a restructure, then the result is likely to be poor. However, all feedback is good feedback to have. Results could reflect low trust within the leadership team, this would allow us to work on certain areas of the business that requires it. This could impact the leader, as they will be key to lifting morale and culture, leading to great Employee Engagement. However, they could be feeling the same as the employee. This could put immense pressure on them.
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LO2 

Be able to evaluate current organisational approaches to employee engagement.

2.1 Analyse the principal drivers for employee engagement in the organisation

I have been working for Andrews Property Group for just over twelve months and it is clear to see that Employee Engagement could be improved. Absence has sporadic highs, and although we have a high level of female employees the maternity package is poor. The executive board members are not transparent as to where we are as a business, therefore there is a lack of trust and engagement to drive the business forward.

Macorva, (2019) states that there are key drivers for Employee Engagement, they are; trust in the leadership team, opportunities for learning and development, opportunity to give and receive feedback, relationships with employees and the organisation resonates the values.

The principle drivers of employee engagement at Andrews Property Group are the culture, learning and training opportunities and performance management.

The culture of Andrews Property Group is that if people were engaged with a culture that is enabling and supportive. An employee will become more motivated and go above and beyond to deliver for the business.

Learning and development is an area that I have looked at. The exit interviews state that the initial learning and development is classed as good (EV9). However ongoing training drops off when they are in their role. As Lawyer 2006 put it “People enjoy learning” this is especially true in todays millennial workforce (Pranchi Juneja 2020).

Performance managing our people is key to employee engagement (EV12). This adds positivity by setting goals, being fair, giving rationale feedback helps create a consistent bond between us and the employee. This is also the case with having consistent one to one meetings and performance review meetings (EV13). Although these are taking place they are not consistent being completed in a timely manner and by all.
These with open communication with collaboration amongst employees will support employee engagement.

Trust in the leadership team is poor, this is due to the lack of integrity and open communication and not listening to the employees. The Employee Survey will support with rectifying this, along as we action the feedback that we receive. We will need to be realistic with what we can achieve and open and honest with what as a business will be unachievable and potentially nor right for the business or costly. 



2.2 Assess aspects of organisational behaviour which are most likely to hinder employee engagement. 

I have included in my evidence, absence reports (EV14). The lack of employee engagement is evident in the sporadic absences we have across the business. I need to ensure that the return to works (EV15) are completed correctly, looking after colleague’s welfare. I also need to ensure that absence stage meetings (EV16) happen when required, to ensure consistency and trust that we will do the right thing for the business and the individual.

We culturally rush to fill vacancies (EV17). This is because the leaders panic and think it will be a detriment to the business if we don’t fill the vacancies as soon as possible. If we change the culture to recruiting the right fit this will improve our culture and engagement.
Our culture has been to recruit externally and not internally. The belief has been that new people will add to the business. They have not had the faith in the current work force and the belief that they would add the value required. I have looked at the culture and set a process that all vacancies are added internally and a panel interview is the process for interviewing heads of roles (EV18). This ensures we value our people, we believe in progression and have a fair interview process.

Communication seems to be an issue within Andrews Property Group. I attend the weekly Regional Managers meetings and relay the key messages that I require, for instance information on the performance management policy. However, they do not communicate these messages with their Branch Managers in their meetings. I have been visiting branches and have asked questions to determine this. I now send an email after the Regional meeting to confirm what I have requested, with clear next steps as to what they are expected to communicate and deliver. This could be used as evidence and a discussion point in their one to one meeting with the Sales Director. As some of the exit interviews (EV) outline that communication is not transparent within the organisation, the People Operation Partners now have a meeting with the relevant manager, as to how they can improve this going forward.

It is described by XpertHR (2022) that colleague engagement has change since COVID-19, communication and feedback has now moved to a higher focus in an organisation’s agenda, it states that there are three common methods of gaining feedback; Employee surveys, Exit interviews and feedback from performance reviews and appraisals. Having researched the current statistics I am aware of what is required of myself and the team to improve on the above. I believe that with all cultural aspects it will take time to embed, however the employees will see the difference in morale and transparency.
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LO3

Be able to recommend and plan strategies to raise levels of employee engagement within an organisation.

