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1.1 Explain performance management policies and processes in the organisation and the roles and responsibilities of those involved in them. 

Several businesses have modified their methods to performance management over the last few years (CIPD, 2020). HR can give advice and support regularly via HR specialists to help line managers implement recruitment and appraisals. Managers are grateful in having feedback from those that have knowledge in this field (Human Resources Management Journal, 2016, p.457).

The Culture and Workforce Experience department has grown with 11 new vacancies to fit in with the WOD & Education Strategy 2020 – 2030 document (EV1-4). 

There is an Operational Planning & Performance department within the HB with five staff, details for further information was sent (EV5&6). The HB have Performance Targets one being annual reports and annual quality statements (EV8) also Planning Objectives (EV9) in place to support and motivate colleagues at all levels for excellence. There was also the Delivery Framework 2020-21 (EV10). This provided me with an insight into work undertaken by the Operational Planning & Performance department.

The policies and processes for Performance Management are located within Workforce. The policies and person responsible for them are shown in (EV7). Attached to each policy is the following:- 

	Policy number

	Classification e.g. employment

	Version

	The approver

	Date approved 

	Date made active

	Review date

	Brief summary of the document



The scope being how its procedures apply to all employees in NHS Wales Organisations e.g. if they are an All Wales Policy an example shown below. HR’s role is dealing with policies and providing advice, although they help with creating the appraisal form and train managers on how to undertake an appraisal meeting (Taylor, 2016, p.211).

[image: ]

Performance Management is about managers setting goals between the organisation and individual objectives, they provide feedback, which encourages staff and helps them improve (CIPD, 2020). Yearly PADR’s are set for employees, managers can meet with staff after 3-6 months ensuring set goals are on target. Some managers have regular 1-2-1. Poor performance could be a disciplinary matter (Lewis and Sargeant, 2020).

Other aspects of the Performance Management process involves Recruitment and Learning and Development. Recruitment details Job Advert, Job Desription, Person Specification shown in (EV10a). Details of Induction such as commencement form, Induction letter, Start date request etc are shown in (EV10b).

Trade Unions are not directly involved in Performance Management issues because management undertake this. However, they would be involved if there is a capability issue, which the manager needs to reprimand the staff member over to make it formal. This would then form a Disciplinary Hearing or 1:1 with the staff member and the manager (EV10c). Trade Union Membership is one of the Special categories of data. Lewis and Sargeant (2020 within Refreshing Law, 2018).

1.2 Explain key sources of information, including legislative information, which underpin performance management activities. 

Referring to General Data Protection Regulation and the Data Protection Act 2018 Lewis and Sargeant (2020 within Refreshing Law, 2018) the main sources of information and legislation are that from a recruitment perspective job adverts for Performance Management may identify the person. In addition, Special Categories of data e.g. political opinion, which is delicate, and the person may want to keep this private. One principle of data protection is sickness, which should be used for reviewing data and not for any other reason.

Poor performance as stated in the Acas Code of Practice on Disciplinary and Grievance Procedures is that poor performance could be regarded as a disciplinary matter, although capability issues can be situated under the capability process (Lewis and Sargeant, 2020, p267). Should any employee be dismissed the employer has to refer to the reason for dismissal e.g. conduct of employee, the capacity for the employee to do their job that they were recruited for (Lewis and Sargeant, 2020, p263). The least that an employer should abide by for handling disciplinary and grievance procedures in the workplace is ‘The Acas Code of Practice’. Acas (2021). As stated previously HDUHB have policies in place to deal with capability and other issues. The primary aim of the capability policy is to provide a framework within which managers can work with employees to maintain satisfactory performance standards and to encourage improvement where necessary.

There is the All Wales Capability Policy Conduct and Capability, Alcohol and Drug/Substance Misuse Policy, All Wales Pay Progression Policy, Performance Appraisal and Personal Development Plan, Staff Psychological Well-being policy; along with the All Wales NHS Wales Managing Attendance at Work Policy. There is however, the Managing Attendance at Work and policy for HDUHB and FAQ’s. These policies underpin poor performance (EV10d).


1.3 Provide timely and accurate information to colleagues regarding performance management activities

HDUHB have rolled out managers inputting PADR dates into the system. The process for entering, running and exporting reports is explained by me (EV13-16). I attended the Halliwell Centre to train managers on inserting PADR dates (EV11). How to view their PADR dashboard for their compliance percentage is also shown and if low provides incentive to improve (EV12). The Lean PADR requires completing by managers with staff (EV17). (EV18) shows supporting evidence and screenshot of policy; with what has gone well and not gone well from the previous year and to set new objectives. Managers can find the PADR policy (EV7). 

Absences including Sickness is recorded in the ESR system for non-clinical staff and for clinical staff via the ERostering system and guidance on how to record in both systems is distributed by me along with global reminders (EV20-21). Should managers not be clear I reiterate on how to do this and advise as to FAQ (EV20 & 22). How to view compliance and competencies is another factor that is one of the objectives of the HB (EV23) and I show managers how to view these in their ESR manager dashboard portal, from this dashboard shows the percentage of staff that have completed their mandatory training. I then explain that a report can be run (EV14) via traffic light system the same as the PADR format to show those not compliant. 
Quantitative indicators include the use of staff turnover and steadiness figures, sickness absence rates and others. These give an indication as to the common health of an organisation (Swift, 2016, p18).

Performance appraisals are key to inspire individuals to improve performance by setting goals, objectives (Hutchinson, 2013, p.122), also with content theories of motivation, which include Maslow’s hierarchy of needs, or McClelland’s theory of learned needs (Hutchinson, 2013, p.55).


Evidence for Learning Outcome 1
Workforce, Organisational Development & Education Strategy 2020 – 2030 (EV1)
[image: hywel dda]


Workforce, Organisational Development & 
Education Strategy
2020 – 2030 
         
Workforce, Organisational Development & Education
              Strategy 2020 - 2030

Contents


1. Introduction and Context

2. Purpose of the Workforce, OD and Education Strategy 

3. Changing Our Culture

4. The Workforce, OD and Education Strategic Intentions
4.1 Delivering Collective and Compassionate Leadership
4.2 Recruiting and Retaining Great People
4.3 Engaging Our Staff
4.4 Delivering a Workforce Fit for Our Future
4.5 Enabling Our People to Release Their Potential
4.6 Developing High Performing Teams
4.7 Delivering Innovation, System Learning and Change Agility
4.8 Delivering workforce efficiency and effectiveness


· Training - Enabling people to release their potential via education opportunities and career pathways supporting the sector to be employer of choice and attract the right people to the workforce. Developing flexible career structures and portable pathways supplemented by continuing professional development and training. Cross sector competence frameworks will underpin this career portability and education and training programmes. Grow Your Own programmes as a key feature of our workforce for the future. Not only is it a practical example of our commitment to the well-being of Future Generations Act, it is also a vital supply pipeline of new talent and a living example of our social model for health.
· Recruitment processes - Recruitment into volunteering will be across a diverse cross section of our population. Also as part of our approach to increasing our supply of staff, we will continue to promote a range of programmes, which encourage return to practice. Recruiting and retaining an inclusive and diverse workforce and developing talent is crucial to the Health Board being able to deliver its ambition to be an employer of choice. Recruiting and attracting new people, retaining our existing people and managing and developing talent is essential to delivering our workforce challenges and critical to our success.
· Learning  - To build capacity for innovation, learning and change;
· Flexible Work Arrangements - wherever possible support agile and flexible working. Our staff benefit package will form part of our offer to attract and retain staff.
· Pay & Reward – Total reward package – implement flexibility to meet objectives for employer of choice, implement terms and conditions in accordance with national policy. Provide a responsive job evaluation process to promote fairness and equity.
· Enhancing the range of staff benefits on offer to all UHB staff.
· Equality – good relations in day to day practices, closing pay gaps for gender pay gap, promoting welsh in the workplace, paid jobs for people with learning disabilities.
· Learning - Delivering our Health Board cultural change programme over the next 10 years will require focus, concerted effort, resources, reflection on outcomes and practice, and learning on an ongoing basis, from the Board and at all levels of the organisation. 
· Health & Wellbeing at work - An Occupational Health service is available which is responsive and provides support for prevention, early intervention and fast track to services and management where appropriate. An employee Psychological Health and Well-being service is available for staff to access, providing counselling and intervention; 
· Staff engagement - A variety of feedback mechanisms are in place so that staff can provide feedback and their voices can be heard; Staff surveys results and engagement indicators are used to enable wards, departments and community based teams to develop and implement actions that are important for staff at a local level and a Health Board level.




The Organisational Development pillar hierarchy screenshot with paragraphs (EV2)
The Organisational Development pillar hosts 5 functions which work together in an integrated way to help us transform and continuously improve our working cultures so that staff have a better experience at work, feel supported and can deliver a better quality of care for our patients. 
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Screenshot of staff in post report of staff within Operational Planning & Performance (EV5)
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	Email to Tracy Price – Performance Manager (EV6) 

From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk> 
Sent: 12 July 2021 14:14
To: Tracy Price (Hywel dda UHB - Performance Manager ) <Tracy.Price2@wales.nhs.uk>
Subject: Performance Management 

Hi Tracy

Hope you are well.  Michelle James my manager said to contact you as I am currently doing my CIPD and am on the assignment for Contributing to Performance Management. 

Is it okay if I email you with any queries and your reply as evidence for my portfolio?

Many Thanks 
Catherine

Catherine Thomas
ESR Administrator/Workforce Information Manager/Gweinyddwr ESR/Rheolwr Gwybodaeth Y Gweithlu
Workforce Intelligence Department/Adran Gwybodaeth Y Gweithlu
Hywel Dda University Health Board/Bwrdd Iechyd Prifysgol Hywel Dda
Hafan Derwen
St David's Park/Parc Dewi Sant
Jobswell Road
Carmarthen/Caerfyrddin
SA31 3BB
Tel: 01267 239865
Email/Ebost catherine.thomas@wales.nhs.uk

From: Tracy Price (Hywel dda UHB - Performance Manager ) <Tracy.Price2@wales.nhs.uk> 
Sent: 12 July 2021 15:51
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: RE: Performance Management 

Hi Catherine

I haven’t been asked to help with CIPD evidence before so I am not sure how much work is involved and timelines.

Kindest regards
Tracy
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk> 
Sent: 14 July 2021 07:28
To: Tracy Price (Hywel dda UHB - Performance Manager ) <Tracy.Price2@wales.nhs.uk>
Subject: RE: Performance Management 

Hello

Are you please able to confirm the following:-

· whether you have any policies or processes you have regarding performance management for the Health board, and what is the dept called, how many staff and job roles are in the dept.
· As a dept do you measure performance management for the Health Board e.g. are there any key performance indicators in place.  
· Do you sent out any documentation to dept/managers
· Are there any papers that you send out in general regarding performance management
Regards
Cath
From: Tracy Price (Hywel dda UHB - Performance Manager ) <Tracy.Price2@wales.nhs.uk> 
Sent: 14 July 2021 07:40
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: RE: Performance Management 

Hi Cath

I will look to send you some things as soon as I am back from leave.

In the meantime, you may want to look at our new performance assurance report dashboard. The details and link can be found in the attached SBAR.

Kindest regards
Tracy


	
Email to generic policies and reply from Policy Co-Ordinator Officer (EV7)

No problem Catherine

All corporate and HR policies are uploaded onto the internet - https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/ 
All HR policies are led by Kim Warlow if you have any specific queries.

All clinical and financial onto the intranet only http://howis.wales.nhs.uk/sitesplus/862/page/68725 

These are the documents which come to mind:
Performance Appraisal and Personal Development Plan (PADR) Policy (PDF, 698Kb) 
045 17/05/2018 31/07/2021 

All Wales Pay Progression Policy (PDF, 379Kb) 
443 18/02/2020 18/02/2023 

All Wales Capability Policy (PDF, 434Kb) Conduct and Capability 
203 05/07/2018 31/07/2021

Staff Psychological Well-being Policy (PDF, 710Kb) 
340 14/09/2018 14/09/2021 

Sickness comes under this policy:
Managing Attendance At Work Policy (PDF, 277Kb) 
All Wales NHS Wales Managing Attendance at Work Policy (PDF, 2305Kb)
Managing Attendance at Work FAQs - September 2019 (PDF, 277Kb)
768 05/11/2018 05/11/2021

All Wales Upholding Professional Standards in Wales (Medical and Dental Staff) Policy (PDF, 314Kb) 
488 01/02/2016 31/07/2021

Learning and Development Policy (PDF, 736Kb) 
113 17/05/2017 31/07/2021

This is a full list of the HR policies for ease:
	Ref
	Title/link
	Review dates

	283
	Alcohol and Drug/Substance Misuse Policy
	15.03.2021

	299
	Registration and Re-Registration Of Health Professionals Policy 
	extended to 31.07.2021

	582
	Term Time Working Policy
	extended to 31.07.2021

	389
	Expenses Policy 
	extended to 31.07.2021

	436
	Rostering Policy
	extended to 31.07.2021

	488
	All Wales Upholding Professional Standards in Wales - Disciplinary Procedure for Medical and Dental Staff
	extended to 31.07.2021

	465
	All Wales Social Media Policy 
	extended to 31.07.2021

	204
	All Wales Secondment Policy 
	extended to 31.07.2021

	313
	Study Leave Policy for Medical Dental Staff
	extended to 31.07.2021

	558
	Management of Nursing Midwifery Medication Errors/Near Misses Policy
	extended to 31.07.2021

	113
	Learning and Development Policy
	extended to 31.07.2021

	045
	Peronal Development and Review Policy 
	extended to 31.07.2021

	100
	Organisational Induction Policy
	extended to 31.07.2021

	573
	All Wales Organisational Change Policy
	extended to 31.07.2021

	201
	All Wales Disciplinary Policy and Procedure 
	extended to 31.07.2021

	435
	All Wales NHS Staff to Raise Concerns Procedure
	extended to 31.07.2021

	139
	Uniform and Dress Code Policy for all Health Board Staff
	extended to 31.07.2021

	158
	Redeployment Policy
	extended to 31.07.2021

	109
	Time in Lieu Procedure
	extended to 31.07.2021

	072
	Submission of Information to Payroll for Payment of Staff for WOD
	extended to 31.07.2021

	121
	Relocation Expenses Policy
	extended to 31.07.2021

	603
	EAGLE Strategy - Employer Ied Regulation and Pegistration System - Assistant Practice, Advanced Practice, Extended Roles, New Roles and Competence
	extended to 31.07.2021

	126
	Work/Life Balance - Flexible Working Policy
	extended to 31.07.2021

	247
	Dealing with Anonymous Letters and Other Anonymous Communications Regarding Members of the Workforce
	extended to 31.07.2021

	127
	Ordinary Parental Leave Policy
	extended to 140.9.2021

	438
	Shared Parental Leave Procedure 

	extended to 24.05.2021

	203
	All Wales Capability Policy
	extended to 31.07.2021

	748
	General Data Protection Employees Policy - Workforce Related Employee Data
	14.09.2021

	107
	Volunteers Policy
	14.09.2021

	340
	Staff Psychological Well-Being Policy
	14.09.2021

	713
	Honorary Contracts Procedure
	09.10.2021

	291
	Personnel Employee Records Management Policy
	05.11.2021
Currently being amended

	128
	Maternity, Adoption and Paternity Leave Policy and Procedure 
	05.11.2021

	001
	Adverse Conditions Policy
	05.11.2021

	315
	Flexible Deployment of Staff Procedure
	05.11.2021

	464
	Industrial Injury Claim Procedure
	05.11.2021

	768
	HDUHB Managing Attendance at Work Policy
	05.11.2021

	768
	Managing Attendance At Work Policy (PDF, 277Kb)  
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/managing-attendance-at-work-policy/ 
	05.11.2021

	129
	Time Off for Medical/Dental Appointments during normal working hours Policy 
	19.03.2022

	284
	Providing Employment References Policy 
	19.04.2022

	099
	Use of Overtime for all Employees Policy
	15.05.2022

	334
	Personal Relationships at Work Policy
	15.05.2022

	349
	Refferal of Staff to the Disclosure and Barring Service (DBS) formerly Independant Safeguarding Authority (ISA) Policy and Guidance
	30.07.2022

	111
	Annual Leave Policy
	06.09.2022

	246
	Managing Allegations against Employees of Hywel Dda University Health Board of Harm/Abuse Involving Children or Adults Policy
	06.09.2022

	042
	Guidance on Starting Salaries
	06.09.2022

	124
	Retirement Policy
	06.09.2022

	336
	Guidance on Referral of Employees to the Occupational Health Service
	12.11.2022

	447
	Staff Immunisation and Screening Policy
	12.11.2022

	350
	Supporting Transgender Staff Policy
	21.01.2023

	245
	All Wales Employment Break Scheme
	31.01.2023

	112
	Preceptorship Policy for Newly Qualified Nurses and Midwives
	01.05.2023

	443
	All Wales Pay Progression Policy
	18.02.2023

	348
	All Wales Reserve Forces Training and Mobilisation Policy
	03.07.2023

	131
	Flexi-Time Policy and Procedure
	30.06.2023

	125
	Re-Evaluation of Pay Band Policy and Procedure
	30.06.2023

	311
	Domestic Abuse and Sexual Violence Workplace Policy
	27.08.2023

	935
	Ethical Employment Policy
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/ethical-employment-policy/ 
	17.12.2023

	572
	Recruitment and Retention Payment Procedure
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/all-wales-recruitment-and-retention-payment-protocol/ 
	10.02.2024

	122
	All Wales Special Leave Policy
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/all-wales-special-leave-policy/  
	10.02.2024

	002
	Overpayments Policy
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/recovery-of-overpayments-policy/ 
	27.04.2024

	995
	All Wales Respect and Resolution Policy (PDF, 87Kb)  
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/all-wales-respect-and-resolution-policy/ 
	30.04.2024


[image: ]
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk> 
Sent: 14 July 2021 10:49
To: Policies (Hywel Dda UHB - ) <Policies@wales.nhs.uk>
Subject: policies

Morning 

I am doing my cipd and am looking for policies on performance management e.g is there a performance management policy, a career development policy, reward and recognition policy – financial non-financial. Also sickness policy and where would I find the capability procedures within a policy.

