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	CIPD Membership/registration No.:
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	Qualification title: CIPD Diploma in Applied Human Resources Level 5
	Unique Learner No. (ULN):
2005785


	Unit code
	Unit title
	Assessment criteria no.
	Evidence description
	Evidence reference number
	Assessor
initials
	I/V initials if sampled

	5AIOP
	Contributing to improving organisational performance
	LO1.1, LO1.2, LO2.1
	Attendance and Performance Policy
	EV1.1
	
	

	5AIOP
	Contributing to improving organisational performance
	LO1.1
	Performance Templates Sent to Line Managers
	EV1.2
	
	

	5AIOP
	Contributing to improving organisational performance
	LO1.3
	Devolved HR Guide Email to Line Manager
	EV1.3
	
	

	5AIOP
	Contributing to improving organisational performance
	LO1.3, LO2.1
	Performance Email Trail 1
	EV1.4
	
	

	5AIOP
	Contributing to improving organisational performance
	LO2.2
	Sgt Seminar Power Point Presentation
	EV1.5
	
	

	5AIOP
	Contributing to improving organisational performance
	LO1.3
	Checking Performance Plans 
	EV1.6
	
	

	5AIOP
	Contributing to improving organisational performance
	LO1.3, LO2.1
	Performance Plan Templates
	EV1.7
	
	

	5AIOP
	Contributing to improving organisational performance
	LO2.1
	Move Email Trail Due to Performance
	EV1.8
	
	

	5AIOP
	Contributing to improving organisational performance
	LO2.2
	Email Chain 2 Checking for Updates
	EV1.9
	
	

	5AIOP
	Contributing to improving organisational performance
	LO2.2
	Maternity Handover Notes
	EV2.0
	
	

	5AIOP
	Contributing to improving organisational performance
	LO2.1.
	Meeting with L&D Manager 
	EV2.1
	
	

	5AIOP
	Contributing to improving organisational performance
	LO1.3
	Email from HR Specialist Requesting Spreadsheet Update
	EV2.2
	
	

	5AIOP
	Contributing to improving organisational performance
	LO1.3
	Performance Stats Spreadsheet
	EV2.3
	
	

	5AIOP
	Contributing to improving organisational performance
	LO1.2, LO2.1
	Intranet Page
	EV2.4
	
	

	5AIOP
	Contributing to improving organisational performance
	LO2.3
	DAP Stats
	EV2.5
	
	

	5AIOP
	Contributing to improving organisational performance
	LO1.2
	CIPD Website
	EV2.6
	
	

	5AIOP
	Contributing to improving organisational performance
	LO1.2
	Reg 13 Policy
	EV2.7
	
	

	5AIOP
	Contributing to improving organisational performance
	LO3.2
	Flexible Working Policy
	EV2.8
	
	

	5AIOP
	Contributing to improving organisational performance
	LO1.1
	On the Job Training Assignment
	EV2.9
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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.
Excellent performance lies at the heart of everything Dyfed Powys Police (DPP) stands for. This is to assist in the organisation reaching its goal: doing the basics brilliantly to safeguard communities. Evidence has shown that employees who have a clear mission, and understand where they fit in, perform better (Taylor, 2016, pp.201-2). DPP encourages line managers to engage in regular and honest conversations with their teams by means of the Development Assessment Profile (DAP). They are expected to complete this with their teams to record any performance issues, career development prospects and general feedback. This is a forum which could prompt a more detailed conversation regarding performance. The DAP is done annually, with various stages that need to be completed by certain points in the year. This encourages HPW by ensuring staff have a voice, feel empowered, have clear objectives, and have plenty of time to give feedback (Boxall and Macky, 2014, p.965).
The attendance and performance management policy is the document line managers and HR use to ensure best practice and a consistent approach is adopted across the force. It is constructed based off up-to-date employment law and is reviewed on a regular basis with this in mind (EV1.1) This was created and is updated by senior HR Managers including the HR Attendance and Performance Specialist, and the Senior Employee Relations Manager. During the performance process, these senior specialists advise HR Officers at the earlier stage, and will intervene, provide advice and guidance during those formal processes (EV2.9). They will also sit in with the line manager to assist in formal process. Trade unions also play a part here, sitting with and representing the employee. 
DPP is working towards the business partner model (CIPD, 2020), as such, line managers are expected to carry out devolved HR duties such as performance management. They are expected to address performance issues early, and capture this in an informal performance plan. The meeting log should also be filled out here (EV1.2). If performance does not improve within a set time frame, this may progress to formal process, this is the point at which a Federation/ Unison representative may get involved in the process. The process continues step by step if the performance does not improve in the timescales set: Stage 1, Stage 2 and finally Stage 3. This is clear in the performance policy (EV1.1). Depending on the severity of the performance issue, e.g. gross misconduct, the individual may enter the process at any reasonable stage. In these meetings, there are a number of outcomes: no further action, a written improvement notice and dismissal if at stage 3. 

