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Personal Statement — LO1

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

Improving and seeking to improve and maintain levels of performance are a key feature of Human
Resource Management (Taylor, 2016), especially given that in the 215t century, the main objective of
most organisations is to survive and thrive.

A “Paradigm shift” in economy to a more versatile and agile model heralds a need for an adapted
way of approaching performance management with an increase in innovation, collaboration and
value. It is important that we are able to harness the strengths of our employees and manage areas
of weakness to support this shift and enhance organizational performance (De Smet, et al., 2018).

A ‘top down’ approach to appraisals and supervisions is taken and managers are required to
supervise their peers as part of their managerial duties. Managers are required to provide

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

It is the duty of employers to analyze the performance of its employees. Performance management
is the term used to describe the process of the management of staff, however it is more commonly
referred to as the process used to manage the underperformance of staff.






implemented in the event that employ'eeg were iﬁcapable of performing their duties, rather than a
refusal to do so, which would then be covered under the disciplinary procedure.

The capability of employees is also benchmarked through the CQC (Care and Quality Commission)

A recent report by ACAS titled ‘Building Productivity in the UK’ (ACAS, 2015) ‘ZApyp_eﬂqqix 19)
highlighted the need to review the effectiveness of workplace organisations after evidence shows a
low output of performance within the UK including long working hours, and slower increases in pay
rates despite a high level of well-educated individuals and qualified jobs on offer (ACAS, 2015).

As a result of the report, ACAS developed ‘7 levers of productivity’ which can be used by

organisations and managers to be aware of and develop productivity by providing advice and
guidance on how to approach each area (Figure 1) (ACAS, 2015).

Figure 1

:} BUILDING
. PFRODUCTIVITY

(ACAS, 2015),

1.3 Provide timely and accurate information to colleagues regarding performance
Mmanagement activities.

Itis important that timely and accurate information is provided to colleagues regarding performance
Management activities. This could be in relation to provide managers with information as well as

"

providing timely communications to employees. Appendix 20 is an example of an email sent to 3

advising on the correct process to follow, and Appendix 21 is an example of a performance
Management document which was shared with a colleague during an ongoing capability procedure
which highlighted review dates and timeframes.

Employers have a duty to inform employees straight away if there is cause to invoke the disciplinary
or capability procedure (ACAS, 2020).
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New Starter Checklist ~ Residential Setting

Name: Area Manager: Donna Beavis
Start Date: Area:
Care Tutor Password:

Task Y/N

Yammer link sent & added to appropriate_groups
and ‘new starter group’

Contract received

Holiday booking system link sent and activated

Week 1
Day 1 Monday . Facilitator Time
Introduction HR 09.30am - 11am

*  Welcome & Office introductions
/ familiarisation

® Yammer set up & familiarisation

e Uniform

Care Tutor Online Training: Care Tutor - Online 12.30pm ~3.30pm

1. Care Home Health & Safety

2. Death, Dying and Bereavement

3. Dementia Care 1:
Understanding Dementia

4. Develop as a Worker

5. Dignity and Respect

6. Effective Communication

Induction presentation Yammer 3.30pm - 4.30pm
Policies & Procedures (handbook) Yammer 4.30pm = 5pm
7.5 hours

Day 2 Tuesday

Care Tutor Online Training: Care Tutor - Online 9am -11am

7. Effective Communication 2

8. Emergency First Aid for Care
Workers

9. Moving & Handling Practical

10. Moving & Handling Theory

Moving & Handling Classroom Location: 1lam —-3pm
Training Great Elliots Hill, Crowhill

Road, Haverfordwest SA62 6HT

6 hours







elliotsh

ZELEBRATINGOYEARS

Day 3 Wednesday

First Aid Classroom Training Location — Training Centre, 9am - 3pm
Residential Care Home, Crow
Hill, Haverfordwest
Care Tutor Online Training: Care Tutor - Online 3pm —5pm
11. Principles of Person-Centered
Care
12. Raising Concerns &
Whistleblowing
13. Infection Prevention and Control
in the Care Home
8 hours

Day 4 Thursday

Shadow shift Location; [8 HOURS — INPUT TIME
& CONFIRM WITH AM]
Day 5 Friday 8 hours
Care Tutor Online Training: Online 9am —5pm
14. Role of the Care Worker
15. Safeguarding Adults in the Care
Home
16. Safeguarding Children in Social
Care Settings Equality, Diversity
and Inclusion
17. Fire Safety 1: Hazards &
Prevention
18. Fire Safety 2: Drills & Evacuation
19. Food Safety and Hygiene in the
Care Home
8 Hours
Total: 37.5 Hours
Week 2

[HR support to confirm shifts with AM and input shifts into box below]

Day

Start/finish time
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CODE OF CONDUCT

Policy Statement

Elliots Hill Care Ltd believes that all staff working in the home should act at all times in a professional
and competent manner and with the best interests of the home's service users in mind.

Aim of the Policy

This policy is intended to set out the values, principles and policies underpinning this home's
approach to the staffing of the home and the conduct of staff therein.