I have tried to look on the intranet and as the format as changed I am finding it is taking me ages to look.

Are you able to email them to me if this is possible. 
Many Thanks 
Catherine
























Performance Targets screenshot from webpage (EV8)
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Planning Objectives (EV9)
	Planning Objective – merged planning objective 3A & 2F: Implement a wide-ranging strategic improvement approach, including quality and performance, which is clear on expectations and accountability arrangements from Board to all Health Board teams. This includes the development of a culture of continuous improvement; and the systems and tools needed to support such a culture. The focus will be to motivate and support colleagues at all levels to strive for excellence. This will be implemented from June 2021, and rolled out across the whole organisation over three years.

	PROJECT   SCOPE
	Improving Together is a framework which aligns team vision to strategy and empowers teams to set key improvement measures aligned to their team vision. Visualisation of key data sets including improvement measures and regular team huddles helps drive decision-making. 

The approach embraces coaching discussions and supports staff to develop solutions, embedding the principles of continuous improvement. The framework will offer a common approach to how we can adapt, adopt and spread good practice in a systematic way. 

Improving Together will embrace and embed some of the positive lessons learnt through the pandemic. 
	· Staff are empowered and feel they have the autonomy to improve
· Staff know their goals and how they’re improving
· Problem-solving and testing changes is a part of daily work
· Improvement directly aligns to improvement measures and vision
· Decision-making is driven by data
· Coaching approach to problem-solving is embedded
· Improved patient and customer experience
	OUTCOME

	
	
	KEY PHASE

	BY WHOM
	BY WHEN
	KEY DATES & DELIVERABLES

	
	
	1. Agree vision and outcomes with Board
	Huw Thomas /  Mandy Rayani
	May 2021
	

	
	
	2. Agree package of support for teams centred around the framework
	Cath Evans / Mandy Davies
	May 2021
	

	PROJECT   GOVERNANE
	Responsible Officers:
Executive Lead: Huw Thomas, Director of Finance/Mandy Rayani, Director of Nursing, Quality and Patient Experience
Strategic Lead: Catherine Evans, Head of Strategic Performance Improvement Delivery Lead: Mandy Davies, Assistant Director of Nursing and Quality Improvement

Programme oversight through:
Strategic Enabling Group? Board?
Governance through:
Improving Together Governance & Strategic Enabling Group
Delivery through:
Operational teams, Workforce, Quality Improvement, Project Management
	3. Identify pilot teams
	Sian Passey / Mandy Davies / Cath Evans / Christine Davies
	May 2021
	

	
	
	4. Appoint/identify coaches
	Mandy Davies /  Cath Evans /  Christine Davies
	June 2021
	

	
	
	5. Test and iterate with pilot teams
	Cath Evans 
	June 2021
	

	
	
	6. Agree communication plan
	Cath Evans / Mandy Davies/ Yvonne Burson
	June 2021
	

	
	
	7. Roll out to agreed teams
	Cath Evans 
	July 2021
	

	
	
	8. Evaluate testing phase
	Mandy Davies
	Aug 2021
	

	
	
	9. Roll-out to wider organisation
	Cath Evans / Mandy Davies
	Sept 2021
	

	 RISKS
	Description
	Likelihood
	Impact
	Score
	Mitigating Actions

	
	Lack of team engagement due to change fatigue
	Medium
	Delay to roll-out
	15
	Engagement with Director of Secondary Care to identify pilot teams

	
	Availability/capacity of improvement coaches
	Medium
	Delay to roll-out
	20
	Recruit to specific Improving Together Improvement Coach role

	
	Agreement of vision and key measures
	Medium
	Ability of teams to align improvement to strategic vision
	15
	Board to agree vision statement and improvement outcomes.

	Golden Thread/ Cultural Intention: Teulu Jones
	· To embrace and embed our Strategic Objectives and outcome indicators
· Key enabler to embedding our values 
· Focus on quality and outcomes for our staff and our population
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Screenshot of recruitment shown on the Health Board’s intranet webpage (EV10a)
[image: ]
[image: ]

Job Advert (EV10a) cont…..
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Job Desription (EV10a)  & Person Specification (EV10a) cont…..
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Screenshot of picture that the advert is on from the ESR (electronic staff record) to then be hired by the manager of the department or payroll (EV10a) cont…..
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	[image: hywel dda LHB logo for documentrs[2]]                                                   Commencement Form (EV10b)

Return to Payroll & Pensions, Hafan Derwen, St David’s Park, Carmarthen, SA31 3BB.  All evidence required must be enclosed with this form, please refer your managers copy of the payroll cut off  dates - failure to do so will result in the form being returned unprocessed.  
           NHS Jobs Vacancy Ref No: 100…………....


	PERSONAL DETAILS 

	Title:
	Date of Birth:                                   Verified *Yes/No

	Last Name:
	National Insurance No.

	First Name:
	Marital Status:

	Middle Name:
	Maiden Name/Other Name(s):

	Preferred Name:
	Disabled *Yes/No.  If Yes please indicate type:


	Nationality:
	Country of Birth:

	Address:
	



Post Code:
Home telephone no:
Mobile telephone no:
	Name of emergency contact (in full please):

Address of emergency contact (in full please):




Post Code:
Contact telephone no:
Relationship:

	Professional Registration No:
	Expiry Date:


Induction letter (EV10b) cont……
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Gofynnwch am/Please ask for:
Rhif Ffôn /Telephone:
E-bost/E-mail:
Dyddiad/Date:
	
Learning & Development
01267 239599
Corporate.induction.hdd@wales.nhs.uk
<<date>>
	Adran Addysg a Datblygu
Hafan Derwen, Parc Dewi Sant, Heol Ffynnon Job
Caerfyrddin, Sir Gaerfyrddin, SA31 3BB

	
	
	
	

	
	
	Learning & Development Department
Hafan Derwen, St Davids Park, Job’s Well Road, Carmarthen, Carmarthenshire, SA31 3BB




Dear <<name>>,

Congratulations on your recent appointment and welcome to the Hywel Dda family.  This letter will detail the arrangements for your Induction.  Please read it carefully.
In readiness for your first day in the workplace, I have attached a commencement form which you will need to complete and forward onto your manager to ensure that you will be added onto the payroll system.  
The current pandemic means that we’re unable to welcome you in person, but we’d love to welcome you virtually. You will need a device with Microsoft Teams installed on it.  Your link to the induction is listed on page 2 of this letter.
ESR is a digital platform used within the Health Board.  It hosts the eLearning that all colleagues must complete.  Full details on how to use this will be given in your virtual induction.  You will be expected to complete the eLearning from home on the same day as your virtual induction.  A guide on how to access ESR, including your login details, are provided on page three of this letter.

We look forward to welcoming you to the Hywel Dda family.
Kind regards,
Learning & Development Team
	Training
	Date
	Time 
	Location

	Corporate Induction
	<<Date>>
	10am
	<<Link>>


 Start date request - (EV10b) cont……
From: Corporate Induction (Hywel Dda UHB - Corporate Induction - Generic Email Account) <Corporate.Induction.hdd@wales.nhs.uk>
Sent: Tuesday, July 13, 2021 9:38 AM
To: Joanne Jones on Trac application 70273970 <reply-228706681-13@recruit.trac.jobs>
Cc: Nia Jones (Hywel Dda UHB - Junior Sister) <Nia.Jones35@wales.nhs.uk>
Subject: Re: Start Date Request - Victoria Mylotte - 100-AC212-0521 
 Hi Joanne
I can confirm that Victoria Mylotte has been given a start date of Monday, 16th August 2021.
Nia - Victoria will attend her Corporate Elearning Induction & Welcome & Introduction from home on the 16th August, she will contact you to arrange to report to the service on the 17th August.
Kind Regards
Helen
  
Helen Orriss
Adran Dysgu a Datblygu / Learning & Development Department
Bwrdd Iechyd Hywel Dda / Hywel Dda Health Board
Hafan Derwen
Parc Dewi Sant/St David's Park
Heol Job's Well/Job's Well Road
From: Joanne Jones on Trac application 70273970 <reply-228706681-13@recruit.trac.jobs>
Sent: Friday, July 2, 2021 11:48 AM
To: Corporate Induction (Hywel Dda UHB - Corporate Induction - Generic Email Account) <Corporate.Induction.hdd@wales.nhs.uk>
Subject: Start Date Request - Victoria Mylotte - 100-AC212-0521 
 
Application 70273970: Miss Victoria Josephine Mylotte
Vacancy: [100-AC212-0521] Ward Clerk

Dear Helen/Marina

Post: Band 2 Ward Clerk
Hours: Full time - 37.5 hours per week 
Base: Glangwili General Hospital
Tenure: Permanent
Manager: Nia Jones
Managers Title: Junior Sister
Managers Phone: 2606
Managers Email: nia.jones35@wales.nhs.uk

Pre-Employment checks are now complete and satisfactory.  An unconditional offer letter has been emailed to Victoria, which the manager has been copied into.

Please now contact Victoria to agree the induction/start date.  Their contact details are: 
Home:  
Mobile:  
Work:  
Email:  
Date of Birth: 
National Insurance Number: 

IMPORTANT:  Please ensure you inform Recruitment of the start date by replying to this email.  Until we receive the start date we are not able to issue the contract of employment. 


Induction Welcome – Master Handbook - (EV10b) cont……


 Induction Welcome   
Croeso - Sesiwn Gynefino  
 	 	  


 		Maria Battle   	                                     Steve Moore 	 	 	                    Lisa Gostling 
	 	Chair 	 	                              Chief Executive Officer                    	Director of Workforce & OD 
   
All you need to know from your Induction Pack  
   
· Your induction pack is designed as guidance to help you to familiarise yourself with the University Health Board, the services we provide, some key information and support that is available to you as an employee. 
   
· Overarching principles The following principles apply throughout the whole of your induction journey:  
 
· Clear and accessible information Hywel Dda will ensure that the information we provide at all stages is clear and accessible. Where technical terminology is unavoidable, a clear explanation will be provided.  
 
· Staff development All staff will have access to appropriate training and development opportunities, which support them in recognising and addressing the needs of an internationally diverse community.  
 
· An inclusive environment Hywel Dda will provide an inclusive environment where your needs are considered and in an integrated and embedded way.  
  
 
Dear Colleague  
 
I am delighted to welcome you to Hywel Dda University Health Board.  
 
This Induction Handbook is designed to make your first months with us easier by providing you with essential information about the organisation.  It contains a great deal of information designed to introduce you to the people, the environment, the systems and procedures. 
 
When you start your new job, you will be asked to attend a Corporate Induction Programme.  This programme is designed to complement your Departmental Induction and introduce you on a more global basis to the wider aspects of the Health Board.   
  
The Corporate Induction aims to achieve the following objectives: 
 
· To welcome you to the Health Board and to help you become familiar with new ideals, values and culture. 
 
· To ensure staff have an awareness of Health Board objectives with a clear understanding of the expectations the Health Board has of them and what it will offer in return, in terms and conditions of employment and opportunity. 
 
· To ensure staff understand issues around patients’ rights within legislative frameworks. 
 
· To enable staff to meet the health and safety requirements of their role. 
 
Corporate Induction – E-Learning - (EV10b) cont……
	[image: ] 
Corporate Induction – E-Learning 
 	 	 

	Please protect your password, do not share it with anyone 
	

	
	Course 
	and date if 
different from above 
	Notes 
	

	
	Health and Safety 
	 
	 
	

	
	Information Governance 
	 
	
	

	
	Manual Handling Level 1 (Module A) 
	 
	
	

	
	Safeguarding Adults Level 2 
	 
	
	

	
	Safeguarding Children Level 2 
	 
	
	

	
	Infection Prevention and Control Level 2 
	 
	
	

	
	Treat Me Fairly (Equality and Diversity) 
	 
	
	

	
	Violence and Aggression Module A 
	 
	
	

	
	Violence and Aggression Module B 
	 
	
	


Completing the All Wales Covid Risk Assessment - (EV10b) cont……

If you have already carried out a COVID risk assessment and know you level please open your ESR Compliance and Competency page and then go straight to page 5, if not 
Please ensure you go through all 7 pages of this guide step by step. Missing a step could result in the assessment not working or recording correctly. 
Log into your ESR  
Once logged in, click My Learning from the menu on the left side or Learner Homepage on the 
dashboards
.
 
 

 


Email to trade union member in Hywel Dda and time off and facilities agreement (EV10c)
Hi Cath
Would be happy to assist in your CIPD but the unions have no involvement in performance management issues.
This is undertaken by management BUT we would be involved if there is a capability issue which the Manager needs 
To reprimand the staff member over to make it formal.  This would then obviously form a Disciplinary Hearing or 1:1 
with the staff  Member and the Manager.

Hope this helps but if you need any further information please feel free to ring me or email.

Regards

Helen 
Senior Steward, Carms UNISON
ULR: A4C Staffside Lead
Prince Philip Hospital
Tele: 01554 781030  (office)
Mobile: 07855356392
PLEASE NOTE NEW UNION OFFICE TELE.NO
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk> 
Sent: 17 August 2021 10:03
To: Helen Martin (Hywel Dda UHB - Unison Rep) <Helen.Martin2@wales.nhs.uk>
Subject: Advice
Importance: High
Hi Helen
I am doing my cipd in workforce and my assignment is currently on performance management and it involves trade unions.
Would you be able to let me know the process you have around performance management e.g. maybe there is a process where a staff member is under performing and there are capability issues.  Anything really for me to show evidence of the process used in Hywel Dda.
Thanks in anticipation.
Cath


Cont………
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All Wales Capability Policy which underpins poor performance. There is also the Alcohol and Drug/Substance Misuse Policy, All Wales Pay Progression, Performance Appraisal and PDP and Staff Psychological Well-being (EV10d).  
	All Wales Capability Policy (PDF, 434Kb) Conduct and Capability - 203 05/07/2018 31/07/2021

	Alcohol and Drug/Substance Misuse Policy

	All Wales Pay Progression Policy (PDF, 379Kb) - 443 18/02/2020 18/02/2023 

	Performance Appraisal and Personal Development Plan (PADR) Policy (PDF, 698Kb)  - 045 17/05/2018 31/07/2021 

	Staff Psychological Well-being Policy (PDF, 710Kb) - 340 14/09/2018 14/09/2021 
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All Wales NHS Wales Managing Attendance Work Policy which underpins poor performance (EV10e)
Sickness comes under this policy:
Managing Attendance At Work Policy (PDF, 277Kb) 
All Wales NHS Wales Managing Attendance at Work Policy (PDF, 2305Kb)
Managing Attendance at Work FAQs - September 2019 (PDF, 277Kb) 768 05/11/2018 05/11/2021
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Emails from staff regarding PADR training, running PADR reports, showing compliance dashboards (EV11)
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Sent: Friday, July 16, 2021 4:12:23 PM
To: Gemma Brown (Hywel Dda UHB - County Lead Mass Vaccination Centres Carmarthenshire) <Gemma.Brown2@wales.nhs.uk>; Sian Birch (Hywel Dda UHB - Staff Nurse) <Sian.Birch@wales.nhs.uk>; Sonia Briggs (Hywel Dda Health Board - Senior Project Officer, Workforce) <Sonia.Briggs2@wales.nhs.uk>; Katie Lloyd (Hywel Dda UHB - Clinical Supervisor) <Katie.Lloyd5@wales.nhs.uk>
Subject: PADR advice 
 Hi All
 
I am currently doing my CIPD in Uni for work and I have to show that I have provided information regarding performance management activities as I visited the centre I have nothing to show as evidence.
 
Therefore I am emailing to confirm I met with you on Thursday 17th June & Thursday 24th June whereby I showed you how to run PADR reports and how to navigate around the report.  Also how to insert the start, end, appraisal date and next appraisal date and the format that it is required for entering within the ESR (electronic staff record) system entered by you as a manager. Along with compliance showing for staff.
 
Could you please confirm that this took place and the outcome of the advice I provided you with.
 