1.2 Explain key sources of information, including legislative information, which underpin performance management activities.
Specifically, in DPP the attendance and performance policy is the greatest source of information on how to deal with a performance issue in the correct manner (EV1.1). It provides step by step guidance on how to deal with a performance issue and their recommended timescales. This coupled with the intranet page (EV2.4), allows line managers to determine whether they have a performance issue.
The policy is reviewed regularly, and HR specialists consistently attend seminars and review the CIPD website to ensure policy is in line with employment law and best practice (EV2.6). ACAS also provide advice, especially with regards to whether a case is likely to go to an employment Tribunal. The ACAS Code of Practice: Disciplinary and Grievance Procedure, must be followed if an employer wants to be successful in a tribunal (Daniels, 2019, pp.170-1).
The police have to be mindful of other specific police regulations. Police officers are technically not employees, rather servants of the crown, so different guidelines apply. An example of this is a Reg 13. This occurs when a student officer (still in their probation of either two or three years dependent on entry level) does not meet performance requirements during their probation and is thus exited from the organisation (EV2.7).

1.3 Provide timely and accurate information to colleagues regarding performance management activities.
The HR Officer role requires one to coach and mentor colleagues on division regarding performance management. Due to the nature of policing, police officers tend to move frequently and at short notice. In some cases, police officers are required to “act up” to the police sergeant role and lead their teams for a set period. When this takes place, the acting sergeant is sent a line manager guide to assist them in their devolved HR tasks (EV1.3). Performance is covered in this. It also reiterates who their divisional HR Advisor is, so they are aware of who they need to approach with any queries. The HR Officer provides this information in a timely manner.
The HR Officer is often approached to provide advice and guidance regarding performance processes. The advice does vary depending on the severity of the performance issue, though typically, if a performance issue is identified an informal performance plan is put in place. It is essential that any performance issue is addressed in a timely manner, with HR and line management working in unison to achieve this (Robinson, 2013, p.27). The HR advisor should first provide guidance as to wording and action examples, before reviewing the informal plan prior to the meeting (EV1.4), (EV1.7). This prevents any inappropriate language being used by the line manager who may be closely aligned to the performance issue, any unobtainable objectives being set or bias from creeping into the plan (EV1.6).
I have also had to update my HR colleague who I am covering with any changes to the performance process, to ensure she is fully sighted upon her return from leave. This is vital as it maintains the level of service we provide to our business partners. DPP will soon be launching a new performance platform to make the step by step performance process easier for line managers to understand. It will also ensure all performance is captured in one place. As it stands, HR Officers only know about a performance issue if a line manager chooses to share this with them. HR Officers can only provide advice and guidance if they are made aware of these issues, thus this performance platform should aid in eliminating this obstacle.
The divisional HR Officers, also feed all of their performance info e.g. who is on a plan and at what stage, to the Performance Specialist based on HQ. This allows deeper analysis and audit of the performance plans to take place (EV2.2 and EV2.3).
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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.
HR can support line managers with regards to performance in various ways (CIPD, 2021):
1. Training 
2. Advice and guidance
3. Providing policies and process to follow
Performance issues can be tricky to deal with, therefore it is important that line managers have backing from their HR business partners. This can be done through the medium of training. Compared to looking at attendance for example, performance can be based off one line managers judgement as opposed to actual figures and stats. As present, line managers (i.e. sergeants and inspectors) in DPP receive very little training. This is something the organisation recognises it needs to develop. A leadership course is available but has been disrupted by Covid-19 (EV2.1). This was revealed in a meeting with the L&D Manager in DPP who touched upon the course. For an individual to be considered for promotion, they need to demonstrate evidence of acting up and dealing with particular issues, including devolved HR and thus performance management. Therefore at one point, that individual would have been required to act up and should have received training prior to this. DPP then, should strive to predict where their acting gaps are across the divisions, and who will fill them. Once this information is obtained, the individuals could receive centralised devolved HR training which would cover performance management. The trainers could highlight the performance management cycle, and explain how this is carried out in DPP (Hearn, 2017): 
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Advice and guidance is another element of HR’s role in supporting line managers. In DPP, this comes in multiple forms. Firstly, the line manager can search on the intranet page for brief guidance and an overview of performance (EV2.4). The intranet page also identifies who the respective divisional HR Officers are, enabling that line manager to approach the correct HR representative to answer their queries. As mentioned previously, in doing this, the HR Officers can provide templates and advice with regards to specific performance issues. These tends to be the most frequently asked questions: where do I start? How do I word the plan? Are there any templates? (EV1.4 and EV1.7).
In addition to this, there is also a performance and attendance policy which is readily available, and clearly outlines the performance process for line managers (EV1.1). This is the building blocks for HR’s advice and guidance and ensures it is consistent across the force. 
HR in DPP can also assist in the practicalities of performance issues, for example, moving an individual due to performance (EV1.8). The example provided demonstrates a PC being moved from one station to another for various reasons, performance being one of them. This is done in the interests of both the individual and organisation. Perhaps the new team the individual is moving too would suit the dynamics of that employee more so, in terms of support, personality, workload and supervisor. It is vital that the line manager is both able and willing to rise to the challenge of monitoring the performance and having honest conversations (Marchington et al, 2016, p.64). The DAP is supposed to facilitate these conversations, therefore by encouraging line managers to keep on top of their DAP reviews (as they are often slow to complete them), it ensures performance is discussed regularly.