Code of Conduct Palicy

Elliots Hill Care Ltd has a duty to service users to ensure that the staff who work at Elliots Hill Care
Ltd act at all times in a professional and competent manner with their best interests in mind.
Therefore, in this home, when acting in the course of our employment, all staff must:

. treat all service users, other staff, relatives, volunteers and visitors to the home with respect
and courtesy

o behave honestly and with integrity

. act with care and diligence

° comply with all applicable UK laws, health and safety legislation, employment law legislation
and other relevant codes of conduct

o comply with any lawful and reasonable direction given by a superior or member of the
home's management

. maintain appropriate standards of confidentiality and data protection

e take reasonable steps to avoid any conflict of interest (real or apparent) in connection with
home employment

o use home resources in a proper manner

. not provide false or misleading information in response to a request for information that is
made for official purposes in connection with employment

° not make improper use of the employee's duties, status, power or authority, in order to
gain, or seek to gain, a benefit or advantage for the employee or for any other person

. at all times behave in a way that upholds the home's values, integrity and good reputation

e not give or disclose, directly or indirectly, any information about the home's business
interests

° not accept casual gifts or favours from service users, relatives or visitors

. show no favouritism in awarding contracts (eg to businesses run by employees, ex-
employees, friends or relatives)

e ensure that acceptance of commercial sponsorship does not influence work at the home.

Review

This policy will be reviewed on an annual basis to ensure it is being effectively implemented.

Signed (Employee):

Date:

§
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POLICY ON CONFIDENTIALITY

Elliots Hill Care Ltd’s Policy on Confidentiality

Elliots Hill Care Ltd believes that it has a duty of confidentiality to its service users. Elliots Hill Care
Ltd regards this as being of the utmost importance and a key part in building a trusting, caring
environment where service users can live safe in the knowledge that their confidences will be kept
and where information about them will be protected safely. It is the home’s policy that all the
information we receive about or from service users is confidential and that only those people who
need to know the information will have access to it. Efliots Hill Care Ltd seeks to always ask
permission before we share information service users have given us with anyone else.

Procedures

Staff should:

* ensure that all files or written information of a confidential nature are stored in a secure manner in
a locked filing cabinet and are only accessed by staff who have a need and a right to access them

* wherever practical or reasonable fill in all care records and service users’ notes in the presence of
and with the co-operation of the resident concerned

* ensure that all care records and service users’ notes, including care plans, are signed and dated.
Rare situations may arise which give rise to exceptions to this duty where confidential information
may relate to harm to other service users or harm to the person sharing the confidence. In such
circumstances the home reserves the right for staff to break their duty of confidentiality and to take
the information to a senior member of staff. in such rare circumstances:

* the relevant service user will be informed of the home’s position and full details will be discussed
with the service user

* appropriate notes will be made in the service user plan and these notes will be open to inspection
by the service user

* the information will only be given to those who absolutely need to know and wider issues of
confidentiality of that information will still apply

* the service user will be free to make a complaint through the home’s complaints procedure.

Initial Assessment Policy

New service users and prospective service users should be shown a copy of this confidentiality policy
on initial assessment. Every effort should be made by staff to ensure that service users fully
understand the implications of that policy. The member of staff performing the assessment should
ensure that the new service user understands and has read the following statement.

“To help us make an assessment of your needs, we will need to ask you for personal information
about your circumstances and to record this information. We will not share this information with
anyone without your agreement and it will be kept in a confidential file which will be keptina
locked filling cabinet. Only care home staff with permission to see the file will be able to access it.
Care staff will record in the file on a daily basis information relevant to your care in the home and
will pass on information relevant to your day-to-day care to your key worker or to whoever is in
charge of each shift. You may have access to your notes at any time to see what is actually being
recorded. It is the home’s policy that all the information we receive about or from service users is
confidential and that only those people who need to know the information will have access to it. The
home will always ask your permission before we share information service users have given us with
anyone else. In certain circumstances, however, we may need to share information in your best
interests and reserve the right to do so.”

T S R Ty i g - o)
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Requests for Information

The home will not provide information to relatives, spouses, friends or advocates without the
consent of the individual resident concerned. All enquiries for information, even if they are from
close relatives, should be referred back to the service user or the service user’s permission sought
before disclosure.

The home is also often asked for reports by insurance companies, solicitors, employers, etc. Before
providing these reports we shall require written consent from the resident concerned and will never
divulge information without consent unless obliged to by law.

Record Keeping

We keep files on all our service users but only keep relevant information to ensure that the care we
offer as an organisation is of the highest quality. The files are only available to staff who need to use
them. We keep very personal letters or notes in a secure place.

This home believes the following.

* Records required for the protection of service users and for the effective and efficient running of
the home are maintained, are up to date and are accurate.,

* Service users have access to their records and information about them held by the home, as well
as opportunities to help maintain their personal records.

* Individual records and home records are kept in a secure fashion, are up to date and in good order;
and are constructed, maintained and used in accordance with the Data Protection Act 1998 and
other statutory requirements.

The home believes that access to information and security and privacy of data is an absolute right of
every service user and that service users are entitled to see a copy of all personal information held
about them and to correct any error or omission in it.