Katie – I can’t remember the other ladies name sorry, are you able to pass this email on for me please.
Sonia – there was another lady in your group too and I can’t remember her name, are you able to forward this email please
 
Many Thanks 
Catherine
 
Catherine Thomas
ESR Administrator/Workforce Information Manager/Gweinyddwr ESR/Rheolwr Gwybodaeth Y Gweithlu
Workforce Intelligence Department/Adran Gwybodaeth Y Gweithlu
Hywel Dda University Health Board/Bwrdd Iechyd Prifysgol Hywel Dda
Hafan Derwen
St David's Park/Parc Dewi Sant
Jobswell Road
Carmarthen/Caerfyrddin
SA31 3BB
Tel: 01267 239865
Email/Ebost catherine.thomas@wales.nhs.uk
From: Gemma Brown (Hywel Dda UHB - County Lead Mass Vaccination Centres Carmarthenshire) <Gemma.Brown2@wales.nhs.uk> 
Sent: 17 July 2021 07:37
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>; Sian Birch (Hywel Dda UHB - Staff Nurse) <Sian.Birch@wales.nhs.uk>; Sonia Briggs (Hywel Dda Health Board - Senior Project Officer, Workforce) <Sonia.Briggs2@wales.nhs.uk>; Katie Lloyd (Hywel Dda UHB - Clinical Supervisor) <Katie.Lloyd5@wales.nhs.uk>
Subject: Re: PADR advice 
 Hi Catherine, 
Thank you for attending and showing us what you have outlined above. It was really useful to sit down with you on a one to one basis and go through the processes step by step making notes. Gwenno Rees, Sonia Briggs and me attended the first week with Sian Birch, Katie Lloyd and Lyndsey Ashfird attending the second week I believe.
I hope this helps
BW
Gemma
Get Outlook for iOS

[bookmark: _MailOriginal]From: Gwenno Rees - (Hywel Dda UHB - Ceredigion Clinical Lead Mass Vaccination Centre) <Gwenno.Rees@wales.nhs.uk> 
Sent: 18 July 2021 15:33
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: ESR advice
Hi Catherine,
Many thanks for the useful session you provided us on Thursday June 17th re ESR for managerial purposes. It was greatly appreciated and delivered in an informative manner.
Kind regards/ Cofion gorau
Gwenno Rees
Clinical Lead Ceredigion Mass Vaccination Centres 
Arweinydd Clinigol Canolfannau Brechu Torfol Ceredigion.
Hywel Dda Health Board/ Bwrdd Iechyd Prifysgol Hywel Dda
Tel : 07814806512
E-mail/E-bost Gwenno.Rees@wales.nhs.uk 
From: Sonia Briggs (Hywel Dda Health Board - Senior Project Officer, Workforce) <Sonia.Briggs2@wales.nhs.uk> 
Sent: 17 July 2021 17:55
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: RE: PADR advice 
Hi Catherine, I was in the PADR session and all three of us (Band 7’s) went through the training for this and also explaining where we find information and how we input information in relation to our respective teams.  Your training was excellent, you were clear and concise and we have all been able to access ESR following this training, thank you so much, Sonia x
From: Katie Lloyd (Hywel Dda UHB - Clinical Supervisor) <Katie.Lloyd5@wales.nhs.uk> 
Sent: 17 July 2021 08:21
To: Sian Birch (Hywel Dda UHB - Staff Nurse) <Sian.Birch@wales.nhs.uk>; Gemma Brown (Hywel Dda UHB - County Lead Mass Vaccination Centres Carmarthenshire) <Gemma.Brown2@wales.nhs.uk>; Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>; Sonia Briggs (Hywel Dda Health Board - Senior Project Officer, Workforce) <Sonia.Briggs2@wales.nhs.uk>
Subject: Re: PADR advice 
Hi Cath
I’m based in the Halliwell and can confirm you undertook training with us which was very informative and relevant, I’ve found it very helpful within my role. You did the training with myself Siân and Lynsedy.
Many thanks 
Katie Lloyd 
Get Outlook for iOS


From: Sian Birch (Hywel Dda UHB - Staff Nurse) <Sian.Birch@wales.nhs.uk> 
Sent: 17 July 2021 08:02
To: Gemma Brown (Hywel Dda UHB - County Lead Mass Vaccination Centres Carmarthenshire) <Gemma.Brown2@wales.nhs.uk>; Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>; Sonia Briggs (Hywel Dda Health Board - Senior Project Officer, Workforce) <Sonia.Briggs2@wales.nhs.uk>; Katie Lloyd (Hywel Dda UHB - Clinical Supervisor) <Katie.Lloyd5@wales.nhs.uk>
Subject: Re PADR advice 
Hi Catherine 
I am at the show ground i believe I met you at the Halliwell with Katie and Lyndsey therefore I can confirm that we were shown how to navigate the system. I found it very helpful and understood it far more once shown. Thank you so much. 
Best wishes
Sian Birch 
Get Outlook for iOS
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk> 
Sent: 16 July 2021 16:05
To: Emma Whiteley (Hywel Dda UHB - Clinical Lead Nurse) <Emma.E.Whiteley@wales.nhs.uk>
Subject: PADR Guidance
Hi Emma
I am currently doing my CIPD in Uni for work and I have to show that I have provided information regarding performance management activities as we were on teams I have nothing to show as evidence.
Therefore I am emailing to confirm that we had a team’s meeting on Wednesday 15th July and Thursday 16th July whereby I showed you how to run PADR reports and how to navigate around the report.  Also how to insert the start, end, appraisal date and next appraisal date and the format that it is required for entering within the ESR (electronic staff record) system entered by you as a manager.
Could you please confirm that this took place and the outcome of the advice I provided you with.
Many Thanks 
Catherine

Catherine Thomas
ESR Administrator/Workforce Information Manager/Gweinyddwr ESR/Rheolwr Gwybodaeth Y Gweithlu
Workforce Intelligence Department/Adran Gwybodaeth Y Gweithlu
Hywel Dda University Health Board/Bwrdd Iechyd Prifysgol Hywel Dda
Hafan Derwen
St David's Park/Parc Dewi Sant
Jobswell Road
Carmarthen/Caerfyrddin
SA31 3BB
Tel: 01267 239865
Email/Ebost catherine.thomas@wales.nhs.uk
From: Emma Whiteley (Hywel Dda UHB - Clinical Lead Nurse) <Emma.E.Whiteley@wales.nhs.uk> 
Sent: 19 July 2021 09:52
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: RE: PADR Guidance
Hello Cath, 
Thank you very much for the time you spent with me guiding around ESR in real time. You showed me how to run retrospective reports on compliance with training and PADR as well as sickness absence reports. Following your training, I was able to get the information I urgently needed for later that day and I am extremely grateful to you
Best wishes
Emma.





Screenshots for overview of PADR’S, Competencies & Sickness (EV12)
[image: ]


Screenshots for overview of PADR’S, Competencies & Sickness (EV12) cont…
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Screenshots for entering PADR dates and Objectives (EV13)
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Screenshots for entering PADR dates and Objectives (EV13) cont….
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Screenshots for entering PADR dates and Objectives (EV13) cont…
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How to run standard Business Intelligence (B.I.) Reports via ESR Self Service (EV14)

Please note:- you will only be able to run the reports to which you have access 
Select Manager /Administrator/Supervisor Self Service (whatever access you have)
e.g. supervisor then on the right side look for Reporting heading and click on Business Intelligence
You will then be presented with the screenshot below
Select Dashboards dropdown
[image: ]
Select the relevant report (please note those that are on E-Rostering please use that system for absence reports and not ESR).
· NHS Absence Analysis Dashboard
· NHS Absence Dashboard
· NHS Compliance Dashboard
· NHS Compliance Trending Dashboard
· NHS Education and Learning Dashboard
· NHS Professional Registration Dashboard
· NHS Qualification Dashboard
· NHS Staff in Post Dashboard
· NHS Staff Requirements Dashboard e.g. DBS, Appraisal Reviews, Manage appraisals due
HOW TO ENTER PDR DATES (EV15)
Under Supervisor/Manager Self Service
[image: ]
Click on “Appraisals and Reviews”.
Below is a list of staff that have current appraisals.
To insert new appraisals for staff that are not showing in the list below please click on ‘GO’
[image: ]

You will then see all staff within your hierarchy click on ‘Action’ against the relevant staff to insert PDR dates 

HOW TO VIEW PREVIOUS PADR VIA ESR (for previous PADR dates) (EV16)
Go to ESR Navigator on the left hand side within the Portal

[image: ]

Go into Manager or Supervisor Self Service access
Click on ‘Appraisals and Reviews’ and select member of staff via ‘Details’
If staff are not showing there this means there is no up to date appraisal; click on ‘View Appraisals and Reviews in People Hierarchy’
Click on ‘Action’ for the person you are searching for 	
Look to left and click on ‘View’ 
Click on drop down arrow 
Click on ‘All’
Press ‘GO’
Click on ‘Details’ on the date you wish to view

Lean PADR (EV17)
[image: ]
	b) What have been the challenges for me this year?[image: ]















PADR Forms & Supporting Information (EV18)
[image: ]
Exit Questionnaires and Fact Sheets
[image: ]
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/performance-appraisal-and-personal-development-plan-padr-policy/
PADR Policy (EV18) cont…
[image: ]                                                
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Feedback form (EV18a)
Performance Management & PADR
Performance Management Training Feedback form
Required
1.DateRequired to answer. Date. 


	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


2.Overall, how satisfied are you with the training/workshop?Required to answer. Single choice. 
Very satisfied
Somewhat satisfied
Neither satisfied nor dissatisfied
Somewhat dissatisfied
Very dissatisfied
3.Were the expectations you had about the training / workshop met?Required to answer. Single choice. 
Yes
Partially
No
4.How satisfied or dissatisfied are you with the following aspects of the training/workshop?Required to answer. Likert. 
Very satisfied
Somewhat satisfied
Neither satisfied nor dissatisfied
Somewhat dissatisfied
Very dissatisfied
Screenshots of dates that the ESR team (myself) collaboratively worked with the Culture department in training on PADR (EV19)
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Screenshot of workshop I attended regarding PADR & Pay Progression (EV19a)
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	             Heddiw │ Today
Evidence 19b


 
Peidiwch ag ymateb trwy ddewis ‘reply to’ ar yr e-bost hwn.
Please do not use the ‘reply to’ facility on this email.
 
 Yn cynnwys / Featuring:
 
        Over 2500 staff flu vaccinations given – thank you! Here’s where you can get yours next week
        Cwrs dysgu Cymraeg mis Rhagfyr
        Dogfennau Polisi, Gweithdrefnau a Rheolaeth Ysgrifenedig Arall sy'n Destun Ymgynghoriad
        CT Scanner GGH
        Performance Management/PADR Training
        

	Hydref 25 October 2019 



	SUBJECT: 
PWNC:
	Performance Management/PADR Training

	MESSAGE:
NEGES:
	Some limited spaces have become available for the PADR training session on;
 
Date:              Friday 6th December 2019
Time:              9.30am – 1.00pm
Venue :          Lecture Theatre, Medical Education Centre 
                   First Floor, Hafan Derwen
                   St David’s Park
                   Carmarthen
Course Description:
The session will provide delegates with an understanding of the managers role in effective performance management and how to undertake an effective and meaningful Performance Appraisal Development Review (PADR) for reviewees.
The session also provides advice on ‘how to upload a PADR onto ESR’
 
For further details and bookings please contact Jackie Wright, OD Project Support Manager quoting your ESR (payroll) number. Places will be allocated on a ‘first come first serve basis’



From: Global Emails (Hywel Dda UHB - Organisational wide e-mails) <Global.Emails@wales.nhs.uk> 
Sent: 15 July 2021 15:46
Subject: Hywel Dda Heddiw Today - Gorffennaf 15 July 2021
	 
 
[image: cid:image001.png@01D695B3.E7911D20]

	 

	 
· COVID-19 Workforce Risk Assessment Tool – Now Available on ESR
· Rapid COVID-19 testing using Lateral Flow Devices (LFDs) – your experience
· Share your experiences of video consultations
· Approved Clinical Guideline
· NEWYDD – Cyrsiau Dwys ‘Dysgu Cymraeg’ | NEW ‘Learn Welsh’ Intensive courses
· GGH CT SCANNER SCHEDULED DOWNTIME
· Performance Management/PADR Training
· Latest news
 

	Gorffennaf 15 July 2021 

	                                    

		SUBJECT: 
PWNC:
	Performance Management/PADR Training

	MESSAGE:
NEGES:
	If you have MS Teams video access and would like to attend the workshop for Performance Management/ PADR Training please email sarah.russell@wales.nhs.uk  and include;
 
· Payroll number
· Email address
· Full name
· Pay band
· Job role
· Department
· Main Site
 
You will be added to the waiting list and invited to attend the next available session. The workshops are being delivered on a monthly basis.

	CONTACT:
CYSYLLTWCH Â:
	Sarah Russell 
Culture and Workforce Team Experience Assistant 
Cynorthwyydd Tim Diwylliant a Phrofiad y Gweithlu
Rhif Ffôn: 01267 239840                        Tel:  01267 239840                              





 
























Record and Report Absence related to Coronavirus (COVID-19) v4 – (EV20)

ESR Manager / Supervisor Self Service Absence Data Entry 

Record Sickness Absence data in ESR 

See Coronavirus (COVID-19) Reasons for Absence in e-Roster or ESR Table 
http://www.nwssp.wales.nhs.uk/sitesplus/documents/1178/COVID-19%20Reasons%20for%20Absence%20Table%20-%201Apr20.pdf

Coronavirus can cause a variety of symptoms, select the most appropriate Sickness Reason based on information provided by the employee 
· Absence Type: Sickness 
· Level 1 Reason: ‘S15 Chest and respiratory problems’ 
· If entering Level 2 Reason: ‘S15998 Other chest and respiratory problems reason’ 
· also enter Coronavirus (COVID-19) in the ‘Related Reason’ field 

If an employee has tested POSITIVE with Coronavirus (COVID-19) 
· Absence Type: Sickness 
· Level 1 Reason: ‘S27 Infectious diseases’ 
· If entering Level 2 Reason: ‘S27998 Other infectious disease’ 
· also enter Coronavirus (COVID-19) in the ‘Related Reason’ field 
[image: ]
Press “Go” for the reasons to then appear
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GLOBAL Reminding Managers importance of recording sickness specifically relating to the pandemic (EV21)
REQUEST FORM – 
‘Hywel Dda Today’ Global Email

Once completed and authorised, this form should be emailed to:  global.emails.hdd@wales.nhs.uk

	1. Global Email Details

	Subject Line:
	
IMPORTANT NOTICE
Recording Absences relating to Coronavirus 
in ESR and e-Roster


	Message Text: 
(100 words)
	[bookmark: NAVU1958][bookmark: ZZZ_TUT_0]Please see link below advising how to record absences related to Coronavirus in ESR/ROSTER. 
http://nww.working4us-hduhb.wales.nhs.uk/opendoc/514161
Please make sure that the following fields are completed:-
· ‘Related Reason” field in ESR 
· ‘DH Monitoring’ COVID-19 field in e-Roster for staff to paid enhancements when sick





NHS Wales

[bookmark: _Hlk34915786]COVID – 19 (Coronavirus)

Frequently Asked Questions for NHS Managers and Employees (EV22)

FAQs up to date as at 15.00, 7 July 2021


Background

The situation with the COVID – 19 (coronavirus) continues to be a fast moving and developing issue. 

Welsh Government continue to review the position in Wales on a rolling three week basis and the advice and regulations can change very quickly.  This has been evidenced by recent local lockdowns in some areas and we can expect these local lockdowns to continue to be enforced during the coming months.  This may mean that individual Health Board areas may be locked down, or indeed even smaller areas, within organisational boundaries may be locked down, e.g., Local Authority areas.  This will mean that certain arrangements will need to be put in place for these areas meaning that we may have different approaches and arrangements in place across the service in Wales at any one time.  There may even be different arrangements in place between different geographical areas within organisational boundaries.
There continues to be a delicate balance to strike in relation to ensuring that we maximise the availability of staff whilst at the same time supporting the control of the spread of this virus and safeguard the health and wellbeing of staff.  There is an expectation that organisations take appropriate and proportionate action to support staff in their organisational responses and communications which do not inadvertently work against this approach and which provide a perverse incentive for individuals to attend work when they should not.


How to view Compliance and Competency – (EV23)

Once in Portal
Look on left hand side under “My Role” and look for “My ESR”
Click on My ESR
Click on Manager
Wait for Dashboard to change from your personal Portal to your “supervisor, Manager etc” portal
You will see “Dashboards” 
You can click on the Team Compliance e.g. manage compliance and it will take you to “Compliance & Competency” hierarchy view
OR 
Look to the left and click on “My Team Personal Information”
Click on “My Team Career Information”
Click on “Compliance & Competency”
You will then see the Compliance Percentage
You can also hover over the blue box and note “View Individual Compliance Matrix for Employee”
Double click on that and you will see Compliance and Competency status for that Employee
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2.1 Analyse the types of support line managers in the organisation need from HR, in relation to performance management activities. 

The go between in organisations and the workforce are the line managers who are actively involved in the performance management actions (Hutchinson, 2013, p.79). 

PADR has been very much forefront these past few years for HDUHB and since the Culture and Workforce department took it over; they have put on training as per (EV19). Globals to this effect are shown in (EV19b). The logo for the Health Board relating to Organisation Values and the Nine Personal Values are forefront for the Health Board shown in (EV24).
Managers are supported in the HB; firstly, there is the Performance Appraisal and Personal Development Plan Policy shown in (EV18).  Along with supporting evidence such as the Core PADR form (EV17), PADR Leadership Form (EV25), PADR Guidance (EV26) & Checklist for Appraisers (EV27), there is also guidance (EV28) and a checklist for Appraisees (EV29). There are appendices such as Revalidation Form, Mentorship, SMART objectives, PDP Proforma, PADR Supervision 1-2-1 and Values Booklet (EV30-35)

A Performance Management and PADR presentation (EV36) is presented to managers in the training (EV41). Where to locate the PADR forms is also given. There is a manager’s guide to promoting a culture of wellbeing & Resilience (Psychological Wellbeing Policy) (EV37). The feedback form from the training session is important for managers to ask questions (EV18a). These sessions are frequent as managers are currently having difficulty with the whole PADR process.

I am not involved in enhancing any of the above forms as this sits within the Culture department, however, I do use the manager’s guidance and checklist when doing PADR’s for staff within my team. I find these very useful as they point me to the direction of the expectation of me as a manager when conducting a PADR.

As per (EV47) regarding managing attendance there is information to support managers such as; the initial discussion, formal sickness meeting, long term sickness, and failure to notify. HR confirmed that the supporting material around managing attendance provided to managers at present are templates for letters or conversation documents which are available on the Forms Library within the HB.


2.2 Support line managers’ capability to deliver performance management activities. 

It is difficult for managers to be able to perform the perfect appraisal as they have to look at lots of content and the usage of numerous processes, it can be hard for them to apply several ways of management and can be difficult on them to deliver well (IES, 2016).