3.1 Review external studies of employee engagement to identify relevant best practice


The viewpoint of David Macleod’s “engaging for success, enhancing performance through employee engagement” 

They were asked by the secretary of state for business in 2008, to take a look at employee engagement. They found that employee engagement has a clear correlation with performance. He looked at businesses such as Toyota and Tesco.

Sir Alan Jones, chairman Emeritus of Toyota stated that “wherever you work, your job as a manager is to make your people be the best they can be, usually they don’t know just how good they could be, its individuals that make the difference”.

Toyota believe its most valuable asset to the company is its people.

Many organisations leaders described it as a ‘light bulb’ moment when understanding the full potential of employee engagement.

Tesco chief executive Sir Terry Leahy realised that Tesco knew more about its customer than it did about its employees. Tesco then set about understanding more about what the employees wanted, what motivated them and what they should do. They did this in partnership with the union USDAW.

David Macleod states that during the review they heard from hundreds of people with inspirational stories. They spoke to leaders as well as colleagues. Engagement is about mutual respect for what people can do and be. It was his belief that it is a triple win; for the individual at work, the organisation and the country as a whole (MacLeod and Clarke).

Andrews Property Group has made the journey to have a purpose and values We now need to embed these into everything that we do. That could be speaking to someone or writing an email. There is a lot of work to do to align these values into job descriptions, one to one document, performance reviews and performance management. Along with our job adverts and interview processes.


Googles “googleist survey” is conducted annually, the survey has estimated completion time of 30 minutes, however the survey has a high response rate of 80% or higher Forbes (2020). CEO Eric Schmidt once quoted that the company decided to move a portion of the bonus into the salary, based on this survey responses.

Engaging for success (2021) states that strategic narrative, Engaging Managers, Employee voice and Organisational integrity are key enablers. 
There a correlation between higher engagement and higher performance and outcomes are gained when quantitative data and guidance is shared with all. However just by sharing the data will not be enough. Employees need to see positive action. Managers often just see one to ones as just an exercise that they have been told to do. I will be helping the managers to understand the value of employee engagement and how this leads to the right culture, by holding future leadership days.



3.2 Identify potential barriers to acceptance of employee engagement strategies and liaise with relevant people regarding how these may be overcome or minimised.

When I started working with Andrews Property Group I soon established that there was no purpose and values, the reward and recognition was only based around the sales colleagues and did not consider the support services. There were no one to one documents and performance reviews, they also did not have a performance improvement policy in place. And as stated previously communication has not been great within the business.

I have implemented a one to one document (EV5) and an annual performance review document. These are in line with our purpose and values. I am in the process of looking at the job description. The current job descriptions are dated and uses some inappropriate language. I am looking at using the purpose and values as the key to a lining the essentials needed for the role (EV9), my evidence shows an example of the current job description. I believe that bringing UpToDate these items, will support with contributing to employee engagement and will make colleagues feel valued. Valued colleagues will want to do a great job and go above and beyond. 

I conducted a short questionnaire to a selected group of employees (EV20). I selected a member of the team from each area, so that I had a broad view from all stakeholders. I decided that this would be the right approach, before the employee engagement survey went live (EV1). It was evident from the questionnaire that some colleagues and stakeholders did not really know what employee engagement was, and what they could do to impact how our colleagues feel valued. It was also evident that as a business we focus on commercial and operation targets and there was no focus on culture or behaviours.
Based on this feedback. I selected questions from the Gallup Q12, to issue all staff with an Employee Survey to complete. The Survey went live as the Purpose and values workshops were delivered to all colleagues across the business. At the time of writing 200 employees have completed the survey. I communicate weekly, explaining that it would be good for them and the business if they gave us the feedback. Any feedback is good feedback, they will have a voice, that as a business we plan to listen to the feedback we receive.

The one to one form that are in my evidence have been looked at to incorporate the purpose and values. I am currently working on the job specification. The process will be that the job specification will link to one to one meeting the one to one meeting will link to performance review meetings, which will link to PDP’s and career pathways, which link to performance improvement process if there are any issues. I have my one to one meeting with the CEO (EV21) to discuss this further.






3.3 propose strategies to raise levels of employee engagement, based on analysis of the organisation and external reviews of best practice, to key decision makers.

I wrote the people strategy (EV5) during the last part of my first year with Andrews Property Group.