Under the Data Protection Act 1998 the home should have a nominated data user/data controller.
The data user/data controller for this home is Senior Care responsible for each unit

Training

All new staff should be encouraged to read the policies on data protection and on confidentiality as
part of their induction process. Existing staff will be offered training to National Training
Organisation standards covering basic information about confidentiality, data protection and access
to records. Training in the correct method for entering information in service users’ records should
be given to all care staff. The nominated data user/data controller for the home should be trained
appropriately in the Data Protection Act 1998. All staff that need to use the computer system should
be thoroughly trained in its use.

Signed (employee):

Date:
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Disclosure and Barring Service Enhanced Disclosure

| confirm that it is a condition of my employment that Elliots Hill Care Limited obtain and receive a

satisfactory enhanced DBS disclosure to enable me to work with vulnerable adults.

I understand that Elliots Hill Care Limited will pay for the cost of the disclosure before | commence

my employment.

| agree that the sum of £......56................... can be deducted from my wages in accordance with the

terms and conditions of my employment and that (delete as appropriate):

® | will pay the amount in full today;

® the deduction will take place in full on the next wages payment date

Signed (employee):

Date:
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Elliots Hill Care Ltd

THE DATA PROTECTION ACT 1998 AND GENERAL DATA PROTECTION REGULATIONS (GDPR) PoLicy

THE DATA PROTECTION ACT 1998 AND GENERAL DATA PROTECTION REGULATIONS (GDPR)

Elliot’s Hill takes the security and privacy of your data seriously. We need to gather and use
information or ‘data’ about you as part of our business and to manage our relationship with
you. We intend to comply with our legal obligations under the Data Protection Act 1998 and
any subsequent data protection legislation that may come in to force and the EU General
Data Protection Regulation (‘GDPR’) in respect of data privacy and security. We have a duty
to notify you of the information contained in this policy.

This policy applies to current and former employees, workers, volunteers, apprentices and
consultants. If you fall into one of these categories then you are a ‘data subject’ for the
purposes of this policy. You should read this policy alongside your contract of employment
(or contract for services) and any other notice we issue to you from time to time in relation
to your data.

The Company has a separate privacy notice in place in respect of job applicants, service users,
suppliers and other categories of data subject. A copy of these can be obtained from our
Data Protection Officer Jo Swift.

Elliot’s Hill is a ‘data controller for the purposes of your personal data. This means that we
determine the purpose and means of the processing of your personal data.

This policy explains how we will hold and process your information. It explains your rights as a data
subject. It also explains your obligations when obtaining, handling, processing or storing
personal data in the course of working for, or on behalf of, the Company.

This policy does not form part of your contract of employment and can be amended by the Company
at any time. It is intended that this policy is fully compliant with the Data Protection Act 1998
Act and the GDPR. If any conflict arises between those laws and this policy, the Company
intends to comply with the Data Protection Act and the GDPR.

You are asked to sign Appendix 4 to confirm that you have received a copy of this policy and have
read and understood this policy, constituting a privacy notice under GDPR and the relevant
Data Protection Act.

GDPR principles
Personal data must be processed in accordance with six ‘Data Protection Principles.’ It must:

(@)  be processed fairly, lawfully and transparently

(b)  be collected and processed only for specified, explicit and legitimate purposes;

(c)  be adequate, relevant and limited to what is necessary for the purposes for which
it is processed;

(d)  be accurate and kept up to date. Any inaccurate data must be deleted or rectified
without delay;

(e)  not be kept for longer than is necessary for the purposes for which it is processed;
and

® be processed securely and confidentially.

We are accountable for these principles and must be able to show that we are compliant.

Any questions in relation to these principles should be directed to Jo Swift, Data Protection Officer.
GDPR - What is personal data?

‘Personal data’ means information which relates to a living person who can be identified from that
data (a ‘data subject’) on its own, or when taken together with other information which is
likely to come into our possession. It includes any expression of opinion about the person

*
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and an indication of the intentions of us or others, in respect of that person. It does not
include anonymised data.

This policy applies to all personal data whether it is stored electronically, on paper or on other
materials.

This personal data might be provided to us by you, or someone else (such as a former employer,
your doctor, or a credit reference agency), or it could be created by us. It could be provided
or created during the recruitment process or during the course of the contract of
employment (or services) or after its termination. It could be created by your manager or
other colleagues.

We will collect and use the following types of personal data about you:

(@ recruitment information such as your application form and CV, references,
qualifications and membership of any professional bodies and details of any pre-
employment assessments;

(b)  your contact details and date of birth;

(c)  the contact details for your emergency contacts;

(d) yourgender;

()  your marital status and family details;

(f  information about your contract of employment (or services) including start and
end dates of employment, role and location, working hours, details of promotion,
salary (including details of previous remuneration), pension, benefits and holiday
entitlement;

(@  your bank details and information in relation to your tax status including your
national insurance number:

(h)  your identification documents including passport and driving licence and
information in relation to your immigration status and right to work for us;

0] information relating to disciplinary or grievance investigations and proceedings
involving you (whether or not you were the main subject of those proceedings);

() information relating to your performance and behaviour at work;

(k)  training records;

()} electronic information in relation to your use of IT systems/swipe cards/telephone

systems;
(m)  your images (whether captured on CCTV, by photograph or video);
{(m and

(0) any other category of personal data which we may notify you of from time to time.
GDPR Special Types of Personal Data
Special categories of personal data’ are types of personal data consisting of information as to:
(@  your racial or ethnic origin;
(b)  your political opinions;
(¢)  your religious or philosophical beliefs;
(d) yourtrade union membership;
(e)  your genetic or biometric data 3
()  your health;
(9)  your sex life and sexual orientation; and
(h)  any criminal convictions and offences.