I am involved from a manager’s side to train managers how to enter PADR dates, run reports for managers to gage their compliance with PADR’s via a traffic light system, this then triggers which are out of date and need to be completed urgently into the ESR system (EV12, 14&15). Details of emails received from staff that I have delivered training; support and future guidance relating to the PADR’s is shown in (EV11). Recent training in the Halliwell Centre for PADR dates and reports as shown in (EV38), this helped the managers to learn how to become compliant with the dates in the system, and to run reports enabling them to target those PADR’s that showed out of date.

We support managers inputting as (EV20) from the system’s side for sickness. Confirmation received by HR was that sickness is measured from the ESR reports and Welsh Government has set the target, we have been given the target by Welsh Government to have a sickness rate of less than 4.79%. Managing Absence is one of the HB’s Tier 1 targets, so we monitor what is happening in terms of sickness rates and the breakdown of sickness reasons (EV39). The Staff Psychological Wellbeing is in conjunction with All Wales Sickness Absence Policy and managers are advised to become familiar with the policy (EV10d).
I have prior to the pandemic attended classroom sessions with the Culture department, they would go through the process of filling in the Lean PADR paperwork and I would discuss how to enter PADR dates onto the system. Details of training dates attended shown in (EV19) and a previous workshop I attended (EV19a).

Recently I facilitated a Menopause Café, which assisted employees, but also managers to understand the rationale for holding the café. This enabled managers to have a better understanding and I referred managers to the Menopause Policy used in HDUHB (EV64).  



2.3 Work in conjunction with line managers in the provision of employee performance and development reviews. 

As well as attending the Halliwell centre to guide the sisters on appraisal dates, reports etc. (EV37) and emails confirming support received was efficient (EV11); within the Workforce department, there is a query helpline called ‘Actionpoint’. This is where managers go for all queries related to the Electronic Staff Record system and a screenshot of this, queries and replies are shown in (EV40).  There are queries of entering PADR dates, sickness and pay progression within the ESR system. Replies were sent in relation to these queries explaining how to rectify the problem. One issue was; where a manager had moved the person with all the staff under them to another person in their hierarchy but this caused a loop and they lost the staff. Therefore, by me putting that particular person back under her, she could then see that staff member and others, to then input PADR dates for them.

It is important that line managers are provided with help regarding the performance and development reviews. There can often be issues with aims, objectives and targets (Rees and French (2013). Performance Management is a procedure and staff do not always obey rules, staff need to be committed, engaged and motivated (Rees and Tymon 2016, p.268).

On the 28th July, I attended a Performance Management/PADR training session as a manager as I have staff under me. However, whilst in the training session the facilitator asked if I could explain to the managers the process on entering PADR dates, running reports and the discussion on Pay Progression (EV41). I explained the format on how to do these within the ESR system and the requirement and managers then understood the rationale behind the process. I answered questions accordingly. Afterwards I sent an email to Speech & Language manager who attended the training session and attached guidance on inserting PADR dates and how to run reports; which report to select e.g. Staff Requirements Dashboard which included DBS, Appraisal Reviews, Manage appraisals due (EV42).



Evidence for Learning Outcome 2

 
Below is the logo for HDUHB relating to Organisation Values as stated above and the nine Personal Values (EV24)
[image: ][image: ]
PADR Leadership/Management PADR (EV25)
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PADR Guidance for Appraisers (EV26)
[image: ]

PADR Checklist for Appraisees (EV27)
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PADR Appraisee Guidance (EV28)
[image: ]
PADR Checklist for Appraisees (EV29)
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PADR Appendix 1 – Revalidation (EV30)
[image: ]
PADR Appendix 2 – Mentorship (EV31)
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PADR Appendix 3 – SMART Objective Setting Guidance (EV32)
[image: ]
PADR Appendix 5 – PADR PDP Proforma (EV33)
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PADR Supervision 1-2-1 Form (EV34)
[image: ]
Values and Behaviours Framework Staff Information Booklet (EV35)
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Performance Management & PADR presentation (EV36)
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HYWEL DDA UNIVERSITY HEALTH 

 Database No: 340 Page 1 of 3 Version 2 Psychological Wellbeing Policy 

MANAGERS GUIDE TO PROMOTING A CULTURE OF WELLBEING & RESILIENCE (EV37)
A co-ordinated and strategic approach to building a culture of wellbeing and resilience needs to address three levels: 
Promotion of wellbeing at work / Prevention of work related difficulties 
This involves designing jobs, work processes and teams in ways that promote wellbeing, job satisfaction and effectiveness. This includes: 
 Building an organisational culture based on trust and mutual respect 
 Tackling stigma around the disclosure of mental health concerns and building a culture of compassion, support and openness 
 Making decisions and managing change in ways which take into account the importance of staff wellbeing to organisational effectiveness 
 Building a culture of effective self-care in teams 
 Developing effective team working and psychological safety in teams 
 Training and supporting leaders and managers to develop emotional intelligence and the competencies to promote and manage wellbeing at work 
 Enhancing communication skills 
 Using the HSE Management Standards framework when designing jobs, services and processes. 

Boosting resources / Managing difficulties 
At this level work is done to help leaders, managers and employees to develop their resilience skills. This includes: 
 Developing leaders’ skills in creating and sustaining the conditions required for resilience and wellbeing at work 
 Developing leadership skills focused on compassionate leadership 
 Developing managers’ competencies to deal effectively with mental health issues and stress and support them to address risks and problems as early and effectively as possible 
 Providing learning and development opportunities to support managers in managing conflict at work 
 Providing access to effective, appropriate and accessible mediation services for addressing work-related conflict 
 Developing leaders’ and managers’ skills in managing people through change 
 Providing accessible opportunities to all staff to build personal resilience and develop strategies to manage work pressures effectively. 

Intervention / Treatment 
This involves providing accessible support to individual staff, managers and teams who are experiencing difficulties. This includes: 
 The provision of appropriate psychologically informed interventions and support to teams on request 
 Access to a range of appropriate psychological interventions for individual employees including timely access to therapy or counselling 
 Access (for employees and managers) to evidence based information on managing the impact of work-related trauma as well as support for managers in dealing with critical incidents and access for staff affected by traumatic incidents at work to appropriate psychological treatment 

Line managers have a key role to play in promoting psychological wellbeing and preventing and managing work related stress including the following areas: 
Stress Risk Assessments 
 Monitor the workplace to ensure that the conditions required to support and enable wellbeing and resilience at work are achieved (as outlined in the HSE Stress Management Standards framework) 

Diary for visiting sisters at Halliwell Centre, Carmarthen June 2021 (EV38)
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Emails to show CT asked HR x2 and CT’s manager for information regarding the Health Board measuring sickness (EV39)
From: Denise Fitzsimmons (Hywel Dda UHB - Workforce Advisor) <Denise.Fitzsimmons@wales.nhs.uk> 
Sent: 21 July 2021 09:46
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: RE: measure sickness as a HB - cipd
Hi Catherine,
Thank you for your email. 
We usually measure sickness via our Business Intelligence system reports, we have been given the target by Welsh Government to have a sickness rate of less than 4.79%. 
Managing Absence is one of the HB’s Tier 1 targets, so we monitor what is happening in terms of sickness rates and the breakdown of sickness reasons.
Good luck with your CIPD,
Many Thanks,
Denise 
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk> 
Sent: 21 July 2021 07:51
To: Denise Fitzsimmons (Hywel Dda UHB - Workforce Advisor) <Denise.Fitzsimmons@wales.nhs.uk>
Subject: measure sickness as a HB - cipd
Morning 
I am doing my CIPD and was wondering if you could advise how do we measure sickness as a HB?  
We don’t use the balance scorecard anymore do we?
Do anything go to Welsh Government.
Many Thanks 
Catherine
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk> 
Sent: 21 July 2021 07:27
To: Sophie Edwards (Hywel Dda UHB - Workforce West) <Sophie.Edwards@wales.nhs.uk>
Subject: cipd
Morning 
How do we measure sickness as a HB?  We don’t use the balance scorecard anymore do we?
From: Sophie Edwards (Hywel Dda UHB - Workforce West) <Sophie.Edwards@wales.nhs.uk> 
Sent: 22 July 2021 12:11
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: RE: cipd
HI Cath
Link to managing attendance policy attached – we monitor sickness through employees meeting the prompts mentioned in section 3 (2.1). If the meet a prompt the manager has to decide whether to escalate appropriately to the next stage or exercise discretion (3.1). 
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies-appendices1/all-wales-nhs-wales-managing-attendance-at-work-policy-pdf-2305kb/ 
It’s an all wales policy so the prompts in the policy were agreed with all Health Boards / Trusts and in partnership with trade unions. The sickness figures are monitored across wales on a monthly basis and a rolling basis for the year. HB’s are set the target of 4.75%. 
Sickness absence in the NHS: October to December 2020 | GOV.WALES
I can see I’ve got other emails from you as well (sorry, was catching up from leave last week) – is there anything else I can help with? 
Kind Regards
Sophie 
Sophie Edwards  [image: Image result for dysgu cymraeg logo]
Cynghorydd Y Gweithlu | Workforce Advisor
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk> 
Sent: 20 July 2021 16:04
To: Michelle James (Hywel Dda UHB - Head of Digital Workforce Solutions) <Michelle.James@wales.nhs.uk>
Subject: Appraisal figures - CIPD
Hello
Do we sent any appraisal figures to WG?
Do anything go to Welsh Government.
From: Michelle James (Hywel Dda UHB - Head of Digital Workforce Solutions) <Michelle.James@wales.nhs.uk> 
Sent: 20 July 2021 22:41
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: RE: Appraisal figures - CIPD
We don’t send anything direct to WG, but figures are submitted other ways.
Regards
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk> 
Sent: 21 July 2021 07:26
To: Michelle James (Hywel Dda UHB - Head of Digital Workforce Solutions) <Michelle.James@wales.nhs.uk>
Subject: RE: Appraisal figures - CIPD
Ok thanks. 
Is there a process for measuring other than managers running reports?
From: Michelle James (Hywel Dda UHB - Head of Digital Workforce Solutions) <Michelle.James@wales.nhs.uk> 
Sent: 20 July 2021 22:41
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: RE: Appraisal figures - CIPD
Yes we run several reports for the Health Board, the summary figure is fed in through PPPAC and performance which would be part of the monthly reporting that would go to WG but Workforce information doesn’t send anything directly to WG.
Regards
Michelle



Actionpoint - where all managers go with their queries – (EV40)
Query 1
[image: ]
[image: ]
Dear ESR
I have been reviewing my staff allocation on ESR and can see some issues. I notice that Carys Davies and staff members under her hierarchy have disappeared from my system which means I am unable to update PDAR’s etc. I have attached the line manager Hierarchy for Maternity in BGH along with the staff numbers to assist you in resolving this issue. Are you able to restore my access to this information as I am unable to add this myself as it is not visible to me. Any problems or if you need further information please give me a call on my mobile, thank you in advance for your help , it is much appreciated.
Best Wishes
Dawn
Dawn Davies

REPLY 

Sent: 15-Jul-2021 (16:22:42)
From: actionpoint@wales.nhs.uk
To: Dawn.Davies3@wales.nhs.uk
Subject: ActionPoint call 2760835 
Attachments: Band 7 - Staff allocation PADR ETC.docx; !emailtext_NEJFMjZEMT.txt

Helo / Hello Dawn Davies,

10567961-Carys Davies -has now been moved back under you as advised.

Thanks
ESR Team Hywel Dda
	Query 2[image: ]


I have a query regrading my assignment/reviewer and wondered if you could help me please to get this altered.
I have had a notification come through from ESR which has informed me that my reviewer for my pay progression has gone through to my old Manager Kate Hughes. All other requests such as annual leave go through to my new Manager Lica Evans, therefore, can I request that my new pay progression goes through to Lica Evans please.
Kind regards, Roxanne King
[image: ]
REPLY - Please ignore that notification as payroll are currently inputting all details relevant to pay progression.

This is due to change from September 2022 and all managers will have to complete details in ESR before the staff member can go through the gateway to receive their next increment.

However, in order for there to be a full years padr details will need to be looked at from October 2021 and HR will be advising on this.
Query 3
17 Jun 2021, 13:48 BST
I cannot add sickness details into ESR for a members of my staff, it is stating the absence overlaps.
Please advise?
Staff numbers as follows:
Kirsty Guard 27395641 reported sick on 25/5/2021
Shannon Graham 27544953 reported sick from today 27/05/2021.
[image: ]


Sent: 17-Jun-2021 (14:24:23)
From: actionpoint@wales.nhs.uk
To: tracey-lee.davies2@wales.nhs.uk
Subject: ActionPoint call 2695834 closed
Attachments: 

Helo / Hello Tracey-Lee,
Reply

The sickness dates are already in ESR and have been entered by payroll.

Please do not send any sickness paperwork to payroll . All sickness should be entered via self-service and sicknotes should be filed in the staffs personal file .

Caewyd eich galwad 2695834 ActionPoint ar 17/06/2021 (14:21).
Your ActionPoint call 2695834 was closed on 17/06/2021 (14:21).



Screenshot of date in diary and teams meeting (EV41)
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Email to Speech & Language manager who attended the training session (EV42)
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) 
Sent: 28 July 2021 14:45
To: Kate Ames (Hywel Dda UHB - Speech Therapist) <Kate.Ames@wales.nhs.uk>
Subject: PADR
Afternoon
Following on from today’s PADR session with Jackie and my input on PADR dates, I thought I would attach the following as you may find useful. 
Also you will note that there is a functionality which you can run a report for your team to see whether they show in or out of date. It is an traffic light system which is self explanatory.
· NHS Staff Requirements Dashboard e.g. DBS, Appraisal Reviews, Manage appraisals due
You will note there are also other standard reports than can be run such as compliance and sickness (for those not on erostering as this gets interfaced and there is a month’s delay.
Any questions you may have please let me know.
Thanks
Cath
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3.1 Evaluate the organisation’s approach to performance management, including employee performance and development reviews. 

Approach to performance management has increased and this is shown (EV1-5). There are Performance Management/PADR Training dates for staff knowing what to expect from a PADR, and managers to adhere to the process (EV19b). (EV11–36) shows PADR guidance, sickness guidance etc. It is important that SMART objectives are followed when an appraisal is done by the manager (Taylor, 2016, p.208).

In addition, the Operational Planning & Performance department (EV5) have applied documentation such as making data count; how to interpret Statistical Process Control (SPC) Charts (EV43). There is the Performance Assurance Report May 2021, which provides information on the latest available performance data for the HB (EV44). The Delivery Framework 2020-21 is also a large part of the NHS delivery measures, summary of revisions to deliver measures and reporting templates for qualitative measures (EV10).  Together with the vision staff know their goals and how they are improving, staff are empowered and equipped with the right tools (EV45).

In relation to recruitment appointment forms, contract, job description (EV46) and induction processes are in place within the HB (EV10b). All of the documentation relating to these are shown within each evidence. There is also the Managing the All Wales documentation, which is adhered to (EV47).  

As stated in the (McKinsey, 2017) quarterly article; in running a business successfully, is to weigh up short-term performance and long-term health.  




3.2 Assess the extent to which performance management processes support high performance working (HPW) and contribute to sustained organisational performance. 

Pfeiffer (1998a, within Hutchinson, 2013, p.3) suggests there are a number of various lists of what the HR practices should be and seven are identified (there were formerly a list of 16). The three work practices are High Employee Involvement Practices, Human Resource Practices and Reward and Commitment Practices. (IES, 2004).   
High Performance Work Practices are stipulated in the WOD & Education Strategy 2020-2030 (EV1). High Employee involvement access is shared via this document for the purpose and key objectives of the HB. Access is also shared via the teams HDD Collaborative Workforce Forum recently setup (EV65). HPWP are to improve organisational performance (DTI in association with CIPD p.3-7).

There is an SBAR with staff survey results regarding the need for measuring staff experiences (EV51). There are employee involvement initiative, Health and Well-being in the workplace initiatives and Public Engagement Exercise and Framework for Values (EV49). Corporate Health Standard Criteria pack report, evidences a quality framework (EV56), and Corporate Health Standard Health Working Wales Gold for HDUHB (EV57). 
Human Resource practices (HRP) within HDUHB are yearly Annual appraisals (EV12-18). Vacancies are reviewed relating to business strategy and continuation in promoting a range of programmes, which encourage return to practice. Recruiting and retaining an inclusive and diverse workforce and developing talent is crucial to the HB being able to deliver its ambition to be an employer of choice (EV1).
Competencies are done for the job role, e-learning training items are shown in (EV10b) and (EV48) to ensure staff are competent in their job role, some of the mandatory competencies include, H&S, Information Governance, Manual Handing, Safeguarding Adults and Safeguarding Children. 
The Workforce, Performance and Wellbeing team will be supporting operational managers throughout the organisation through the development of a Business Partner model, who will provide advice and specialist knowledge, they will help operational service teams to formulate and manage change (EV1).
Structured induction training is in place and an induction letter, handbook and corporate eLearning competencies are sent to the applicant/employee (EV10b). 

Grievance procedures are available to recognise conflict and disagreements that can happen in the workplace of which should not always be viewed negatively (EV50).

There are Talent Management and Suitability Matching dashboards on the staff’s employee page (EV58-59). Performance related reward schemes to enhance short-term performance can be put in place (Rees and French, 2016, p.271). This will inform our leadership talent management and succession-planning framework and will include our need to grow capacity for access to coaching, mentoring and action learning, which are essential to support and sustain behavioural changes amongst leaders (EV1).
In relation to Reward and Commitment Practices there are yearly increments for every job role (EV52). Agile working has been introduced and are included on job vacancies (EV54). Secondments are shown through an expression of interest (EV55). These can have an influence as to motivating people, creating life in work further attractive and enjoyable. This can increase productivity with staff being committed and not leaving the job or being sick (Taylor, 2016, p.198-199). Staff Benefits include (EV53):-

	Company discounts

	Eye Care Vouchers

	Leave Purchase Scheme

	Salary Sacrifice



The HB continue to review the range of staff benefits in order to enhance the range of non-pay benefits available (EV1). Work/Life Balance Flexible Working Policy (EV66) is to outline the range of flexible working options available to staff. The Total reward package (EV1) refers to implementing flexibility to meet objectives for employer of choice, implement terms and conditions in accordance with national policy. Provide a responsive job evaluation process to promote fairness and equity.