2.2 Support line managers’ capability to deliver performance management activities.
A key element of the HR Officer role requires supporting line managers in delivering performance management activities. These conversations can often be awkward and uncomfortable, and so having HR/legal advice can often give line managers the confidence to address them. Studies show, those line managers who do this, deal with their issues best, and generally have better performing teams (Robinson, 2013, p.27). 
A sergeant seminar was conducted by myself and the HR Attendance and Performance Specialist, to train Pembrokeshire line managers on performance issues. This included a power point presentation (EV1.5) delivered jointly, followed by any questions and case study discussions. This allowed multiple individuals to chip into a conversation, sharing experiences and providing advice to colleagues. HR were able to direct these conversations and ensure sergeants were receiving the correct advice and guidance. This was a confidential space whereby HR could train, with live issues, which saved time rather than individually coaching each sergeant. This seminar prompted further discussions regarding specific cases, which (EV2.0)
I have also delat with a case whereby a individual had poor time management, carried few case loads and completed them to a below average standard. The supervisor and I helped create the informal plan and discussed key messaged that needed to be conveyed to ensure the employee was clear on how to improve. I checked in with the line manager 3 months later to ensure frequent conversations were taking place (EV1.9)

2.3 Work in conjunction with line managers in the provision of employee performance and development reviews.
The Development Assessment Profile (DAP) is a tool DPP uses to capture honest conversations regarding performance, career development, development issues and general feedback. This is a obligatory task for every member of staff across DPP. HR not only developed this platform, but assist the divisional SLT in ensuring everyone completes it, by providing DAP stats (EV2.5). These stats will show SLT what percentage of the division has reached what stage e.g. interim review, objective setting. The DAP report goes into enough detail that it can advise the SLT as to which individuals are at which stage in order for them to chase. As part of the DAP, line managers have to set clear objectives which trickle down from the chief officers. Studies show that individuals with clear and achievable objectives are more motivated and thus more likely to achieve HPW (CIPD, 2020). 
If a HR Officer is aware of a performance plan in place, they should also make note of this on their records and chase accordingly. For example, if an employee has been given three months to demonstrate an improvement in their performance, HR should be chasing for an update in just under 3 months’ time. If the line manager feels that performance still requires improvement, the HR Officer may wish to discuss this with the Performance Specialist who can provide insightful advice as to whether that individual should be progressed to formal process.