Processing of these types of data is only permitted if one of the following conditions applies:

The data subject has given explicit consent to the processing for one or more specific purposes,
except where EU or member state law provides that the data subject may not consent to
this particular type of processing.

It is necessary for the purposes of carrying out the obligations and exercising specific rights of the
controller or of the data subject in the field of employment and social security and social
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protection law, insofar as it is authorised by EU or member state law or a collective
agreement pursuant to member state law providing for adequate safeguards for the
fundamental rights and the interests of the data subject.

Processing is necessary to protect the vital interests of the data subject or of another natural person,
where the data subject is physically or legally incapable of giving consent.

Processing is carried out by a not-for-profit entity with a political, philosophical, religious or trade
union aim in the course of its legitimate activities; with appropriate safeguards; and solely
with regard to members or former members of that entity to persons who have regular
contact with it in connection with its purposes.

Personal data must not be disclosed to anyone outside that entity without the data subject's
consent.

Processing relates to personal data which is manifestly made public by the data subject.

Processing is necessary for the establishment, exercise or defence of legal claims or whenever courts
are acting in their judicial capacity

Processing is permitted where it is necessary for reasons of substantial public interest, on the basis
of EU or member state law which must:

(@)  be proportionate to the aim pursued;

(b)  respect the essence of the right to data protection; and

(c)  provide for suitable and specific measures to safeguard the fundamental rights and
the interests of the data subject.

Processing is necessary for the purposes of preventive or occupational medicine, for the assessment
of the working capacity of the employee, medical diagnosis, the provision of health or social
care or treatment or the management of health or social care systems and services. It must
be carried out on the basis of EU or member state law or pursuant to contract with a health
professional and subject to the conditions and safeguards referred to in Law

Processing is necessary for reasons of public interest in the area of public health, such as protecting
against serious cross-border threats to health or ensuring high standards of quality and
safety of health care and of medicinal products or medical devices. It must be carried out on
the basis of EU or member state law which provides for suitable and specific measures to
safeguard the rights and freedoms of the data subject, in particular professional secrecy.

Processing is necessary for archiving purposes in the public interest, scientific or historical research
purposes or statistical purposes. Processing must be based on EU or member state law,
which must be proportionate to the aim pursued, respect the essence of the right to data
protection and provide for suitable and specific measures to safeguard the data subjects'
fundamental rights and interests.

GDPR Processing
‘Processing’ means any operation which is performed on personal data such as:
(@) collection, recording, organisation, structuring or storage;
(b)  adaption or alteration;
(c) retrieval, consultation or use;
(d) disclosure by transmission, dissemination or otherwise making available;
(e) alignment or combination; and
f restriction, destruction or erasure.

This includes processing personal data which forms part of a filing system and any automated
processing.

The Company will process your personal data (including special categories of personal data) in
accordance with our obligations under data protection legislation.

We will use your personal data for:

(@)  performing the contract of employment (or services) between us;
(b)  complying with any legal obligation; or
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(c) if it is necessary for our legitimate interests {or for the legitimate interests of
someone else}. However, we can only do this if your interests and rights do not
override ours (or theirs). You have the right to challenge our legitimate interests
and request that we stop this processing. See details of your rights below.

We can process your personal data for these purposes without your knowledge or consent. We will
not use your personal data for an unrelated purpose without telling you about it and the
legal basis that we intend to rely on for processing it.

If you choose not to provide us with certain personal data you should be aware that we may not be
able to carry out certain parts of the contract between us. For example, if you do not provide
us with your bank account details we may not be able to pay you. It might also stop us from
complying with certain legal obligations and duties which we have such as to pay the right
amount of tax to HMRC or to make reasonable adjustments in relation to any disability you
may suffer from.

GDPR When will we process your data

We have to process your personal data in various situations during your recruitment, employment
(or engagement) and even following termination of your employment (or engagement).

For example:

(@ Todecide whether to employ (or engage) you

(b)  to decide how much to pay you, and the other terms of your contract with us;

(¢)  tocheck you have the legal right to work for us;

(d) tocarry out the contract between us including where relevant, its termination;

(e) training you and reviewing your performance;

()  to decide whether to promote you;

(@) to decide whether and how to manage your performance, absence or conduct;

(h)  to carry out a disciplinary or grievance investigation or procedure in relation to you
or someone else;

(i) to determine whether we need to make reasonable adjustments to your workplace
or role because of your disability;

)] to monitor diversity and equal opportunities;

(k)  to monitor and protect the security {including network security) of the Company,
of you, our other staff, customers and others;

()  to monitor and protect the health and safety of you, our other staff, customers and
third parties;

(m) to pay you and provide pension and other benefits in accordance with the contract
between us;

(n)  paying tax and national insurance;

(0)  to provide a reference upon request from another employer;

(p)  to pay trade union subscriptions;