3.3 Recommend ways for developing performance management processes to enhance their impact on organisational performance. 

HDUHB is developing performance management with new staff appointed within Organisational Development (EV3) and new departments have been formed such as Wellbeing Service, Research Innovation & Improvement Hub, People & Organisational Effectiveness, Culture and Workforce Experience & Organisational Leadership & Development (EV4). Performance management is about delivering transparent aims and priorities making sure employees contribution is expanded gaining success for the business, in the meantime developing forthcoming capabilities. (IES, 2016).

Recommendations were made to the Culture & Workforce when they have presented PADR training (EV19) for myself to attend and show how to input dates into the system for the Workforce team to then report on PADR’s to produce Workforce Performance Health Board overview (EV62). 

I attended as a manager a training PADR session (EV41) and was asked to present details of how to enter PADR dates in the Electronic Staff Record system to staff that were on the training as I’m the ESR manager. Later I received an email from the facilitator thanking me for providing the advice (EV61). 

As per (EV60) I requested to attend a values event, but was told that this is confidential. I also enquired about the Corporate Health Standard Health Working Wales as we currently have a Gold award (EV57) and shown in (EV60) we’ve retained our accreditation following a successful status check for both Gold & Platinum standards so there is no development required in this area.

I recorded as part of Phase 1 PADR dates into the system for this to be used as part of a toolkit for staff (EV63) and I recommended that as part of phase 2 I do another recording of how managers can view previous PADR’s and run PADR reports in the ESR system. Email from Dan confirming acceptance of recommendation (EV63). Next steps following this is by recommending more informal reviews, to then focus on outcomes incorporating with the HB’s policies, recommending the usage of the PADR Supervision 1-2-1 Form too (EV34).

New staff in the department are progressing ways to develop/enhance PADR training. Recommendations from me have been proposed to managers to run their own Business Intelligence PADR reports and also to familiarise themselves with Pay Progression as November 2022 managers will be entering details onto the system to identify whether staff can progress to the next increment via this process within the ESR system (EV63).

A recommendation to hold a Menopause Café was put forward by myself to my manager, this to incorporate factors within the Menopause policy and to change the culture around the taboo of menopause (EV64). The Menopause Café facilitated by myself (EV64). Receiving feedback is the only way to make people do it better (Harvard Business Review, 2019).
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Evidence for Learning Outcome 3

Making Data Count in Hywel Dda (EV43)
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Performance Assurance Report May 2021 (EV44)[image: ]
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Clarifying our Vision (EV45)
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 All below (EV46)
Email to confirm appointment
From: Trac on Trac application 63477859 <reply-217797232-13@recruit.trac.jobs>
Date: 26 April 2021 at 16:07:39 BST
To: David Alun Thomas <davidalun63@icloud.com>
Subject: Conditional Offer of Appointment / Cynnig Penodiad Amodol
Reply-To: Trac on Trac application 63477859 <reply-217797232-13@recruit.trac.jobs>
﻿This message has also been sent to:
* Line manager: sandra.brinson@wales.nhs.uk
Dear Mr David Thomas,

Further to your recent interview I am pleased to confirm your appointment to the above post subject to receipt of satisfactory Employment Checks.

Please find a copy of your conditional offer letter, Occupational Health Form, Covid Risk Assessment Form, Job description and Person specification attached to this e-mail. 

If you require an additional Identity Check, Qualification check (As per Person specification) or a DBS check there will be details in the Offer letter attached. It is important that you follow all the instructions carefully and promptly.

Please ensure that you complete and return the attached Occupational health forms as soon as possible. Details of where to send this will be stated on the forms.

As soon as all your checks have been completed we will contact you to arrange a start date. We strongly recommend that you do not hand in your notice on your current job until we have notified you that your checks are complete.

Yours sincerely,

Rebecca Thomas
 Recruitment Team Co-ordinator | Cydlynydd y Tîm Recriwtio
Annwyl Mr David Thomas,

Yn dilyn eich cyfweliad yn ddiweddar, rwy’n falch o gadarnhau’ch penodiad i’r swydd a enwyd uchod, yn amodol ar fodloni’r Gwiriadau Cyn Cyflogaeth.

Yn atodedig i’r e-bost mae copi o’ch llythyr cynnig amodol, ffurflen Iechyd Galwedigaethol, swydd ddisgrifiad a manyleb y person. 

Os bydd angen gwiriad adnabod, gwiriad cymwysterau (yn unol â manyleb y person) neu wiriad gan y Gwasanaeth Datgelu a Gwahardd ychwanegol arnoch, bydd manylion yn y llythyr cynnig sy’n atodedig. Mae’n bwysig eich bod yn dilyn pob un o’r cyfarwyddiadau yn ofalus ac yn brydlon.

Sicrhewch eich bod yn cwblhau’r ffurflenni atodedig ac yn eu hanfon yn ôl cyn gynted â phosib. Mae manylion am ble y dylid anfon y ffurflen hon wedi’i nodi ar y ffurflen Iechyd Galwedigaethol.

Cyn gynted ag y bydd eich gwiriadau wedi eu cwblhau, byddwn ni’n cysylltu â chi i drefnu dyddiad dechrau. Ni ddylech chi adael eich swydd bresennol hyd nes ein bod wedi rhoi gwybod ichi bod eich gwiriadau wedi eu cwblhau.

Yr eiddoch yn gywir,

Rebecca Thomas
Recruitment Team Co-ordinator | Cydlynydd y Tîm Recriwtio
GUIDANCE FOR CONDUCTING ID CHECK 
APPOINTMENT VIA MICROSOFT TEAMS (EV 46) cont….
 
In order to undertake your ID Check via ‘Teams’, you must have undertaken the following prior to your appointment: 

1. Download the ‘Microsoft Teams’ App You do not have to sign in/set password. You will receive a ‘Teams’ invite via email 5 minutes before your appointment. 
2. Complete the online DBS Application on the Trac system (if required for the role) 
3. Complete, sign (this can be a typed sig nature) and date the attached PEC & ID Declaration Form 
4. Email the scanned images of all necessary ID documents, qualification certificates, etc including the PEC and ID Declaration Form (you will also need to show your documents to the camera during the video call) 

When scanning your documents, please ensure you cover any account numbers, sort codes, financial transactions or balances. We must be able to view the date of issue, logo and address of the issuing organisation, your name and address and the type of document, i.e. bank statement, utility bill, etc. Please note that the documents you send us will be retained on your personal file by your line manager as proof of your identity and right to work. 

Please reply to the Trac email you received with your conditional offer letter, this will ensure that the documents will be held on your application record in Trac. Please also ensure that you provide your Trac applicant ID number / Vacancy reference number. 
To scan documents on an Apple device using Notes: 
1. Open a note or create a new note 
2. Tap, then tap Scan Documents. 
3. Place your document in view of the camera on your device. 
4. If your device is in Auto mode, your document will be automatically scanned. If you need to manually capture a scan, tap or one of the Volume buttons. 
5. Drag the corners to adjust the scan to fit the page, then tap Keep Scan. 
6. You can add additional scans to the document or tap Save when you're done. 



EU Settlement Scheme Bilingual (EV46) cont…
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[image: NWSSP ES Logo smaller]Pre-Employment Identity Check and Declaration Form (EV 46) cont….





	Pre-Employment Identity Check Appointment Details

	Date
	

	Time
	

	Location
	

	Appointee and Vacancy Details

	Full Name
	

	Vacancy Reference
	

	Job Title
	

	Trac ID
	



	Nationality  For the purposes of your Electronic Staff Record and to comply with the Immigration, Asylum and Nationality Act 2006:

	Please state your nationality
	

	If you are an EU, EEA or Swiss National, will you be resident in the UK by 31 December 2020?
	YES / NO

	Please Note:  If you wish to use your EU Settled or Pre-Settled Status as proof of right to work in the UK, please grant access to Recruitment by completing the online form at:
https://www.gov.uk/view-prove-immigration-status.
You will need to enter your new employer’s name and Recruitments’ email address which is central.recruitment@wales.nhs.uk.  A Share Code will then be emailed to Recruitment.



	Only answer the following question if you have been asked you to undertake a DBS check:


Occupational Health Covid Risk Assessment (EV46) cont…..
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firmation Conditional Offer Letter (EV46) cont…
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Shared Services 
2nd Floor, Matrix House 
Matrix Park 
Swansea Enterprise Park 
Swansea, SA6 8BX 

Monday, 26th April 2021 

Private and Confidential 
Mr David Alun Thomas 

Your Ref: 100-AC144-0321 Data Administrator Theatres 

Dear Mr David Thomas, 

I am pleased to confirm your appointment with Hywel Dda University Health Board to the above position. Your start date is to be agreed upon receipt of all satisfactory pre employment checks. 

The conditions of your post are as follows: 

Tenure Permanent 
Band Band 2 
Hours Part time - 30 hours per week 
Department CAR GGH Theatres 0025 
Base Glangwili General Hospital 
Salary Scale ú18,185 - ú19,337 per annum pro rata 
Please note that in accordance with WHC 2005 (071) Pre and Post Appointment Checks for All 
Persons Working in the NHS in Wales, the offer of employment is conditional and subject to the 
following pre-employment checks (if applicable to the post): 

ò 
Suitable satisfactory references 
ò 
 

Occupational Health Questionnaire (EV46) cont…

[image: ]





Email confirming Offer Accepted and Contract of Employment (EV46) cont…
From: Trac on Trac application 63477859 <reply-232426785-12@recruit.trac.jobs>
Date: 24 July 2021 at 12:06:22 BST
To: David Alun Thomas <davidalun63@icloud.com>
Subject: Your Contract of Employment 100-AC144-0321 Data Administrator Theatres / Eich Contract Cyflogaeth  Gweinyddwr Data Theatrau
Reply-To: Trac on Trac application 63477859 <reply-232426785-12@recruit.trac.jobs>
﻿This message has also been sent to:
* Line manager: sandra.brinson@wales.nhs.uk
Dear Mr David Thomas,

Further to your recent conditional offer I am pleased to confirm your appointment to the above post.

Please find a copy of your Contract of Employment attached to this e-mail. 

Kind regards,

Miss Aimee Gregory
Recruitment Advisor
--------------------------------------------------------------------------------
Annwyl Mr David Thomas,
Yn dilyn eich cynnig amodol diweddar, rwy’n falch o gadarnhau eich penodiad i’r swydd uchod.
Mae copi o’r contract wedi’i amgáu yn yr e-bost hwn. 
Cofion cynnes,

Miss Aimee Gregory
Recruitment Advisor






Letter of offer accepted (EV46) cont…. 										Shared Services, 2nd Floor, Matrix Hous
Matrix Park, Swansea Enterprise Park
Swansea, SA6 8BX
Saturday, 24th July 2021
Private and Confidential
Mr David Alun Thomas
Your Ref: 100-AC144-0321 Data Administrator Theatres
Dear Mr David Thomas,
I am pleased to confirm your Permanent appointment with Hywel Dda University Health
Board to the position of Data Administrator Theatres
Attached are the main terms and conditions of service, which will govern your employment
with Hywel Dda University Health Board. This letter incorporates the written particulars
required by the Employment Rights Act 1996 and constitutes your contract of employment
with Hywel Dda University Health Board.
Please read carefully the contents of this letter and the attached main terms and conditions
of service and let me know if there is anything that you do not understand. I should be
grateful if you would sign below and return one copy to your line manager and the other
copy is enclosed for your retention.
I hope you will enjoy working in Glangwili General Hospital.
Yours sincerely 
Hywel Dda University Health Board
CONTRACT OF EMPLOYMENT (EV46) cont…..

NAME: David Thomas

JOB TITLE: Data Administrator Theatres

BAND: Band 2

1. MAIN TERMS AND CONDITIONS OF SERVICE
In accordance with the requirements of the Employment Rights Act 1996, this contract sets out the
terms and conditions of your employment. The terms and conditions attached to this appointment will
be determined by the NHS Staff Council, in accordance with Agenda for Change Terms and
Conditions Handbook (as amended from time to time). Any change to your contract of employment
will be made by agreement with you individually or by collective national agreement or as delegated
by the NHS Staff Council for local agreement.
2. MANAGERIAL AND PROFESSIONAL RELATIONSHIPS
Details of any responsibilities for staff, which are part of the post, are contained in the attached job
description.
3. COMMENCEMENT DATES
Date commenced in post - 21-Jun-2021
Employing 

Email from HR re Managing Attendance documentation (EV47)
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: RE: measure sickness as a HB - cipd
Hi Catherine,
Thank you for your email and sorry I was on leave last week or I would have responded sooner.
We usually provide managers with templates for letters or conversation documents around managing attendance. They’re available on the Forms Library here;
http://howis.wales.nhs.uk/sitesplus/862/page/43504
I’m glad you enjoyed the training and found it useful,
Many Thanks,
Denise 

From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk> 
Sent: 21 July 2021 17:08
To: Denise Fitzsimmons (Hywel Dda UHB - Workforce Advisor) <Denise.Fitzsimmons@wales.nhs.uk>
Subject: RE: measure sickness as a HB - cipd
Sorry last question
Do we provide managers with supporting material for absence regarding performance management?  
If I remember I attended your absence training which was excellent.
From an ESR perspective we train/advise how to enter sickness in ESR and the roster.
Regards
Cath


(EV47) Cont….
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Employee engagement, Wellbeing, & Public Engagement Exercise (EV49)[image: ] How to find the Fraud Awareness module on ESR(EV48)
 
 
 
 
 
 
 
Select 
‘Learning Certification
’
 
from the drop down on the left, type 
fraud
 
into the search box and click 
‘
G
O
’
.
 
 
 
 
 
 
Click on the 
c
ertification name
 
 
 
 
 
 
Click on 
‘
Subscribe
’
 
and on the next page, click 
‘
Finish
’
 
 
 
 
 
 
 
Click on 
‘
Enrol
’
, then you
 
should be able to play the module from your e
-
learning enrolments table, on your learner homepage
.
 
Please note: Upon completion of the module, your competency will 
not update instantly. Please wait 5 working days for your 
competency to be awarded.
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Staff Psychological Wellbeing Service - Home (sharepoint.com)  (EV49) cont……
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Global Emails  Covid-19 (EV49) cont……

	SUBJECT: 
PWNC:
	Covid-19 Staff Wellbeing Resource of the week

	MESSAGE:
NEGES:
	In order to support staff to maintain their mental health and emotional wellbeing during Covid-19 we will be sharing resources for staff on a weekly basis.
         Monday – Information for all staff
        Thursday – Information for leaders/managers
 
Today’s resource from the King’s Fund - Leading Through Covid-19 is ‘Managing Your Energy’. It provides a simple framework for self-care among leaders, which is hugely important for sustaining energy and building resilience in the weeks and months ahead.
 
https://www.kingsfund.org.uk/publications/managing-your-energy-covid19
 
Further resources and support can be found under the COVID-19 Mental Health & Psychological Wellbeing section on the intranet: http://howis.wales.nhs.uk/sitesplus/862/page/78167
 
Let us know how useful this is for you by sending your comments through to Jackie.wright@wales.nhs.uk


July 2020


















May 2020

	SUBJECT: 
PWNC:
	Covid-19 Staff Wellbeing Resource of the week

	MESSAGE:
NEGES:
	In order to support staff to maintain their mental health and emotional wellbeing during Covid-19 we will be sharing resources for staff on a weekly basis.
 
        Monday – Information for all staff
        Thursday – Information for leaders/managers
 
Today’s resource for all staff is 7 top tips to help you get to sleep. During times of prolonged worry it is normal for people to experience sleep disruption. These seven suggestions might help you to get a better night’s sleep.
 
Further resources and support can be found under the COVID-19 Mental Health & Psychological Wellbeing section on the intranet: http://howis.wales.nhs.uk/sitesplus/862/page/78167
 
Let us know how useful this is for you by sending your comments through to Jackie.wright@wales.nhs.uk 



















Screenshot of the global referring to the Health Board launches public engagement exercise (EV49) cont…
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Framework for Values http://www.wales.nhs.uk/sitesplus/862/page/98252 (EV49)  cont….
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Email from Co-ordinator of policies regarding Grievance policies (EV50)
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Engagement Staff Survey plus results (EV51)
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Engagement Staff Survey plus results (EV51)

	
CYFARFOD BWRDD PRIFYSGOL IECHYD
UNIVERSITY HEALTH BOARD MEETING


	DYDDIAD Y CYFARFOD:
DATE OF MEETING:
	27th April 2021

	TEITL YR ADRODDIAD:
TITLE OF REPORT:
	Staff Survey 2020


	CYFARWYDDWR ARWEINIOL:
LEAD DIRECTOR:
	Lisa Gostling , Director of Workforce and OD 

	SWYDDOG ADRODD:
REPORTING OFFICER:
	Rob Blake, Head of Culture and Workforce Experience 


	ADRODDIAD SCAA
SBAR REPORT

	Sefyllfa / Situation 

The need to measure staff experiences and assess what it is like to work for the organisation, daily challenges and how staff are being supported has always been a focus for the OD team. This has become even more essential through 2020 and the challenge of Coronavirus.