The strategy incudes:

· Building a career progression platform – pathways 
· One to one process
· Mid and year end reviews
· Communication revamp
· Diversity training 
· Flexible workforce 
· Everyone has a voice 

The strategy was based on my experience as a HR manager/People manager and also from external reviews of best practises. Robertson-Smith and Markwick (2009) state in their research that a positive relationship between engaged employees and customer engagement, can have a significant impact on the performance of the organisation.

I am delivering an update to the board on the 24th March 2022 (EV22). I believe that I am on track and I have plans to deliver the rest of the strategy in the later part of the year.
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What IS SBR?

* It’s attracting and selecting people with the right innate

strengths and motivators

It’s finding people who are a great fit for your role, who really

want to do it and will thrive in it

+ It’s round pegs in round holes
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Why - Building a compelling need for the change from the data
What — What are we doing + What is SBR

How — How does it work and giving them some kind of memorable experience to take away
Questions — allowing the objections and issues into the room so that people’s concerns are at the very least heard

Shayma is kindly looking for the data that is missing in the holding slides but you also need to just sense check the data in those opening slides. I've taken tt
data from previous e mails to me so they may not be as up to date as they could be.

“Leavers within the first 6 months:

2% 48 people
2020: 21% 35 people
2021 YTD: 42.5% 16 people

Starters:
2018: 103
2019: 125
2020: 109
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Private and Confidential

BM Monthly One to One

Date:

Sales Instructions

Pipeline £

Exchanges £

AMS Appointments

MWVS Penetration and
Referrals

IAMSOLD instructions

Lettings instructions

No. new lets

No. of new RLP policies
Google Reviews

Zero Deposits

Boards
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Vi.TKnow wnat Is expected or me at work.

02.1 have the materials and equipment | need to do my work right.

03. At work, | have the opportunity to do what | do best every day.

04.In the last seven days, | have received recognition or praise for
doing good work.

05. My supervisor, or someone at work, seems to care about me as a
person.

08. There is someone at work who encourages my development.

07. At work, my opinions seem to count.

08. The mission or purpose of my company makes me feel my job is
important.

09. My associates or fellow employees are committed to doing quality
work.

10. I have a best friend at work.

11. In the last six months, someone at work has talked to me about my
progress.

12. This last year, | have had opportunities at work to learn and grow.




image7.png
A high performing, people and customer centred culture where everyone feels at

HOME
Developing People Recruiting top talent Better Place to Work Diversity and inclusion

* 9o day retention to be measured + Employee engagement surveys * Gender Pay Gap from 30.5% (Mean GPG
for 2022 Q1vQ2 once the new launch Jan 2022 reported Sept 2021) to 20% in Sept 2023
system allows reporting by + Absences and sickness levels . g:hbmuw ap r;l;““ng “';011‘ e :; "‘:l‘ “f‘
business unit and comparison. reduction once news system data has o‘zsﬁti";‘;aﬁ;:m sept 2022 ahead of

had a quarter of data , this can be at = @
business unit level

- Retention to be at 25% by July 2022.

- Performance review cycle 2022

- Disciplinary , grievance and settlement
level to be reduced from baseline
established in Hz 2021, for 2022

Key Activities May 2021 — Sept 2022

Developing People
- Path ways launched in November 2021
+ Leadership Days launch in October 2021
+  POP coaching on performance , this is
ongoing and having impact on use of
absence policy etc.

Recruiting top talent
Strength based recruitment pilot
launches in October 2021 with 3 test
areas

New process for internal roles
introduced June 2021, with transparency
and Assessment centres

‘Exit interviews in person from April
2021

Better Place to Work
Policy and procedure review to be
undertaken throughout 2022 with
cross department involvement
Value and purpose

Diversity and

inclusion/Everyone’s at

home

EDI sessions held with leadership team
Summer 2021

Flex working review begins in Oct 2021
Forum EDI launch November 2021

All “recruiting top talent” pillar activities
support this as woven throughout.
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Mon 08/11/2021 13:42
Katie Harding
@ DI and EE Meeting Agenda
To  © Alex Maggs-Usher; @ Alexandra King; @ Georgia Burrows; @ Hannah House; @ Lucy Piper; @ Judith Lee; @ Katarina Fleming-Scott; @ Dominique Evans; O Sian Cockerell; © Rowan Payne

Cc ©sarah Mason

@ Follow up. Start by 11 November 2021. Due by 11 November 2021,
This message was sent with High importance.