(@  monitoring compliance by you, us and others with our policies and our contractual
obligations;

() to comply with employment law, immigration law, health and safety law, tax law
and other laws which affect us;

(s) to answer guestions from insurers in respect of any insurance policies which relate
to you;

® running our business and planning for the future;

(u)  the prevention and detection of fraud or other criminal offences;

(v)  to defend the Company in respect of any investigation or litigation and to comply
with any court or tribunal orders for disclosure; and

(w)  for any other reason which we may notify you of from time to time.
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We will only process special categories or sensitive personal data (see above) in certain situations in
accordance with the law. For example, we can do so if we have your explicit consent. If we
asked for your consent to process a special category of personal data then we would explain
the reasons for our request. You are not obliged to consent and can withdraw consent later
if you choose to do so by contacting lo Swift, Data Protection Officer.

We do not need your consent to process special categories of your personal data when we are
processing it for the following purposes, which we may do:

(@) where it is necessary for carrying out rights and obligations under employment law;

(b)  where it is necessary to protect your vital interests or those of another person
where you/they are physically or legally incapable of giving consent;

(¢)  where you have made the data public;

(d)  where processing is necessary for the establishment, exercise or defence of legal
claims; and

(e)  where processing is necessary for the purposes of occupational medicine or for the
assessment of your working capacity.

()  We will only collect criminal convictions data where it is appropriate given the
nature of your role and where the law permits us. This data will usually be
collected at the recruitment stage, however, it may also be collected during your
employment in accordance with CIw requirements. If you are employed by us we
will store this data in accordance with CIw requirements.

We might process special categories of your personal data for the purposes in paragraph 62.31
above. In particular, we will use information in relation to:

(@) your race, ethnic origin, religion, sexual orientation or gender to monitor equal
opportunities;

(b)  your sickness absence, health and medical conditions to monitor your absence,
assess your fitness for work, to pay you benefits, to comply with our legal
obligations under employment law including to make reasonable adjustments and
to look after your health and safety; and

(¢)  your trade union membership to pay any subscriptions and to comply with our
legal obligations in respect of trade union members.

(d) Inorder to protect yours or someone else’s interests.

We do not take automated decisions about you using your personal data or use profiling in relation
to you.

GDPR Sharing Personal Data

Sometimes we might share your personal data with group companies or our contractors and agents
to carry out our obligations under our contract with you or for our legitimate interests.

We require those companies to keep your personal data confidential and secure and to protect it in
accordance with the law and our policies. They are only permitted to process your data for
the lawful purpose for which it has been shared and in accordance with our instructions.

We do not send your personal data outside the European Economic Area. If this changes you will be
notified of this and the protections which are in place to protect the security of your data
will be explained.

GDPR Your Obligations

Everyone who works for, or on behalf of, the Company has some responsibility for ensuring data is
collected, stored and handled appropriately, in line with this policy and any other policies set
out in this Handbook including our policies on IT and Social Media.

The Company’s Data Protection Officer, Jo Swift is responsible for reviewing this policy and updating
the board of directors and management team on the Company’s data protection
responsibilities and any risks in relation to the processing of data. You should direct any
questions in relation to this policy or data protection to this person.
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You should only access personal data covered by this policy if you need it for the work you do for, or
on behalf of the Company and only if you are authorised to do so. You should only use the
data for the specified lawful purpose for which it was obtained.

You should not share personal data informally.

You should keep personal data secure and not share it with unauthorised people.

Where possible data will be encrypted before being transferred electronically.

You should regularly review and update personal data which you have to deal with for work. This
includes telling us if your own contact details change.

You should not make unnecessary copies of personal data and should keep and dispose of any
copies securely.

You should use strong passwords.

You should lock your computer screens when not at your desk.

All data must be stored on the server and not on computer hard drives.

Consider anonymising data or using separate keys/codes so that the data subject cannot be
identified.

Do not save personal data to your own personal computers or other devices.

Personal data should never be transferred outside the European Economic Area except in
compliance with the law and authorisation of the Data Protection Officer Jo Swift.

You should lock drawers and filing cabinets. Do not leave paper with personal data lying about.

You should not take personal data away from Company’s premises without authorisation from your
line manager or Data Protection Officer.

Personal data should be shredded and disposed of securely when you have finished with it.

You should ask for help from our Data Protection Officer/Data Protection Manager if you are unsure
about data protection or if you notice any areas of data protection or security we can
improve upon.

Any deliberate or negligent breach of this policy by you may result in disciplinary action being taken
against you in accordance with our disciplinary procedure.

It is a criminal offence to conceal or destroy personal data which is part of a subject access request
(see below). This conduct would also amount to gross misconduct under our disciplinary
procedure, which could result in your dismissal.

GDPR Breaches

We have robust measures in place to minimise and prevent data breaches from taking place. Should
a breach of personal data occur (whether in respect of you or someone else) then we must
take notes and keep evidence of that breach. If the breach is likely to result in a risk to the
rights and freedoms of individuals then we must also notify the Information Commissioner’s
Office within 72 hours.

If you are aware of a data breach you must contact Jo Swift immediately and keep any evidence you
have in relation to the breach.