	Cefndir / Background

The 2020 staff survey ran throughout November 2020 (4th-24th) during the height of the pandemic and was a change from previous incarnations of the national staff surveys.  The development of the 2020 survey had more emphasis on staff experience and reduced quantitative measures. The direction of travel saw the number of questions significantly reduced from 91 asked in 2018 to only 21 (7 of which were still the staff engagement questions). There are still some opportunities to benchmark against previous questionnaires but 2020 saw a different survey experience to years before. 
The survey progression was designed to enable a deep dive into teams when the results were available. This would enable local conversations to take place around that ward/team/service experiences. All generated reports would require 11 or more respondents so that confidentiality is maintained, any area that doesn’t have this required number would not gain any intelligence from the survey. 
The other telling change was this was the first live open survey, so no need to input data that authenticates colleagues as working in NHS Wales. This was a conscious decision, again to protect anonymity and hopefully raise compliance rates across Wales.
Hywel Dda UHB (HDUHB) attained a compliance rate of 17% for the organisation, this breakdown consisted of 1759 completed questionnaires from the 10,533 being sent out. This was a decrease of -3% against the All Wales figure and -9% on the 2018 HDUHB survey. 
There was a need to forward a structure from which results and reports would be derived, this had a maximum parameter of 25 fields. These are listed in the engagement score table below-
Breakdown of compliance rates/ Engagement scores 
	Team
	Sent
	Completed
	% Response
	Engagement Score 
	2018 (+/-)

	Carmarthenshire County
	382
	171
	45%
	77%
	0%

	Ceredigion County 
	174
	151
	87%
	76%
	-1%

	Chief Execs Office 
	81
	34
	42%
	81%
	+4%

	Facilities 
	1146
	31
	3%
	69%
	-8%

	Finance 
	107
	41
	38%
	75%
	-2%

	Medical 
	126
	126
	100%
	74%
	-4%

	Medicines Management 
	240
	41
	17%
	78%
	+1%

	Mental Health & Learning Disability 
	1134
	161
	14%
	76%
	-1%

	Nursing, Quality and Patient Experience 
	278
	278
	100%
	77%
	0%

	Oncology and Cancer Services 
	82
	20
	24%
	76%
	-1%

	Operations Dir Management 
	281
	13
	5%
	75%
	-2%

	Pathology
	249
	26
	10%
	74%
	-3%

	Pembrokeshire County 
	290
	127
	44%
	72%
	-5%

	Planned Care 
	1256
	51
	4%
	78%
	+1%

	Planning, Performance & Informatics
	173
	48
	28%
	78%
	+1%

	Primary Care & Primary Care Management 
	230
	42
	18%
	79%
	+2%

	Public Health 
	265
	31
	12%
	83%
	+5%

	Radiology 
	288
	33
	14%
	70%
	-7%

	Therapies
	582
	98
	17%
	77%
	0%

	Unscheduled Care 
	2265
	83
	4%
	69%
	-8%

	Woman & Children’s 
	718
	75
	10%
	74%
	-3%

	Workforce and Organisational Development *
	236
	78
	33%
	83%
	+6%

	Organisational total 
	10533
	1759
	17%
	76%
	-1%


*The 236 headcount included temporary COVID recruits and HCSWs , the removal of these would see a 177 headcount with 78 completing so a compliance rate of 44% for Workforce and OD

An attempt was made to show unscheduled care response rates for each acute site, but the response rate was so low, the system would not generate the number. Only 83 surveys were completed with a total of 2265 sent across the organisation. 
























Screenshot to show yearly increments (EV52)
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Staff Benefits (EV53)
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Agile Working (EV54)
[image: ]



Internal options such as secondments, which sometimes can be shown via an expression of interest (EV55)
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Corporate Health Standard Criteria Pack below – (EV56) 
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Platinum
Gold
Silver
Bronze
The Corporate Health Standard

The The Welsh Government would like to thank the following organisations for their support of the 
Corporate Health Standard:



Corporate Health Standard Health Working Wales Gold screenshot (57)
[image: ]

Screenshots for Talent Profile (EV58)
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Suitability Matching (EV59)
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HDD Collaborate Workforce Forum (EV59a)
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Work/Life Balance Flexible Working Policy (EV59b)
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Email to Jackie to ask if could be involved in promotion of values (EV60)

From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk> 
Sent: 05 August 2021 07:58
To: Jackie Wright (Hywel Dda UHB - Culture & Workforce Experience Manager) <Jackie.Wright@wales.nhs.uk>
Subject: RE: events - cipd
 Thanks so much for replying, really appreciate it.
 So sorry I thought when Dan Blyth first started you did an event day in BGH, I thought it was part of your work that you were promoting (see I should never assume ).  I didn’t realise it was for wellbeing.  Ok thanks.  Again I thought Denise was in HR and was more sickness, disciplinaries, etc.  That has really helped.
 Re the corporate health stuff I have these 2 below. or is different to what you were thinking e.g. do you have other documentation, if so yes please if you could dig it out that would be great.  
 Thanks I will speak to Rob about the surveys.
Hiya,
 We have delivered a couple of workshops in BGH for Values based teambuilding. I can’t give you details as such because they are confidential.
The CHS stuff is the same, the only update is that we’ve retained our accreditation following a successful status check for both Gold & Platinum standards. Do you want a copy of the reports?
Jackie x
 
 


Email below from Jackie thanking me for deliverying information to managers regarding PADR (EV61)
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Screenshot of Workforce Performance July 2021 – Health Board overview (EV62)
[image: cid:image003.png@01D783B7.4C62DBC0]



Email from Dan to record PADR dates in the Electronic System (ESR), Praise, Email confirming recommendations to record previous padr and how to run PADR report (EV63)
[image: ]


From: Daniel Blyth (Hywel Dda UHB - Culture & People Specialist (Experience and Wellbeing) <dan.blyth@wales.nhs.uk> 
Sent: 30 July 2021 08:22
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: Re: PADR
Sooooo my question is how would you feel about doing a screen recording explaining how to add dates to ESR?  I am redesigning the PADR training and would love to put some bits on a video.
It would be a screen recording so just voice - talking through the steps to add correct dates.  I'd set it all up with the software etc - all you'd need to do is talk through the isntructions.  No pressure at all but thought I'd ask? 🙂
Dan Blyth  BA (Hons) QTS
Arbenigwr Diwylliant a Phobl (Profiad a Lles)
Culture & People Specialist (Experience and Wellbeing)
[image: See the source image]     [image: cid:image001.jpg@01D6BF20.C7F020B0]

From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Sent: 28 July 2021 12:57 PM
To: Daniel Blyth (Hywel Dda UHB - Culture & People Specialist (Experience and Wellbeing) <dan.blyth@wales.nhs.uk>
Subject: RE: PADR 
 
Hello
 
Thanks that’s nice; but it is only after 17 years 
 
Yes totally agree re the video; brilliant idea. 
 
I just wanted to share what I had with you.
 
I know pay progression is on hold but it will be in at some point. Currently payroll are inputting it.
 
Thanks 
Cath
 
From: Daniel Blyth (Hywel Dda UHB - Culture & People Specialist (Experience and Wellbeing) <dan.blyth@wales.nhs.uk> 
Sent: 28 July 2021 12:55
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: Re: PADR
 
Nice one Cath - I don't know where you get your efficiency from honestly you're like Superwoman! ❤️
I was thinking - and this is just a thought - should we maybe look at making the 'How to add dates to ESR' in to a video or screen recording? May be a bit easier to digest as it is quite confusing even for those of us that know ESR.  
I'll have a chat with Jackie about it later on - thanks for your explanation this morn was really helpful.
  
Dan Blyth  BA (Hons) QTS
Arbenigwr Diwylliant a Phobl (Profiad a Lles) 
Culture & People Specialist (Experience and Wellbeing) 


From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Sent: 28 July 2021 12:44 PM
To: Daniel Blyth (Hywel Dda UHB - Culture & People Specialist (Experience and Wellbeing) <dan.blyth@wales.nhs.uk>
Subject: PADR 
 Hello
 
Not sure whether you used the one I sent yesterday? But I have also added on about running B.I. standard reports, you will see a list of them but they include appraisals and compliance, so may be useful.
 
Attached also pay progression “how to” when it comes in, along with other docs of which I have sent for info.
 
Cath
 
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) 
Sent: 27 July 2021 12:11
To: Daniel Blyth (Hywel Dda UHB - Culture & People Specialist (Experience and Wellbeing) <dan.blyth@wales.nhs.uk>
Subject: RE: PADR
 
Sorry didn’t think to share I have updated.
 
Is this on the intranet then?  if so that will have to be updated there not sure if it is comms.  I can do that if you want.
 
The reason I didn’t think about it being anywhere else is that we have it on our drive when we reply to people from actionpoint.
 
Let me know where else it is stored and if you want me to do anything? 
 
 From: Daniel Blyth (Hywel Dda UHB - Culture & People Specialist (Experience and Wellbeing) <dan.blyth@wales.nhs.uk> 
Sent: 27 July 2021 11:58
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: Re: PADR
 
By any chance do you have this document in a word format?
 
Dan Blyth  BA (Hons) QTS
Arbenigwr Diwylliant a Phobl (Profiad a Lles) 
Culture & People Specialist (Experience and Wellbeing) 
  [image: ]
Hi Cath,
A really good point actually, thank you.  It will really help our response rates if we focus in on the traffic light system.  Hopefully we can get the word out there and change the culture to a proactive rather than reactive one.
Will give you a call later on and organise dates.  Thanks so much for your contributions, much appreciated 🙂
Best wishes,
Dan
From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Sent: 16 August 2021 10:27 AM
To: Daniel Blyth (Hywel Dda UHB - Culture & People Specialist (Experience and Wellbeing) <dan.blyth@wales.nhs.uk>
Subject: RE: Performance Management Video 
 Thanks Dan
 
We also discussed my recommendations about doing a video on how to view previous PADR’s and how to run PADR reports for managers to ensure they are compliant. As the report shows a traffic light system then enables them to see where they are falling down.
 
Please let me know when you wish me to do the recording for phase 2 of your new PADR training sessions.
 
I look forward to hearing from you.
 
Thanks
Cath
 
From: Daniel Blyth (Hywel Dda UHB - Culture & People Specialist (Experience and Wellbeing) <dan.blyth@wales.nhs.uk> 
Sent: 11 August 2021 10:39
To: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine.Thomas@wales.nhs.uk>
Subject: Performance Management Video
 
Hi Cath,
 
Just wanted to say a huge thanks for your recording and presentation of the performance management video.  It will make such a positive contribution to our PM training across the organisation.  I'm going to use it as part of a toolkit for staff.

Best wishes, 
Dan
 


Menopause Café email and screenshot of diary date held (EV64)
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Clinical Secretary in Urology
Band 3
Main area Urology Site
Grade Band 3 Town
Contract Permanent Salary
Hours Full time - 37.5 hours per week Salary period
Job ref 100-AC363-0721 Closing

Interview date

My job account

Prince Philip Hospital
Uanell

£19737 - £21,142 per annum
Yearly

25/07/2021 23:59
30/07/2021

Our Hywel Dda values reflect who we are and how we behave. We continuously work together to be the best we can be as we strive to develop and
deliver excellent services, putting people at the heart of everything we do. Throughout our recruitment process you will be asked to think about

how you would demonstrate these values in the way that you work with us.

If you are registered Health Care professional considering relocating to the Hywel Dda area in West Wales please don't hesitate to contact our

recruitment campaigns team directly via RecruitmentCampaigns.hdd@wales.nhs.uk

To keep up to date with our latest recruitment activity follow us on Facebook (Swyddi Hywel Dda Jobs), Linkedin or on Twitter @SwyddiHDdaJobs

Hywel Dda University Health Board reserve the right to close vacancies after 24 hours if a large number of suitable applications are received. We encourage

early applications to ensure consideration for a post.
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Clinical Secretary in Urology Department

This is an exciting opportunity for a Clinical Secretary to join the Urology Team in Prince Philip Hospital. Applications are invited from efficient and suitably
qualified individuals for the post of a full time Band 3 Clinical Secretary within the Urology Team based at Prince Philip Hospital, Llanelli on a permanent
basis.

Working 37.5 hours per week, the successful candidate will be required to support the delivery of a comprehensive and quality secretarial service to the
Urology Team.

You will undertake a wide-range of duties including receipt and distribution of mail, audio transcription, and the typing of highly sensitive letters and reports,
maintaining confidentiality at all times, in addition to operation of the Health Board's patient database system. You will be expected to demonstrate excellent
organisation skills and be flexible and adaptable in your approach to work. You must be able to work on your own initiative, use tact and diplomacy where
appropriate and possess excellent communication skills.

Experience of Microsoft Word, Excel, Power Point, and E-Mail, coupled with proven secretarial skills (including audio typing skills) and previous experience of
medical terminology is essential.

The ability to speak Welsh is desirable for this post; English and/or Welsh speakers are equally welcome to apply.

Interviews will be held on 30.07.21

Hywel Dda University Health Board operates a bilingual policy. All applicants are invited to apply in Welsh, any application submitted in Welsh will

not be treated less favourably than an application made in English.

By submitting your application to NHS Jobs/Trac, you are giving your consent for elements of your application data to be transferred to the NHS
Electronic Staff Record (ESR) and other secure, internal NHS Workforce systems in order to support and manage your recruitment and employment
within your employing organisation; to be used by Recruitment for purposes of checking your Professional Registration online (where applicable).
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Time Off and Facilities Agreement

between
Hywel Dda Local Health Board
and

Hywel Dda Partnership Forum
1.  Definition of Terms
In this Agreement:
The Health Board refers to Hywel Dda Local Health Board
The Unions refers to the recognised trade unions represented at the

Hywel Dda Partnership Forum

Staff refers to all employees of the Health Board

2. Commencement Date

This Agreement commences on [date]

3. Introduction

3.4 The Health Board supports the system of partnership working and the
principle of solving employee relations problems by discussion and
agreement.

3.2 Allparties recognise that it is vital to good employee relations for the
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responsibilities are as follows:
5.1.1 To be responsible to and for a group of members;

5.1.2 To undertake employee relations duties operating within the policies
of the trade union. Issues may include members’ grievances,
discipline, learning, health and safety, equal opportunities, service
conditions, and any matter listed in [Section 6.2] of this Agreement;

5.1.3 To seek full Trade Union membership amongst all employees of the
Health Board;

Time Off and Faciities agreement 3
Deborah Porter 27 Jan 2011 V5 Final

5.1.4 To communicate with members and to communicate with
Management, the Partnership Forum and with the relevant Trade
Union bodies;

5.1.5 To represent the Trade Union i the joint negotiating and joint
consultative machinery at local, regional, national and international
level;

5.1.6 To meet with other representatives, officials or full-time trade union
officers on matters covered by this Agreement;

5.1.7 To attend meetings of the Trade Union of which the person is a
representative or of which she/he is an official;

5.1.8 To seek to ensure that agreements are adhered to;
5.1.10 To organise meetings of members during working hours in

accordance with the ACAS Code of Practice and any prevailing local
agreements.
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The primary aim of this policy is to provide a framework within which managers.
can work with employees to maintain satisfactory performance standards and
to encourage improvement where necessary.

This policy is applicable to all employees, employed in Hywel Dda University
Health Board, except Medical and Dental staff where specific arrangements
apply in cases of professional conduct or competence. It does not apply to
bank workers (see bank register principles - June 2017), agency workers or
self-employed contractors
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138 - Sickness Absence Policy
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This policy supports the Health Board's commitment to the health and
wellbeing of staff and its aim of ensuring staff are guided by helpful and useful
policies to promote healthier lifestyles.

This policy applies to all Health Board employees and anyone working on
Health Board premises. (Here after referred to as employees).

768 — Attendance at Work All Wales Policy
336 - Guidance on Referral of Employees to the Occupational health Service
201 — All Wales Disciplinary Polic

icy
340 - Staff Psychological Wellbeing Policy

203 - All Wales Capabilty Policy

010 - Health and Safety Policy.

Professional bodies guidance and Upholding professional standards for
Medical and Dental staff.

142 - Grievance Policy
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To ensure staff at all levels have clear performance objectives, with agreed
development plans to support the delivery of their roles

This policy applies 1o all non-medical or dental employees of the Health Board in
all locations, including, temporary employees and locums. Medical staff have a
separate medical appraisal system in place but the principles of this policy also
apply to medical and dental staff-

133 - Equalty and Diversity Policy

203 - All Wales Capability Policy

142 - All Wales Grievance Policy

Learning and Development Strategy

314 - Medical Staff Appraisal Policy — in draft currently
113 - Learning and Development Policy

443 - All Wales Pay Progression Policy

225 - Data Protection Act Policy
173 — Freedom of Information Act Policy
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14/9/2018

‘Outline of how to promote employee mental health, resilience and
psychological wellbeing, identify and reduce key stressors in the organisation
and for individual employees and how to support staff who may be
experiencing difficulties.

This policy covers all staff employed by Hywel Dda University Health Board.

138 - All Wales Sickness Absence Policy
Sickness Management Toolkit
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Managing Attendance at Work Policy
Supporting Frequently Asked Questions
September 2019

Background

The Managing Attendance at Work policy was approved at the extraordinary Welsh
Partnership Forum on 28 September 2018 and issued to the Service on 16 October
2018. Aninitial review was undertaken in January 2019 and the comments considered
at the joint partnership group meeting on 6 March. It was agreed that a sub group be
set up to consider the comments in detail and to establish whether changes to the
policy were required at this stage or whether the comments would be better addressed
through a set of FAQs. The view of the group is that the necessary guidance can be
addressed through FAQs and these are included below.

FAQs

Q1. With reference to section 4.14 — Medical Appointments, is there flexibility to give
staff paid time off to attend hospital appointments?

A1. Yes, managers will fully consider giving employees reasonable paid time off to
attend appointments when it is: part of their programme of care in respect of a known
disability / health and wellbeing condition; where the date and/or time arranged is
beyond the control of the employee; and to attend alternative dates and/or times will
result in the employee being put back further on the list. (Suggested wording to take
into account section 4.14 and How to procedure reasonable / tailored adjustments
section 3. Disability / Health and Wellbeing Condition Leave).