EDI EE Agenda November 2021.docx _
21KB

Hiall
Hope you are all well.

Sarah and I are really looking forward to seeing you all next Tuesday 16™ November for our first meeting.
I have attached an agenda for the discussion.

Can I just remind you to email across any focus points/topics for discussion to me by the end of this week so we can cover this off efficiently
within the meeting?

We will also be joined by our BHSF Rewards Partner Karl towards the end of the discussion to talk through the employee benefits they
provide and the App so I will extend the meeting time slightly to accommodate this. I know you are all extremely busy so thank you again for
taking the time out to join in this process.

Thope this works for everyone. Any questions please give me a call @

Katic Harding
Internal Recruitment Officer, Human Resources

The Clockhouse, Keynsham, Bristol, BS31 1HL
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More Details
@ Branch Team (Neg, ABM etc)
@ Property Manager (lettings)
@ C5A (sales)
Tenancy Support
Branch/Business Managers
Regional Manager (all depts)
People
Marketing, Data and Apps
Compliance
[lag
LNH
Finance

Lao

63

26

70

S
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THE PROCESS

Specify Job Roles

*Be specific about which roles
we are going after

*Know why, what's the benefit
of getting these right?

Identify

Identify great people

*Great people in these roles
are not necessarily just those
who deliver biggest results

*We're looking for the people
you would ‘clone’ if you
could

*They will have great attitudes
along with great
performance

Build Profiles

*Depth interviews with the
great people we've identified

e Interviews are conversational
in nature to elicit strengths
and motivators

*Workplace observation of
best performers to aid profile
building
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Updated brand values and behaviours

We treat every customer as our only customer, and as if they’re with us for life

We will

We won't

Invest time in understanding each
customer’s current and future needs and
motivations at every touchpoint

Stereotype customers and just assume we
already know what they need

Record each step of every customer’s
journey with us so Andrews can build a long
term relationship with them

Cut corners on admin in order to move on
to the next job more quickly

Keep our promises - taking personal
responsibility for making sure each
customer gets what they need when they
need it

Break our promises - doing the least we can
get away with to avoid hassle

Tell the truth and explain our actions,
keeping things as simple as possible

Just tell customers what they want to hear,
or hide behind complex explanations

Be nice to people and try to build a real
rapport

Come across as aggressive or dismissive

Be brave enough to ask for the business

Beat about the bush
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We value all our people

We will

We won't

Behave as one united team, breaking down
barriers between people and departments

Indulge in internal politics, or pass the buck
to_other people and departments

Be positive and solution-focused

Just keep talking about the same old
problems

Invest time and energy into personal
development plans, providing opportunities
for people to develop their skills

Stick HR processes on the back burner
when the commercial pressure is on

Treat everyone equally regardless of
background or identity, genuinely valuing
difference

Accept unfair or inequitable treatment
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Recognise everyone’s contribution — being
fair and consistent in celebrating and
rewarding success

Allow people to feel that their efforts are
unappreciated or under-rewarded

Prioritise good two-way communication
that ensures everyone is heard

Tolerate poor internal comms, or turn a
deaf ear if we don’t like what we're hearing

Do what we say we'll do

Make empty promises to try to keep people
happy

We believe in giving back

We will

We won't

Work hard to achieve our commercial
profits so that we can reliably provide
ongoing help to those in need via financial
support of ACT

Stop supporting ACT when times get tough

Provide practical help/pro bono services to
those in need

Forget to volunteer when we're busy with
other things

Make a positive contribution to the
communities we serve

Forget our responsibilities to be good local
citizens because we're supporting ACT

Consider the impact of our decisions on
the environmental, social, and economic
well-being of future generations

Prioritise our bottom line over our social
and environmental responsibilities
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QReply RReply All ZForward ‘SIM
Fri 04/03/2022 13:28
SO  Shayma Osman

@ Project Updates
© sarah Mason

@ Mark Towell

L\ Andrews SBR BM Profile (002).pptx _
@ e

Strengths Based Recruitment

a Andrews Career Pathway.pdf
47K8B

«  Training is booked and all attending have the dates for April 4 and 5% training. We are just awaiting confirmation for Highfield Park

before formal invites go out

+  The upcoming training will include the remainder of Regionals as well as supporting Managers from each area to assist with the
recruitment for their region alongside POP’s

«  Ahalf day refresher and ‘Train the trainer’ is in the process of being arranged so that after this session, L&D can bring SBR training in-

house

«  Negotiator profile is live. Branch Manager profile is also now completed with the Assistant Branch Manager profile in final stages
+ The next profile to be built is planned to be for Property Managers

Hopefully that is everything you need.