[bookmark: _Toc82798423]LEARNING OBJECTIVE 3

3.1 Evaluate the organisation’s approach to performance management, including employee performance and development reviews.
DPP’s approach to performance management could be improved. The processes and information available to line managers are clearly outlined through information on the organisation’s intranet page. However, performance is a tricky subject, and often line managers require additional support when tackling these issues. This is where extra training should be provided. Training should be given before an officer “acts up” or in the early stages of this supervisory role. Ideally, this would take place centrally so all those effected, across various divisions, receive the same training. Thereby producing uniform performance management (or as close as), across the force. In addition to this, follow up training would be preferrable so that these individuals can consolidate their knowledge. It may be that some of these line managers have been lucky enough not to encounter a performance issue since their initial training and may have forgotten a lot of what was initially taught. 
It would also be beneficial for the HR Officers to receive regular training regarding performance. This would ensure that the HR team continues to operate as one collective. It may also be good to discuss case studies in this forum to assist with any ongoing performance issues. This was discussed with the HR Attendance and Performance Specialist, also my supervisor (EV3.0). She advised that once restrictions were lifted within the force she would facilitate face-to-face workshops. In the interim this will be done via Skype.
As it stands, HR Officers are not permitted to read an individuals’ DAPs due to confidentiality. It may benefit the organisation to lift this restriction. If HR Officers were able to sample DAPs, they could make sure that line managers are setting clear and SMART goals (Hearn, 2017). HR Officers can only see what stage the individuals are at, not the content of the discussions. Furthermore, by sampling, HR may be able to identify any individuals who should be placed on an informal performance plan. SLT have access to the officers’ DAP’s on their division, but perhaps do not have the HR trained eye, or time, to chase up these sorts of concerns. 

3.2 Assess the extent to which performance management processes support high performance working (HPW) and contribute to sustained organisational performance.
HPW can be defined as successfully adopting and imposing a bundle of HR practices, which in turn boost employee and therefore organisational performance. The following processes are agreed to be part of this bundle (Taylor, 2016, pp.198-9):
· Recruitment processes
· Learning and development
· Pay
· Internal promotion
· Team rewards
· Effective grievance processes
· Communication and staff voice
· Appraisals and feedback systems
· Flexible working options
· Job security
· Work-life balance
· Respect and fairness
Flexible working covers the hours worked by an individual, place of work and times of work (Daniels, 2019, p.74). DPP offers flexible working for anyone who have completed 26 weeks of service (EV2.8). The purpose of this is to enhance employees’ well-being. The CIPD suggest that those individuals who have a greater work-life balance perform better, resulting in HPW (2021). In some cases of performance issues, welfare concerns have come to light in these honest conversations. Whether that be via the DAP or in an informal performance plan. HR can then look to support, and perhaps suggest a flexible working pattern to ensure that the individuals’ well-being is protected. This also ensures that a good level of performance is sustainable (Schrage, 2019, p.15).
As mentioned previously, feedback systems are a means of achieving HPW. DAP is the main feedback system in DPP. It is essential that HR push to have these completed to ensure honest conversations about performance and development are happening. These conversations can lead to HPW as it addresses issues and when done effectively, can boost confidence and motivate an individual to achieve their goals, such as promotion.

3.3 Recommend ways for developing performance management processes to enhance their impact on organisational performance.
Currently, if an individual completes their validity period and improves performance for the WIN period, they can drop down the stages of the performance plan and/or come off a plan altogether. If then, there is a small break followed by a “minor” performance issue, they potentially start the process all over again from informal to stage 1 etc. I would propose that if there is cumulative unsatisfactory performance, an individual could re enter the performance process at a higher level. 
I would also recommend that more information is given to supervisors by means of training and easy to access information on the intranet page, in how to deal with a performance issue. The general trend from line managers is that they lack the confidence to make that decision when performance falls below a satisfactory level, because it is not necessarily quantifiable. This is where HR regular divisional HR input is beneficial.
The DAP could also be developed. This is seen by many as a tick box exercise. I would suggest this would not be a quick fix, rather a culture change. Line managers need to be on board to ensure this positive attitude towards these conversations, trickles down to their team. This will only be achieved through HR led training. Whereby HR fully explain the benefits of the DAP system and how it can contribute to progressing someone’s career and performance. All of this feedback was discussed with my line manager during the “on the job training exercise” (EV3.0). 
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EV1.1 – Attendance and Performance Policy  

EV1.2 – Performance Templates  
EV1.3  - Line Manager HR Guide 

EV1.4 – Performance Email Chain 1 
EV1.5 – Sgt Seminar Power Point Presentation 

EV1.6 – Checking Performance Plans for Line Manager 
EV1.7 – Performance Plan Templates   

EV1.8 – Move Due to Performance 

EV1.9 – Checking on Performance Update 

EV2.0 – Charlie handover notes
EV2.1 – Meeting with L&D Manager 

EV2.2 – Email Performance Spreadsheet Updated 

EV2.3 – Performance stats spreadsheet 

EV2.4 – Intranet Page

EV2.5 – DAP Stats 
EV2.6 – CIPD website www.cipd.co.uk 

EV2.7 – Reg 13 

EV2.8 – Flexible working policy 
EV2.9 – On the job training doc 
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