Q2. With reference to the How to Procedure Managing Long Term Sickness Absence
section 2, Third/Final formal meetings, can there be more than three long term
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Details: Main Appraiser Share with Appraisee Printable Page

Employee Name Ramachandran, Mrs. Sailaja (Shyla) Organisation 100 HDUHB Workforce Information 0368

Employee Number 21779718 Organization Email Address ~ Sailaja.Ramachandran@wales. nhs.uk
Job  Administrative and Clerical|Clerical Worker Supervisor Thomas, Mrs. Catherine
Setup Details
Initiator Thomas, Mrs_Catherine Main Appraiser Thomas, Mrs. Catherine
Appraisal Purpose Review Appraisal Date  29-Jan-2021
Period Start Date  29-Jan-2021 Next Appraisal Date  29-Jan-2022

Period End Date  29-Jan-2022
Template KSF Review

Competencies

m Competency Current Proficiency Level

No results found.

Objectives

Show All Details | Hide All Details

M Objective Name Start Date Target Date Achievement Date
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NHS Electronic Staff Record - Business Intelligence

“The addition of ESR Business Intelligence (ESR BI) enhances the range of ESR reporting services. ESR BI unlocks the potential of the vast amount of data stored in ESR, transforming it into valuable management information. Greater insight into the utiisation, performance and
compliance of the NHS workforce is more easily and conveniently avallable. A wide range of charts and tables have been nationally defined and agreed with the assistance of National Special Interest Group Chairs providing a broad and consistent range of information whilst permitting

local customisation.

Sign up to receive updates about ESR BI

Enter your NHS e-mail address below to receive updates by e-mai

E-Mail Address Sign up

Data Refresh
Last overnight data refresh was 23-Jun-21

Micro ETL
“The following data/subject areas were last updated 24-Jun-21 06:55 AM

payroll
Enrolments
Audit Change Event Log

Where do I start?

ESR BI presents data via a suite of dashboards. A wide-ranging set of dashboards is provided by the NHS Central Team for utiisation by all
organisations. Each organisation is able to create their own dashboards, and share these with other users with the relevant user
responsbiltes. Ciick on the ‘dashboards’ drop-down link to view the dashboards you have access to. Frst time user tour functionality is
available on the Management Overview Dashboard. Altemnatively access one of the following documents for further information.

For queries or enhancement proposals, please raise a Service Request via the ESR Service Desk.

Note: As part of ongoing development, reports are currently being updated to ensure the order of the columns when exported to
CSV/TSV are the same as displayed on the screen.

Latest News.
16th June 2021 - The following changes have been made to the NHS Standard Dashboards:

« Afix has been applied to the Gender Pay Gap Bonus Pay by Detail analysis within the NHS National Returns Dashboard to ensure
correct figures for Bank staff are now retumed.

+ A fix has been applied to the Scorecard Detail page of the NHS Management Overview Dashboard to ensure the Organisation
Level fitering works correctly.

27th May 2021 - The following changes have been made to the NHS Standard Dashboards:

+ A new Leaning Objects Listing analysis has been added to the NHS Learning Administration Dashboard.
+ This returns a list of local learning objects associated with current (open ended) courses.

26th May 2021 - The following changes have been made to the NHS Standard Dashboards:

« A fix has been applied to Assignments with a Supervisor under the Supervisor Hierarchy page in the Staff in Post Dashboard.
+ The fix stops assignments without a supervisor being returned.
+ Afix has also been applied to ensure the prompt values set on the Supervisor Hierarchy page follow through to the detai

215t May 2021 - The following changes have been made to the NHS Standard Dashboards:

+ The below fields have been added to the Conflct of Interest Detail analysis within the NHS Staff in Post Dashboard:
« Manager Action
« Action Taken
« Action Date
« Action Taken By

20th May 2021 - The following changes have been made to the NHS Standard Dashboards:
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© Accepted on 270772021 0945

Organizer Bl Jadse Wiight (Hywel Dda UHB - Culture 8 Workforce Experience Manager) Sent Tue 27/07/2021 09:49
Subject | Performance Management/PADR Training
Location [Microsoft Teams Meeting B

Starttime |Wed 28/07/2021 <] 3 i day event

Endtime |Wed 28/07/2021

Dear Colleague,

A place has been reserved for you to attend the Performance Management/PADR training workshop on Wednesday 28% July 2021, 9.30am — 12.30pm, it will be held
on the MS Teams platform (Teams link at the bottom of this invite). Please confirm your attendance by accepting this invite.

Please ensure you have video access and your camera and microphone are switched on at the beginning of the Workshop.

Please let me know in advance of the day;
e If need any support with Teams functionality/accessibility
o Ifyou will be sharing the video access with another delegate
o Ifyour circumstances should change & you are unable to attend the Workshop I'd be grateful if you would let me know to enable your place to be offered to
another delegate.

ital Training Etiquette Video Guide (English and Welsh) (sharepoint.com)

Please view/read the Digital Etiquette guide & video in advance of the training Dij

In Shared Folder [ Calendar - Catherine.Thomas@wales.nhs.uk.
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Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) MKate Ames (Hywel Dda UHB - Speech Therapist) b1 1445

PADR

How to enter PDR dates, View previous dates & run B reports for Jackiedocx
1M

Afternoon
Following on from today’s PADR session with Jackie and my input on PADR dates, | thought | would attach the following s you may find useful.
Also you will note that there is a functionality which you can run a report for your team to see whether they show in or out of date. It s an traffic light system which is self explanatory.

NHS Staff Requirements Dashboard e.g. DBS, Appraisal Reviews, Manage appraisals due

‘You will note there are also other standard reports than can be run such as comy

ince and sickness (for those not on erostering as this gets interfaced and there is a month's delay).
Any questions you may have please let me know.

Thanks
cath

Many Thanks
Catherine

Catherine Thomas
ESR Administrator/Workforce Information Manager/Gweinyddwr ESR/Rheolwr Gwybodaeth Y Gweithlu
Workforce Intelligence Department/Adran Gwybodaeth Y Gweithlu

Hywel Dda University Health Board/Bwrdd lechyd Prifysgol Hywel Dda

Hafan Derwen

St David's Park/Parc Dewi Sant

Jobswell Road

Carmarthen/Caerfyrddin

SA3138B

Tel: 01267 239865

EmaillEbost catherine thomas@wales nhs uk

ESR Support Wales
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] Hywel Dda University Health Board
N Confidential
K NOTE: At the time you commence your post, you should complete the All Wales COVID-19 Risk Assessment tool
| and agree how to implement the outcome with your manager
M FullName | | Date of Birth
“ Job Title Department
B site Managers Name
£ PLEASE ANSWER ALL OF THE FOLLOWING QUESTIONS YEs | No
i Have you been informed you are in an extremely vulnerable ‘Shielding’ Group?
- Are you currently pregnant?
s
i Are you aged 50-59?
i Are you aged 60-69?
|
i Are you aged over 707
a
E Do you identify a5 Black Asian and Minority Ethnic (BAME] or mixed race?
3 Do you have an underlying health condition which would qualify you for a GP Influenza
- Immunisation?
a Do you suffer from Cardiovascular Disease? (e.g. Hypertension, Atrial fibrillation, Heart Failure,
Previous Mi (heart attack], or had a stroke or TIA (Transient Ischemic Attack)
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@ NHS.
| Confidential Occupational Health Check W
HYWEL DDA UNIVERSITY HEALTH BOARD

FOR EXPOSURE PRONE PROCEDURES / EXTERNAL TO HEALTH BOARD EMPLOYEE POSTS WHICH ROLE INVOLVE
CONTACT OR ACCESS TO PATIENTS / INTERNAL TO HEALTH BOARD AND ROLE HAS CHANGED TO INVOLVE CONTACT
‘OR ACCESS TO PATIENTS

[PLEASE NAVIGATE THE FORM ELECTRONICALLY USING THE TAB BUTTON — or complete using black ink]
& _PART A~To be completed by Hiring Manager

Appointment to the post of: Data Clerk
Band/Grade: 2
Expected Start Date: May 2021

Department/Ward: Theatres

Base/Locatior

GH

Directorate/Division/Manager: Scheduled care
Fulltime /x (part time 30 hrs hours/sessions

Manager Contact No: 2424
{dpermanent/ [ Temporary /[ Honorary

Managers Email Address: Sandra.brinson@wales.nhs.uk

E-mail clearance to: central.recruitment@wales.nhs.uk

What are the specific requirements of the job? (tick the appropriate boxes)

xJ' Role will involve contact / access to patients

[0 exposure prone procedures (EPP) see note 1 of explanation notes

What are the specific requirements of the job which require health surveillance?

%[  Display Screen Equipment user [ Noise (> than goda TwA)

Respiratory sensitisers, specify sensitising agent:

Hand Arm Vibration, specify vibration tool:

X[ skin sensitisers, specify: latex or other sensitising agent: LatexData
[m]
[m]

Night workers  [_lOther - specify agent and type of surveillance:

=

2T pasbcend| assbccdd masbeede AaBbCcl AAQ B Assbecr Acsbcepd AasbeeDd AaBbeeDd AaBbCcDd  AdBbCcDd
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© chwe wythnos.

Ers cyhoeddi ei strategaeth, Canalbarth  Gorliewin

Dda yn 2018, mae’r bwrdd iechyd wed gweithio
gyda phartneriaid | ddarparu gofal a datblygu
guasanaethau. Fodd bynnag, mae pandemiq
coronafeirws wedi cael effaith mawr ar wasanaethau
iechyd a ofal. O anlyniad, mae'r bwrdd iechyd am
ddvsau gan v cyhoedd sut mae'r pandemia wedi
effeithio ar eu hiechyd a'u gofal, 3'u mynediad at y.
guasanaethau hyn.

0 heddiw (dydd Liun 10 Mai), mae BIP Hywel Dda
vn dosbarthu_dogfen drafod i'w hystyried aan v
cvhoedd, ynahyd 3 holiadur 'w lenwi.

NHS

Bwrdd lechyd Prifysgol
Hywel Dda
University Health Board

Mae BIP Hywel Dda hefyd yn gofyn am adborth y cyhoedd mewn perthynas i
strategaeth hirdymor i ddatblygu ac adeiladu ysbyty newydd yn ne ardal Hywel Dda,
thywle rhwng ac yn cynnwys Sanclér yn Sir Gaerfyrddin ac Arberth yn Sir Benfro.
Dyma'r lleoliad muyaf canoloa i fwyafrif v boblogacth yn ne ardal Hywel Dda, a
phenderfynwyd amo trwy ymaynahoriad cvhoeddus a aynhaliwyd yn 2018.

Gall y cyhoedd hefyd enwebu safleoedd ar gyfer ysbyty newydd,  hynny yn seiliedig

ary pedvar maen praw canynal:

Rhaid i safle fod yn y parth rhwng ac yn cynnwys trefi Sandér yn Sir
Gaerfyrddin ac Arberth yn Sir Benfro. Dyma’ lleoliad mwyaf canolog ar gyfer

muyafiif y boblogaeth yn ne ardal Hywel Dda.

Dylair safle fod yn o leiaf 35 erw o dir y gellir ei ddatblygu'n hesymol.
Dylai fod i safle debygolrwydd realisig o gael caniatad cynllunio ar gyfer

ysbyty newydd.

Dylai fod i' safie isadeiledd trafnidiaeth digonol ar gyfer safle prif ysbyty.

Meddai Steve Moore, Prif Weithredwr BIP Hywel Dd:

Mac'r pandermig byd-cang wedi
cael effath ar bob agwedd ar ein bywydau felly mae'n hanfodol bod y bwrdd iechyd
vy o ac i dyegu o yinod yieddol hun. Bydd v ymaynohonad
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Home > Mental Health & Well-being

Search [

Hywel Dda University Health Board operates a smoke free environment. Please do not smoke anywhere on our sites

Home
Patient management
PPE & Infection Control
Clinical Videos

Local news

Workforce

Digital

Mental Health & Well-
being

Staff Well Being App
Resources

* * A-Z of Departments,
Services & Groups or
Committees * *

* * Informatics Portal -
inc Access to Systems * *

* * previous Links * *

Mental Health & Well-being

Quick access to:

[Accessing support]
[Resources - all Staff]
[Resources - managers]

[Well-being Apps]
[Resources - Critical Care Staff]

Mental health and psychological well-being support and
resources for staff during the COVID-19 outbreak

We are all facing a great deal of uncertainty and anxiety in relation to the Covid-19
pandemic and many staff are also changing roles and working in new ways. We
naturally have worries about the health of our loved ones, our own safety, how to
keep working effectively and how we will cope with all the demands that are likely to
arise in coming weeks. It is essential that we protect our own mental health and
psychological wellbeing - for our own sakes as well as for our families and friends and
for our patients and communities.

Below you wil find information on the psychological support that has been put in
place for our staff, as well as other useful resources and signposting to help you
practice good self-care, sustain your emotional health and know where to turn to
should you need additional advice or quidance. These resources will be reviewed and
updated on a regular basis 50 we can share new developments with you.

Where can I access support for my mental health and well-
being?

A range of internal & external support services including, check in service, advice,
counselling, spiritual support

Patient management
inc Algorithms, national guidance, CHO
updates

PPE & Infection Control
inc donning & doffing video, national
guidance

Clinical Videos

Instructional videos - NEW blood
transfusion

Workforce

inc Staff FAQs, testing, flowcharts & risk
assessments and links to the Working
for Us Site

Staff Bulletin 2020
Staff bulletins relating to COVID-19.

Digital
inc RSA tokens, IT equipment

Resources
inc posters staff & public, Staff QsAs,
videos

Local news
inc NEW facebook group, leadership
videos, staff bulletins, press releases,
staff Quas
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Poster - Managing your Wellbeing
Poster - Am 1 Ok?

Well-being Resources for managers

Resources and advice for leaders and managers

How to have good check-in's poster
Tips for managers to protect the wellbeing of their teams

NHS Employers - resources for managers webpage

Kingsfund - Leading with compassion through the COVID-19 pandemic

BPS guidance for psychological professionals

British Psychological Society (BPS) - Psychological needs of healthcare staff
Guidance map for planning early interventions when responding to stress experienced
by hospital staff working with Covid-19

It takes courage to be kind to ourselves.” - Suzanne Tarrant,
Clinical Psychologist, shares her thoughts on kindness this
Mental Health Awareness Week in a special message for staff

{1
Hi, 'm Suzanne Tarrant, Clinical Psychologist
in the Staff Psyehological Wellbeing Servi

If you have any COVID-19 specific queries, please
telephone

0300 303 8322 or email COVIDenquiries.hdd@wales.nhs.uk

[Back to top of page]
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designed to promote organisational health and

EnE e vl s e e Staff Psychological
culture of wellbeing, resilience and effective self Wellbeing Service
care. :
Information Supportifor Wellbeing
These are extremely challenging times and it has More about what we offer... > Teams Resources

become more important than ever that we take
good care of ourselves and each other.

Tel: 01437 772527
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good care of ourselves and each other.

= Tel: 01437 772527
Email: Wellbeing. HDD@wales.nhs.uk

Find out about our Mindfulness Programme, and take a look at our Wellbeing@Work Webinars

Be Mindful - Mindfulness programme. Wellbeing@Work Webinars Staff Psychological Wellbeing Booklet Mindful Employer
Find out more.

Suzanne Tarrant (Hywel Dda UH... Leona Ralph (Hywel Dda UHB - Carys Griffiths (Hywel Dda UHB-. Alison Terry (Hywel Dda UHB - S
ftant Clinical Psychologist Secretary Staff Psychological Wellbeing Assistant Psychologist Staff Psychological Well-Being Counsellor
Joanna Ferguson (Hywel Dda U... Louise Ensoll (Hywel Dda UHB - . Tracy Locke (Hywel Dda UHB - P...

Psychological Wellbeing Advisor/Couns. Psychological Wellbeing Advisor/Couns. Psychological Wellbeing Advisor/Couns.
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Bwrdd Iechyd yn lansio ymgynghoriad cyhoeddus
Health board launches public engagement exercise

Mae Bwrdd Iechyd Prifysgol Hywel Dda yn gofyn i bobl Sir Gaerfyrddin, Ceredigion a Sir Benfro i helpu i lywio gwasanaethau'r dyfodol
ymhellach, trwy gymryd rhan mewn ymarfer ymgysylltu dros gyfnod o chwe wythnos.

Ers cyhoeddi ei strategaeth, Canolbarth a Gorllewin Cymru Iachach: Cenedlaethau’r Dyfodol yn Byw’n Dda yn 2018, mae'r bwrdd iechyd
wedi gweithio gyda phartneriaid i ddarparu gofal a datblygu gwasanaethau. Fodd bynnag, mae pandemig coronafeirws wedi cael effaith
mawr ar wasanaethau iechyd a gofal. O ganlyniad, mae’r bwrdd iechyd am ddysgu gan y cyhoedd sut mae’r pandemig wedi effeithio ar
eu hiechyd a'u gofal, a’'u mynediad at y gwasanaethau hyn.

O heddiw (dydd Llun 10 Mai), mae BIP Hywel Dda yn dosbarthu dogfen drafod i‘'w hystyried gan y cyhoedd, ynghyd & holiadur i'w lenwi.

Hywel Dda University Health Board (UHB) is asking the people of Carmarthenshire, Ceredigion and Pembrokeshire to help it further
shape and deliver future services by taking part in a six-week engagement exercise.

Since the publication of its strategy, A Healthier Mid and West Wales: Our Future Generations Living Well in 2018, the health board has
worked with partners to provide care and develop services. However, the coronavirus pandemic has had a major impact on health and

care services. As a result, the health board now wants to learn from the public about how the pandemic has affected their health and
care, and access to it.

From today (Monday 10th May), Hywel Dda UHB is distributing a discussion document for the public to consider, along with a
questionnaire for completion.