If you would like any names of attendees for SBR training then let me know and I can send it all over.

Thank you
Kind regards

Shay
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D Accepted on 18/11/2021 15:12.

rganizer @ Paula Smith

bject  Group Strategy Presentation & Workshop

Sent Thu 18/11/2021

ocation  Highfield Park

arttime  Mon 06/12/2021 [ 1000 v | [ All day event
ndtime  Mon 06/12/2021 [ 1400 -
Good Afternoon,

Further to your save the date email, I am looking forward to welcoming you to the workshop and presentation session on the 6% December to
share with you the Company’s 3 year strategy, vision, budget, purpose & values. Attendees are senior members of the Andrews team and it is
hoped that these messages can then be presented to all staff at sessions that we are considering in January.

It's been a torrid 3 years with restructure, Brexit & Covid. This session will be a great opportunity to re-group and share my vision for the

future shape of the business. Don’t worry, [ won't be speaking for 3 hours - it will be a fully interactive and hopefully fun session.
See you there !

David Westgate,

Date: 06 December 2021

Venue: Highfield Park, Church Lane, Heckfield, Nr. Hook, Hampshire. RG27 LG
Timings: 10.00am to 1.00pm with lunch to follow
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oli

Performance Improvement Proces:
Purpose

We want everyone here at Andrews Property Group to have the opportunity to succeed. So ensuring
our staff feel that they have the right help, support and guidance to perform their role to the highest
standard is important. From time to time, additional support might be needed, so this policy sets out
how we manage performance at Andrews and what the performance improvement process
involves.

Key Points

Allmanagers need to ensure staff understand what level of performance is expected and
provide the right training, support and guidance needed to achieve this.

e Allstaff have a personal responsibility to do their job to the required minimum standard.

«  Open and honest performance conversations should take place regularly. Where there are
concerns detailed notes should be made to document any conversations and kept on the
employees file

o Before any formal action takes place it is important that the staff have help and support over
reasonable timescales based on an individual cases, to improve their performance

o Managers should act reasonably and treat all staff fairly.

o Where a performance issue is found due to misconduct then the Disciplinary policy will
normally be appropriate.

o Where their reason could be linked to health then the absence policy should be used.

o Staff are entitled to be accompanied by a staff member, and a note taker should be present
at all formal meetings.

o The Company recognises that poor performance may in some cases be related to a disability.
At all times the Company will comply with its duty to consider reasonable adjustments for
disabled employees, this may include reasonable adjustments to working arrangements,
duties, equipment or this policy itself.

Scope

This policy applies to all employees in all business areas.
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nnual Appraisal - Review Form

Employee Name:

Job Title:

Office & Department:

Basic Salary:

Commission structure:

Review date:

General Performance

Tmprovement
required

Average

Good

Excellent

Quality & accuracy of work
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A B L D E r G