GDPR Subject Access Requests

Data subjects can make a ‘subject access request’ (‘SAR’) to find out the information we hold about
them. This request must be made in writing. If you receive such a request you should
forward it immediately to the Data Protection Officer/Data Protection Manager who will
coordinate a response.

If you would like to make a SAR in relation to your own personal data you should make this in writing
to Jo Swift. We must respond within one month unless the request is complex or numerous
in which case the period in which we must respond can be extended by a further two
months.

There is no fee for making a SAR. However, if your request is manifestly unfounded or excessive we
may charge a reasonable administrative fee or refuse to respond to your request.

GDPR Your Rights
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You have the right to information about what personal data we process, how and on what basis as
set out in this policy.

You have the right to access your own personal data by way of a subject access request (see above).

You can correct any inaccuracies in your personal data. To do you should contact Jo Swift.

You have the right to request that we erase your personal data where we were not entitled under
the law to process it or it is no longer necessary to process it for the purpose it was
collected. To do so you should contact Jo Swift.

While you are requesting that your personal data is corrected or erased or are contesting the
lawfulness of our processing, you can apply for its use to be restricted while the application
is made. To do so you should contact Jo Swift,

You have the right to object to data processing where we are relying on a legitimate interest to do so
and you think that your rights and interests outweigh our own and you wish us to stop.

You have the right to object if we process your personal data for the purposes of direct marketing.

You have the right to receive a copy of your personal data and to transfer your personal data to
another data controller. We will not charge for this and will in most cases aim to do this
within one month.

With some exceptions, you have the right not to be subjected to automated decision-making.

You have the right to be notified of a data security breach concerning your personal data.

In most situations we will not rely on your consent as a lawful ground to process your data. If we do
however request your consent to the processing of your personal data for a specific purpose,
you have the right not to consent or to withdraw your consent later. To withdraw your
consent, you should contact the Data Protection Officer, Jo Swift.

You have the right to complain to the Information Commissioner. You can do this be contacting the
Information Commissioner’s Office directly. Full contact details including a helpline number
can be found on the Information Commissioner's Office website (www.ico.org.uk). This
website has further information on your rights and our obligations.

Data Retention

These guidelines support the Company’s Data Protection and General Data Protection Regulations
(GDPR) Policy and adopt its definitions.

The guidelines are intended to ensure that the Company’s processes personal data in the form of
employment records in accordance with the personal data protection principles, in particular

that:

. Personal data must be collected only for specified, explicit and legitimate purposes.
It must not be further processed in any manner incompatible with those purposes.

. Personal data must be adequate, relevant and limited to what is necessary in
relation to the purposes for which it is processed. When personal data is no longer
needed for specified purposes, it is deleted or anonymised as provided by these
guidelines.

° Personal data must be accurate and, where necessary, kept up to date. It must be
corrected or deleted without delay when inaccurate.

. Personal Data must not be kept in an identifiable form for longer than is necessary
for the purposes for which the data is processed.

. Personal Data must be secured by appropriate technical and organisational

measures against unauthorised or unlawful processing, and against accidental loss,
destruction or damage.
The Data Protection Officer is responsible for overseeing these guidelines. Any questions about the
operation of the guidelines should be submitted to the Data Protection Officer.
Location of Employment Records
The Data Protection Officer is responsible for overseeing these guidelines. Any questions about the
operation of the guidelines should be submitted to the Data Protection Officer.
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The Company’s HR department holds employment records and can be contacted with any enquiries
relating to your personal data.
Keeping Information up to date

The Company needs to ensure that your personal details are up to date and accurate.

When you first start working for us we record your name address next of kin and contact telephone
details. In the event that any of these change you should update your details by notifying
the HR department. You will be invited to review and update personal information on a
regular basis.

These provisions are intended to complement the data subject rights referred to in the Data
Protection and General Data Protection Regulations (GDPR) Policy.
General Principles on Retention and Erasure

Our approach to retaining employment records is to ensure that it complies with the data protection
principles referred to in these guidelines and, in particular, to ensure that:

e Employment records are regularly reviewed to ensure that they remain adequate,
relevant and limited to what is necessary to facilitate you working for the
Company.

® Employment records are kept secure and are protected against unauthorised or

unlawful processing and against accidental loss, destruction or damage. Where
appropriate the Company uses anonymization to prevent identification of
individuals.
o When records are destroyed, whether held as paper records or in electronic
format, the Company will ensure that they are safely and permanently erased.
Retention and Erasure of Recruitment Documents

The Company will inform candidates about what it will do regarding their personal data.

The Company retains personal information following recruitment exercises to demonstrate, if
required, that candidates have not been discriminated against on prohibited grounds and
that recruitment exercises are conducted in a fair and transparent way.

The Company’s candidate privacy notice advises candidates how long we expects to keep their
personal information for, once a recruitment decision has been communicated to them. This
is likely to be for six months from the communication of the outcome of the recruitment
exercise which takes account of both the time limit to bring claims and for claims to be
received by the Company.

Information relating to successful candidates will be transferred to their employment record with
the Company. This will be limited to that information necessary for the working relationship
and, where applicable, that required by law.

Following a recruitment exercise information, in both paper and electronic form, will be held by the
HR department. Destruction of that information will take place in accordance with these
guidelines.