Read the full staff bulletin (bilingual), here:

http://howis.wales.nhs.uk/sitesplus/documents/862/Health%20board%20launches%20public%20engagement%20exercise%20(bilingual
).pdf
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Christine James (Hywel Dda UHB - Policy Co-Ordination Officer) B Catherine Thomas (Hywel Dda UHB - ESR Administrator Workforce Information Manager); [ Policies (Hywel Dda UHB -) ~
| RE: grievance policy

Retetion olcy NHS Wals 7 YearRetetion olcy (7 year boires 11/082028
@ You replie o this message on 11/08/2021 0525

B 595-Respect@esolutionAWPolicy.pdf B 595-RespectBesolutionPolicy-AW.pdf
L~ oike £ 1ms Sl ke

EZE  Respect and Resolution FAQs FINAL V2.0 Cymraeg.pdf

EZE  Respect and Resolution FAQs FINAL V2.0.pdf
£ erke

HiCath
Hope you are okay.

Al HR and Corporate policies and procedures can be found — hittps://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents
There is a comprehensive search facility if you need to find anything.

Grievance comes under
All Wales Respect and Resolution Policy (PDF, 87kb) Other Employment

Al Wales Respect and Resolution Policy (PDF, 1364 Kb)

Respect and Resolution Frequently asked questions welsh version PDF (708Kb)
Respect and Resolution Frequently asked questions PDF (614Kb)

995 27/05/2021 30/04/2024

From: Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager) <Catherine. Thomas@wales.nhs.uk>
Sent: 10 August 2021 18:34

To: Policies (Hywel Dda UHB - ) <policies@wales.nhs.uk>

Subject: grievance policy

Hello
Where will I find this please.

Thanks
cath
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2. Whos covered by this polcy?

(Orly employees are covred by theformal resolution pliy. Workers (ether agency
or Bark] 6o not have recourse to the forma part of tis polcy. However, 3l saff
(substantive mployees and bank and sgency workers) hav recourse tothe nformal
Fesolion stages and shouid be supporied and encouraged to see resolution using
the various tools. Workers will have 3 separate right (o raise sues via their
contractul terms of engagement.

3. Does this poicy apply afer employment has ended?

This poicy appies 1o employees only, and therefore wouid no ordinariy pply afer
emplojment has ended. There may be some crcumstances where the employer may
want 9 explore/mestiate s raised sftar the smployment has ended such 3
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Home > Search Results
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Hywel Dda University Health Board operates a smoke free environment. Please do not smoke anywhere on our sites

Home Search Results
Patient management

46 Results found for "staff survey”.
PPE & Infection Control

Clinical Videos Pages

Local news
4 Results found

Workforce
« Carers' Week staff survey - Combining work and care
Digital « Mythbuster Archive 2016
Mental Health & wel « Mythbuster Archive 2018
being « NHS staff survey 2020
Resources Events

* * A-Z of Departments,
Services & Groups or 2 Results found
Committees * *

« Carer's Week - staff sessions and staff survey

* * Informatics Portal - . Heaithy working relationships - awareness raising sessions
inc Access to Systems * *

* * previous Links * * Documents

40 Results found

« 02/11 - Staff Bulletin: 1000 Lives Plus Staff Survey

« 04/12 - Staff Bulletin: Staff Survey - Smoke Free Sites in Hywel Dda Health Board
« 05/13 - Staff Bulletin - NHS Wales Staff Survey Results Published

« 05/16 - Staff Bulletin: Hywel Dda Health Charities Staff Survey

« 05/18 - Staff Bulletin: NHS Staff Survey - Tell It How It Is

« 05/18 - Staff Bulletin: NHS Staff Survey - Tell It How It Is

« 06/18 - NHS Wales Staff Survey Banner
hitp://howis.wales.nhsukisitesplus/ 852/ page/ 76310

o 07/16 - Image - Coming Soon - ENGLISH
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“The 2018 NHS Wales Staff Survey willsoon bs underway and al Hywel Dda University
Healin Board staff ave been invited 0 submt your opinion vi an onine o paper
‘questiomaie. The survey wil be open for & weeks between 11 June and 21 July 2018

Sowhy s itimportant that everyone who's invited completes the survey?

‘our view really does count s 5o important tha the diferent opinions of all our staff are:
represented n our survey resuls, o we can understand f there are any diferences.
between the experiences and views of our various siaff Groups, between those of s who
have diferent working bases or working pattems, and between all our diferent indvidual
characteristcs (.g. age, gender, eficty efc).

“The results oftis survey wil be used over the coming monihs and years fo understand
‘wht staf think about working here, to celebrate he postves and nfluence taking action
‘on any negative issues.

Everyone’s voice mattes, 50 we want fo hear rom you what s ike to work here.

1 encourage all our saffto #TellitHowits and complefe the survey —itwil take around
30 minutes o complete and your manager has been asked to make work Sme avaiable
for youto do this. Your answers are completely anoymous and cannot be fraced back fo
you

1fyou have any questions about the 2018 NHS Wales Staff Survey please confact Rob
Blake, Senior Organisational Development Manager on 01625 4731 (01267 239731)
robert bike2wales nhs uk.

#TellitHowitis #NHSWalesSurvey2013 @NHSWalesSurvey

Lisa Gostiing
Director of Workforce & Organisational Development
5 dune 2018

BRG]
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‘Quality and Satety Improvement Staff Survey

Hywol Dda Hoalth Board is commited to supportng al taf o improva tho qualty and safaty of
the sarvices wa provide. A national Quality and Safoty Improvement Survy is taking placa
Guring Fobruary and i an important part of that work: wo want o know how wll our
organisation supports staf to mprove qualfy and safely n allareas and at alevels. The
‘survey is being promoted and co-ordinated as par of th 1000 Lvas Plus programmo 0 b
widaly usad by all Health Boards and Trusts. It has boan develapad withinput from the national
Staft Parnerstip Forum.

“Tho survey is confidentia, open toall staf, and includos an opiion to comploto n Wolsh or
Engish. The suvey resuft wil holp s o dently areas where wa naed [0 provide mora
‘Supportor can maka ather improvemenis.

How do| take part?

I ordor 0 ko partn the suvoy, you can cick o the link balow (which i niquo o Hywel
Dda) to completo tho survey or accass it via tho staf inranot homopaga.
‘ww e 0r0 Uk 1000 vesPius HywalDda

Waintend that as many staf as possile have the opportunty fo paricipale. For those stafl
‘Wilhout accoss to omaik or 2 computorat work, o survay i accossibo fom any computor
‘Wih ntormet accass, 50 can also bo completod with compulars outsido tho NS (0.. a hom).
I nocossary, staffcan also mako enguitos at thoir local taf Librar rogarcing access 1oa.
‘computar fof tho purposa of competing this survey.

“Tho survey can be completod on papor in exceptional crcumstances only (0. wharo the.
individual i unablo 0 use or accoss a computar with niornat access). To oblain a paper
vorsion of the suvey, pleaso contact Loz Thompson, Organisational Survey Co-orainator for
Hywol Dda (contact detais below). Completod papar sunvoys must bo rotumed 1o Loz
Thompson by Friday 18t March t allow ma for thesa fo ba complatad indvidually onlina
bafors tho end of March.

“Tho survey doos not requirayou 10 identily yoursalf and should only taks a fow minutos fo
‘comploe oniine. Even f you aro not surs i a paricular question i relovant 0 you, we are.
intorostod i your viows. Ramombar, fhoro aro 1o rightor wrong answrs. It s your opinon
that counts.

Furthordotails, including Frogquantly Asked Quastons’, aro attached fo information. If you
have any other quaris rogarcing tho sunvy, ploas contact Lez Thompson, Organisational
Survey Co-ordinator for Hywel Dda by omaiing oz ihompson@vwalos.nhs.uk o by talophoning
07875 242502.

“Thank you for taking the tme to partcipats in this important suvey.

‘Travor Purt, Chiof Executive
24" Fobruary 2011
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A Healthier Wales means changing what we do and how we do it in NHS and Social Care Wales. We
can only do this by changing who makes decisions on what, when and where. The current pandemic
makes it even more important that every one of us is able to share how we feel and get involved in
discussions and decisions about how we can improve our work and workplaces.

‘The 2020 survey "Our Reflections, Our Decisions, Our Future’ (which closed in November 2020)-
aimed to get as many people as possible involved in giving feedback/reflections and being involved in
making decisions about what happens next.
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Development gender reassignment, marriage and civil partnership, pregnancy and maternity, race,
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As you will be aware, Hywel Dda has been running a Leave Purchase Scheme for a Cynllun Prynu Gwyliau

Workforce and number of years and feedback received has continued to be very positive from both

Organisational staff and managers.
Development

Home Leave Purchase Scheme

Your Employment

‘The Leave Purchase Scheme enables:
« Staff the opportunity to 'buy” up to 4 weeks of their normal weekly contracted

hours in the leave year, 1* April to 31* March
« Deductions from pay can be spread over a fixed period dependant on the number

Terms & Conditions

Workforce & 0D
Information & Systems

ESR Self Service: of pay periods left within the current financial year.
Leave Purchase Scheme « The Scheme s open to all staff, including Medical and Dental staff and the
e Executive team, whether they are full-time, part-time, temporary or permanent.

Managers
T How do I know how much it will cost?
Scheme (VERS) Salaries will be reduced by the value of the number of hours purchased multiplied by

the hourly rate applicable at the time of processing the first salary deduction.
“This will then be deducted over the number of pay periods left in the current financial
Your Careers & vear,

Development

payroll and Pensions

Changes/Variances in deductions during the term of the agreement

Where any changes to salary are made throughout the term of the leave purchase

agreement, the contribution towards this scheme will fluctuate accordingly; in line

Your Staff Benefits & with the new circumstances which cause any change to an individual's houriy rate of

Discounts pay - fe Change of Pay Band, Pay Point Increases/Decreases as well as Annual
Incremental rises.

Your Health & Wellbeing
What is the deadline for applications?

Your Briefings and There is no set deadline - Subject to approval by line managers applications

Updates must emaled to kay.wilkinson@wales.nhs.uk who wil arrange for the deduction from
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Your Staff Benefits &
Discounts

Your Health & Wellbeing

Your Briefings and
Updates

Hywel Dda Health Board
Intranet

= Deductions from pay can be spread over a fixed period dependant on the number
of pay periods left within the current financial year.

« The Scheme is open to all staff, including Medical and Dental staff and the
Executive team, whether they are full-time, part-time, temporary or permanent.

How do I know how much it will cost?
Salaries will be reduced by the value of the number of hours purchased mul
the hourly rate applicable at the time of processing the first salary deduction.

‘This will then be deducted over the number of pay periods left in the current financial
year.

lied by

Changes/Variances in deductions during the term of the agreement
Where any changes to salary are made throughout the term of the leave purchase
agreement, the contribution towards this scheme will fluctuate accordingly; in line
with the new circumstances which cause any change to an individual’s hourly rate of
pay - ie Change of Pay Band, Pay Point Increases/Decreases as well as Annual
Incremental rises.

What is the deadline for applications?
There is no set deadline - Subject to approval by line managers applications.

must emaled to kay.wilkinson@wales.nhs.uk who will arrange for the deduction from
pay to commence on the next available pay cycle where possible.

How do I apply?

Both the Guidance and Application Form are available below. Please read the scheme
rules carefully and complete the application in full before submitting the application to
your line manager for approval.

[2) Leave purchase Scheme Guidance
[2) Leave purchase Scheme Application Form
[ How to view "Carry Over & ‘Purchased Leave in ESR

Any further details that you may require regarding this scheme
please email Kay.Wilkinson@wales.nhs.uk

[2 carers policy - If you are looking to purchase extra leave for caring reasons please
take a read of the Carers Policy.

Last updated: 02 July 2021
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My job account

Senior Performance Management Analyst
Band 7

Main area Performance Site Agile working / Hafan Derwen
Grade Band 7 Town Carmarthen

Contract Permanent Salary £38,890 - £44,503 per annum
Hours Full time - 37.5 hours per week Salary period Yearly
Job ref 100-AC379-0721 Closing 11/08/202123:59

Interview date 26/08/2021

Our Hywel Dda values reflect who we are and how we behave. We continuously work together to be the best we can be as we strive to develop and
deliver excellent services, putting people at the heart of everything we do. Throughout our recruitment process you will be asked to think about
how you would demonstrate these values in the way that you work with us.

If you are registered Health Care professional considering relocating to the Hywel Dda area in West Wales please don't hesitate to contact our
recruitment campaigns team directly via RecruitmentCampaigns.hdd@wales.nhs.uk

To keep up to date with our latest recruitment activity follow us on Facebook (Swyddi Hywel Dda Jobs), Linkedin or on Twitter @SwyddiHDdaJobs

Hywel Dda University Health Board reserve the right to close vacancies after 24 hours if a large number of suitable applications are received. We encourage
early applications to ensure consideration for a post.

The Health Board is looking to appoint two enthusiastic individuals to support the Performance Team in effectively monitoring, reporting, managing and,
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FW: Expressions of Interest - Vaccination coordination and rota team support - Message (HTML)
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Michelle James (Hywel Dda UHB - Head of Digital Workforce Solutions) M Catherine Thomas (Hywel Dda UHB - ESR Administrator/Workforce Information Manager); Bl Rhian Milello (Hywel Dda UHB - Team Leader); + 4~ b2 05/03/2021
FW: Expressions of Interest - Vaccination coordination and rota team support
@ Vou forwarded this message on 05/03/2021 1411, .

KB MVC Administrator Co-ordinator HD20200269 Band 4.pdf _ | [ Clinical Supervision - Immunisations CYMWales20200027 Band 6 pdf
L~ Jaa0ks X ok8

2

Enw: Annmarie Thomas FCIPD &

Teitl: Cyfarwyddwr Cynorthwyol Y Gweithlu a Datblygu Sefydliadol (Adnoddu a Defnyddio)
Cyfeiriad: Bwrdd lechyd Prifysgol Hywel Dda

Ystafell FO4, Hafan Derwen, Parc Dewi Sant

Heol Ffynnon Job Caerfyrddin,

Sir Caerfyrddin SA31 38B

Rhif Ffn: 01825 4700 / 01267 239700

Ffon Symudol: 07772 993949

E-bost: annmarie thomas@wales.nhs.uk

Please write to me in Welsh or English

9 Ysgrifennwehataf yn Gymraeg neu Saesneg

Name: Annmarie Thomas FCIPD ®

Title: Assistant Director of Workforce & OD (Resourcing & Utilisation)
Address: Hywel Dda University Health Board,

Room F04 Hafan Derwen, St. David's Park,

Jobs Well Road, Carmarthen

Carmarthenshire SA31 388

Telephone Number: 01825 4700 / 01267 239700

Mobile: 07772 993949
E-mail: annmarie thomas@wales.nhs.uk
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Profi

Print:

Baker, Mrs. Yve (2) Smith, Mr. Ben

Assignment  Nursing and Midwifery Registered|Staff Nurse 503 Ward 10 [V]

4 Smith, Mr. Ben

Contact Details

Phone (Work)
Mobile
Phone (Home) 01926 111222
Email Address ~ ben smith@esr.com
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CV34 6NZ.GB

Expand All_ Collapse All

kB inns soavaakeR

the information recorded on the Employee's HR

record.

Their picture will also be displayed if this has been
uploaded to their record

Click the scrollbar to move down the page

Employment Details

Organization 503Ward 10

Job  Nursingand Midwifery
Registered|Staff Nurse

Position  87599IStaff Nurse Band 5
Supervisor Baker, Mrs. Yve
Location 503 ESR Hospital '
9 Show More Employment Details
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BH  compliance Competency

More Show

Learning Certifications

More Show





image175.png
%) [+~ Oracie sel-servic Fuma-.

Q A *x #

ome  Favorites

1
Logeamasocaozees @ O @
T Help  Logout  Porual

Search

Suitability Matching
Use this page to find people suited to an existing or projected work opportunity, find awork opportunity for a person, or manage a person’s career path.
Find a Person for a Work Opportunity

‘These actions enable you to match employees, contingent workers, and applicants to existing or planned work opportunities.

Find Suitable People by Role Find employees whofit the competency profile for ajob, position, organisation, vacancy, or some combination of these criteria.
Find Suitable People by Competency Find employees who match a ist of competencies you specify.
‘Compare People by Current Role ‘Compare the competencies of employees who currently occupy a specified job or position in an organisation i3

Find aWork Opportunity for a Person

‘These actions enable you to find suitable work opportunities for an employee, contingent worker, or applicant.

2}

Find Work Opportunities by Role Find work opportunities for an individual whofits the competency profile for one or more jobs, positions, organisations, vacancies, or some combination of these criter.

3
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Work/Life Balance
Flexible Working
Policy

W&OD Sub Committee 23/3/2018 27/3/2018 | 15/3/2021
PPPAC — extension 29.10.2020 [ 10.11.2020 [ 31.7.2021

To outline the range of flexible working options available to staff within the
organisation and the process by which staff may request flexible working

All employees of the Heath Board
42— Al Wales Grievance Policy
Working Time Directive
131 - Flexi-Time Policy
573 - Organisational Change Policy for Wales
138 — All Wales Sickness Absence Policy
128 - Maternity, Adoption and Paternity Leave Policy
122 - Special Leave Policy
511 - Carers Policy (PDF, 562Kb)
T

Workforce & OD Committee
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Hi Catherine,

1just wanted to thank you for attending the Performance Management/PADR workshop today and for elivering the section in relation to the responsibilities of managers for ESR compliance. You explained the process in a very engaging, supportive manner,
‘which will support our leaders to meet the Welsh Government targets.

Kindest regards

Jackie

Jackic Wright )
Rheolwr Profiad Diwylliant a'r Gweithlu/Culture & Workforce Experience Manager

Bwrdd lechyd Hywel Dda / Hywel Dda Health Board
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