1

2 01145 Emma-Louise Alvis Sick. 05/01/2022 06/01/2022 15 hrs O mins  No
3 3192 Sean Angell Sick 03/02/2022 04/02/2022 2.00 day(s) No
4 3271 Alison Anstee Sick 18/01/2022 19/01/2022 8 hrs Omins  No
5 3271 Alison Anstee BIRTHDAY 21/01/2022 21/01/2022 7 hrs 30 mins  No
6 2139 Stewart Banwell BIRTHDAY 20/01/2022 20/01/2022 1.00 day(s) No
7 2350 Natasha Barnes Sick 05/01/2022 05/01/2022 1.00 day(s) No
8 2350 Natasha Barnes SELFISO A 06/01/2022 13/01/2022 6.00 day(s) No
9 2363 Chloe Barnett Sick 27/01/2022 29/01/2022 2.00 day(s) No
10 2349 Brian Barnsby Sick 12/01/2022 28/01/2022 13.00day(s)  No
11 2062 Shannon Beddoes Sick 24/01/2022 24/01/2022 1.00 day(s) No
12 2062 Shannon Beddoes Sick 25/01/2022 25/01/2022 1.00 day(s) No
13 2062 Shannon Beddoes Sick 26/01/2022 26/01/2022 1.00 day(s) No
14 2062 Shannon Beddoes Sick 17/01/2022 17/01/2022 1.00 day(s) No
15 2062 Shannon Beddoes Sick 18/01/2022 18/01/2022 1.00 day(s) No
16 19296 Jodie Benjamin BIRTHDAY 02/02/2022 02/02/2022 1.00 day(s) No
17 19296 Jodie Benjamin Sick 12/01/2022 12/01/2022 1.00 day(s) No
18 2449 Jason Brock Sick 14/02/2022 14/02/2022 1.00 day(s) No
19 2436 Shannae Brown-Sonson Sick 13/01/2022 03/02/2022 16.00day(s) ~ No
0 2436 Shannae Brown-Sonson SELFISO A 10/01/2022 12/01/2022 3.00 day(s) No
1 19349 Lisa Cardwell Sick 26/01/2022 29/01/2022 31 hrs 30 mins No
2 19349 Lisa Cardwell BIRTHDAY 19/01/2022 19/01/2022 8 hrs 30 mins  No
3 29313 Charlotte Carney Sick 05/02/2022 05/02/2022 1.00 day(s) No
4 3328 Antoine Cefai Sick 07/02/2022 07/02/2022 1.00 day(s) No
5 3349 Thomas Clarke Statutory Leave 10/01/2022 23/01/2022 14.00 day(s)  No
6 3449 Finlay Clench Sick 16/02/2022 16/02/2022 1.00 day(s) No

7 2440 Einlau Clanch

15/072/2027 . 150272027 0 50 dawds) Ao
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The Clockhouse, Bath Hill, Keynsham
Bristol, BS31 1HL.
Tel: 0117 946 1800
Email-hrgeneral @andrewsonline.co.uk

DATE Ref: xx/sxs/xx
Private & Confidential

Name

Address

Address
Postcode

1f appl — Sent via email: xseaoseaRg,

Dear Name,
Re: Return to Work

It was good to meet with you on date at location to discuss your return to work. I am really
pleased to hear that you have made positive steps in regaining your health.
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iANDREwS PROPERTY GROUP
e o Andrews >

Bristol, BS31 1HL.
Tel: 0117 946 1800
Email-hrgeneral @andrewsonline.co.uk

DATE Ref: xx/sxs/xx

Private & Confidential
Name

Address

Address

Postcode

1f appl — Sent via email: xeaoseang,

Dear Name,
Re: Formal Absence Review Meeting — Stage 1
Following a review of your attendance record we note that you have been absent on xx occasions OR

have had x separate absences within x months, which has resulted in you reaching a trigger point as
set out in the Andrews Absence Management Policy. We are concerned by this and would like to work
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Fri 04/03/2022 1653

Katie Harding

@ Vacancy Report

To @ sarah Mason

Hi Sarah

Please see our current lst of vacancies below;

Total — 35

Sales - 19

Lettings — 5

Marketing — 1

PM-5

APC-1

Accounts - 1

AMS -2

LNH-1
Job Role Location Business

Area

Revenues Officer HO Accounts
Mortgage and Protection Gloucestershire/SE | AMS
Advisor
Area Mortgage Supervisor South East AMS
Team Leader Keynsham APC
Lettings Valuer Downend Lettings
Senior Lettings Negotiator Bishops Cleeve Lettings
Senior Lettings Negotiator Wallington/Purley | Lettings
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Mon 14/02/2022 11:33

Samantha Edward

FW: Invite to Interview
0 ©Sarah Mason; @ Katie Harding
 vou forwarded this message on 23/02/2022 11:52.

Subject: Invite to Interview
Hi Nathan,

I am delighted to confirm your interview arranged for the position of Regional Manager, details as follows;
Date —Tuesday 14% December 2021 at 2.30pm

Location — The Clockhouse, Bath Hill, Keynsham, BS31 1HL
Interviewer —Vincent Courtney, Group Sales Director, Georgie Parker, Head of Lettings and Sam Edward, People Operations Partner.