Retention and Erasure Periods

The Company has regard to recommended retention periods for particular employment records set
out in legislation, referred to in the table below. However, it also has regard to legal risk and
may keep records for up to seven years (and in some instances longer) after your
employment or work with us has ended. In any event, we will comply with
recommendations and guidance from the Information Commissioner and will ensure that
our retention periods are proportionate and, in the absence of a statutory requirement,
designed using a risk analysis approach. Records will only be retained for a particular
purpose and will not be kept for longer than is necessary for that purpose unless required to
protect against legal risk.

Type of employment record Retention period
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Recruitment records

These may include:

Completed online application forms or CVs.
Equal opportunities monitoring forms.
Assessment exercises or tests.

Notes from interviews and short-listing
exercises.

Pre-employment verification of details
provided by the successful candidate. For
example, checking qualifications and taking
up references. (These may be transferred to
a successful candidate's employment file.)

Criminal records checks. (These may be
transferred to a successful candidate's
employment file if they are relevant to the
ongoing relationship.)

Six months after notifying candidates of the
outcome of the recruitment exercise.

Immigration checks

Three vyears after the termination of

employment.

Contracts

These may include:

Written particulars of employment.

Contracts of employment or other contracts.
and

Documented terms

conditions.

changes to

While employment continues and for seven
years after the contract ends.

Collective agreements

Collective workforce agreements and past
agreements that could affect present
employees.

Any copy of a relevant collective agreement
retained on an employee’s record will remain
while employment continues and for seven
years after employment ends.

Payroll and wage records

Details on overtime.

These must be kept for at least three years
after the end of the tax year to which they
relate. Some information for example
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Bonuses.
Expenses.

Benefits in kind.

expenses will be kept for 6 years.

Current bank details

Bank details will be deleted as soon after the
end of employment as possible once final
payments have been made

PAYE records

These must be kept for at least three years
after the end of the tax year to which they
relate.

Records in relation to hours worked and
payments made to workers

These must be kept for three years beginning
with the day on which the pay reference
period immediately following that to which
they relate ends.

Travel and subsistence.

While employment continues and for seven
years after employment ends.

Record of advances for season tickets and
loans to employees

While employment continues and for seven
years after employment ends.

Personnel records
These include:
Qualifications/references.

Consents for the processing of special
categories of personal data.

Annual leave records.
Annual assessment reports.
Disciplinary procedures.
Grievance procedures.

Death benefit nomination and revocation
forms.

Resignation, termination and retirement.

While employment continues and for seven
years after employment ends.
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Records in connection with working time

Three years from the date on which they
were made.

Working time opt-out

Three years from the date on which they
were entered into.

Records to show compliance, including:
Time sheets for opted-out workers.

Health assessment records for night workers.

Three years after the relevant period.

Maternity records

These include:

Maternity payments.

Dates of maternity leave.

Period without maternity payment.

Maternity certificates showing the expected
week of confinement.

Four years after the end of the tax year in
which the maternity pay period ends.

Accident records

These are created regarding any reportable
accident, death or injury in connection with
work.

For at least four years from the date the
report was made.

Type of service user record

Retention period

Care plan
| Emergency Evacuation Plan

andover and finance sheets

Current and 3 years from date of update

Incident reports
Body maps
Outcomes

Misc. medical info e.g. letters

3years

Accident reports

4 years/until aged 21

Reviews

3 years from end of service

Activity planners

Passport

Current and 3 years from date of update
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I Risk assessments | 3years funtil aged 21 —|

IT PoLicy

This Policy is intended to promote effective communication and working practices. This Policy deals
with the use (and misuse) of computer equipment, e-mail, the internet, telephones,
voicemail, fax machines, copiers, scanners, CCTV, and electronic key fobs and cards.

You are expected to protect our electronic communications systems and equipment from
unauthorised access and harm at all times. Failure to do so may be dealt with under our
Disciplinary Procedure and, in serious cases, may be treated as gross misconduct leading to
summary dismissal.

Equipment security and passwords

If you are authorised to access our computer equipment you are responsible for the security of the
equipment allocated to or used by you, and must not allow it to be used by anyone other
than as permitted.

Systems and data security

You should not delete, destroy or modify existing systems, programs, information or data which
could have the effect of harming our business or that of our Customers or exposing us or
them to risk.

You are prohibited from downloading or installing software from external sources. This includes
software programs, instant messaging programs, screensavers, photos, video clips and music
files. Incoming files and data should always be virus-checked by you before they are
downloaded. The following must never be accessed from Company computers unless
specifically required for business purposes: online radio, audio and video streaming, instant
messaging and webmail (such as Hotmail or Yahoo) and social networking sites (such as
Facebook, Bebo, Second Life, YouTube, Twitter). This list may be modified from time to time.

We may monitor e-mails passing through our system for viruses. You should exercise caution when
opening e-mails from unknown external sources or where, for any reason, an e-mail appears
suspicious. We should be informed immediately if a suspected virus or any corrupted
information is received. We reserve the right to block access to attachments to e-mails. We
also reserve the right not to transmit any e-mail message.

E-mail etiquette and content

We do not in any circumstances permit use of our email to send personal emails.