The meeting will last approximately 60-90 minutes and will include a discussion around your relevant skills, experience, aspirations and how
these match that of the role. There may also be some competency based questions.
Please prepare by completing a 20 minute presentation answering the following questions:
1. Why do you think you would be successful in the Regional Manager role
2. Inyour opinion what are the 3 biggest opportunities and how would you implement them?
Please do not hesitate to call me should you require anything further.

Good Luck and I will see you on the day
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[ROLE: Assistant Business Manager (Maulti- Site, Stand Alone and Cluster | Reports To: Business Manager Date: 10/19

Branches)

Role Purpose: The Assistant Business Manager would help develop the business through property getting, property selling and assisting
sales as necessary to a successful completion, using effective communication and people skills to ensure a professional image is displayed to
the customer. To deputise for the Business Manager in his/her absence, providing leadership through example and to control and motivate
the staff so that their potential is achieved and the business is driven forward.

Main Accountabilities:

To assist the Business Manager to manage all staff within the assigned branch(es) to ensure that the correct level of staffing is
achieved and aligned to company strategy and direction in order to satisfy and where able exceed all of our customers’ needs
requirements thereby achieve the business plan.

To fully utilise systems and procedures which are in place, ensuring the whole team is fully trained and conversant with all to
‘maximise business efficiency whilst delivering a first class service to the customer.

In collaboration with the Business Manager to be actively involved in coaching staff both directly and through the L&D coaches in
the HOOW process to enable staff to be equipped with the knowledge and understanding to achieve their personal KPIs through
their interaction with customers.

To assist the Business Manager in directing and managing the performance of Branch staff - rectify poor performance and uphold
good performance by providing feedback, direction and praise where appropriate.

To be conversant with the standards laid down in the Staff Handbook and seek the support of the HR Business Partner in effectively
managing their team in the absence of the Business Manager, dealing effectively with any issues regarding their personal standards
of behaviour or performance in the role.

To ensure a friendlv. honest and efficient attitude is maintained in line with the HOOW nrocess when dealing with eustomers at all
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‘Thu 10/03/2022 15:55

Sarah Mason
@ short survey

To ©sarah Mason
Please could you complete the below questionnaire.
1. Do you understand what Employee engagement is ?

2. Do you think we have engaged employees — please answer with a short explanation.
3. What could we o differently?

Sarah Mason
People Team Leader, Human Resources

The Clockhouse, Bath Hill, Keynsham, BSg1 1HL
Tel: 0117 986 0000 | Mobile: 07754 756147 | Email: smason@AndrewsOnline.co.uk

We appreciate your feedback, please email us at wecare@andrewsonline.co.uk

Sell your property the way that's right for you. Find out more at: andrewsonline.co.uk/move
COVID-19, you and Andrews Property Group
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Sarah - Handover meeting
HQ
David Westgate
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From: David Westgate
Sent: 21 February 2022 16:56

fo: Sarah Mason <smason@AndrewsOnline.co.uk>
Subject: RE: SIT UPDATE RE: Actions and decision Log.

Sarah,

Can you attend for 30 mins at the Board meeting on 24 March to update us on progress on the People Plan ? Probably first up 10.- 10.30

David

David Westgate, FRICS
Group Chief Executive, Andrews Property Group

The Clockhouse, Bath Hill, Keynsham, BS31 1HL
[el: 0117 946 1832 | Mobile: 07768454468 | Email: DWestgate@AndrewsOnline.co.uk
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Dear who it may concern
Ican confirm that Sarah Mason is fully involved with the employee engagement program at Andrews Property Group.

‘She has complied the recent engagement survey, introduced SBR and is currently designing nev job deseriptions, one to one forms and
performance reviews.

Sarah plays a big part in ensuring that employee engagement i a key focus.
Paul

Paul Bumford

Chief Operating Officer, Andrews Property Group

The Clockhouse, Bath Hill, Keynsham, BS31 1HL
Iel: o117 986 0000 | Email: PBumford@ AndrewsOnline.co.k

We appreciate your feedback, please email us at wecare@andrewsonline.co.uk

Sell your property the way that's right for you. Find out more at: andrewsonline.co.uk/move
OVID-19, vou and Andrews Property Group