E-mail is a vital business tool, but an informal means of communication, and should be used with
great care and discipline. Correspondence sent by e-mail should be written as professionally
as a letter or fax. You should ensure that the content of your email is factually correct.

You should not send abusive, obscene, discriminatory, racist, harassing, derogatory or defamatory e-
mails. Anyone who feels that they have been harassed or bullied, or are offended by
material received from a colleague via e-mail should inform us immediately.

You should take care with the content of e-mail messages, as incorrect or improper statements can
give rise to claims for discrimination, harassment, defamation, breach of confidentiality or
breach of contract. You should assume that e-mail messages may be read by others and not
include anything which would offend or embarrass you or any reader if it found its way into
the public domain.

In general, you should not;

Send or forward private e-mails at work which you would not want a third party to read;

Send or forward chain mail, junk mail, cartoons, jokes or gossip;

Agree to terms, enter into contractual commitments or make representations by e-mail;

Download or e-mail text, music and other content on the internet subject to copyright
protection;
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Send messages from someone else’s computer or under an assumed name unless
specifically authorised (and you should take adequate precautions to prevent this);
or

Send confidential messages via e-mail or the internet, or by other means of external
communication which are known not to be secure.

Failure to comply with our email code of conduct may amount to gross misconduct and summary
dismissal.

Use of the internet

Use of the internet is restricted to work use only.

You should not access any web page or any files (whether documents, images or other) downloaded
from the internet which could, in any way, be regarded as illegal, offensive, in bad taste or
immoral or be of a kind described in paragraph 61.4. While content may be legal in the UK, it
may be in sufficient bad taste to fall within this prohibition. As a general rule, if any person
(whether intended to view the page or not) might be offended by the contents of a page, or
if the fact that our software has accessed the page or file might be a source of
embarrassment if made public, then viewing it will be a breach of our IT Policy. Such actions
may also, in certain circumstances, amount to a criminal offence.

You should not under any circumstances without consent use our systems to participate in any
internet chat room, post messages on any internet message board or set up or log text or
information on a blog or wiki, even in your own time.

You must not discuss the Company, or our service users or their families, or our staff, or your work,
or any confidential information or trade secrets, or make derogatory or detrimental
comments about your work, your colleagues our customers, or publish any unauthorised
photographs of our customers on Facebook, Bebo, Twitter or any other social networking
sites or media or to the public generally.

Company telephones

Land line telephones are essential for our business. Incoming personal calls are allowed only in the
case of an emergency. Personal outgoing (non-business) calls should be avoided and, where
this is not possible, such calls should be kept short. You should discourage your friends and
relatives from either calling on you in person or by telephone except in an emergency.
Mobile telephones

Mobile telephones and the use of text messages should only be used in the performance of your
duties. Mobile telephones must not be used for personal reasons during working time.

Any breach of this policy may render you liable to our Disciplinary Procedure and may be considered
as gross misconduct.

Use of mobile phones whilst driving

You should not use a mobile phone whilst driving even if hands-free equipment is available. You
should either switch off the phone whilst driving or let your message service answer all calls.
If accompanied, a colleague can answer all calls. If you wish to make or receive calls whilst
driving a vehicle, you should pull over to the side of the road, park the vehicle and switch off
the engine before using the mobile phone.

Friends and relatives contact

You should discourage your friends and relatives from either calling on you in person or by
telephone except in an emergency.
Personal mobiles

If you bring your personal mobile into work you should ensure that it is kept switched off or turned
to silent during working hours and that it is only used during authorised work breaks. During
working hours the use of personal mobiles for any purpose is strictly prohibited. Any breach
may be considered as gross misconduct.

PRGBS ATl 7 T o, O N IR






elliots

We About People

APPENDIX 4

Elliots Hill are committed to putting data privacy and protection at the front and centre of the
business.

We reserve the right to update The Data Protection and General Data Protection Regulations (GDPR)
policy at any time, and we will provide you with an updated version of the policy which constitutes
the privacy policy when we make any substantial updates. We also notify you in other ways from
time to time about the processing of your personal information.

If you have any questions about the privacy notice contained in The Data Protection and General
Data Protection Regulations (GDPR), please contact Jo Swift, Data Protection Officer.

Signed (employee):

Date:
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REPAYMENT OF TRAINING COSTS

1. if you are provided with training in the course of your employment, you undertake that on
termination of your employment for whatever reason, you may be required (except with the
consent of a Director) to repay the Company as follows:

a. 100% of the initial mandatory training costs, up to a maximum of £750, if your
employment terminates during the period of 12 months immediately after any training
has been completed;

b. 50% of the initial mandatory training costs, up to a maximum of £375, if your
employment terminates more than 12 but no more than 18 months after any training
has been completed; or

c.  Thereafter, no repayment will be required.

2. You may be required to repay up to 100% of any costs, up to a maximum of £180, incurred by
the Company on your behalf at any time if you are registered for, or provided with training, or
are required to train, for the Diploma in Health and Social Care, or Advanced Certificate in
Positive Behavioural Support, or internal training, but do not attend or complete the course.

3. When your line manager informs you that a place has been booked for you on a training course,
it is your responsibility to ensure that you attend. If you are unable to attend, you must inform
your line manager, giving as much notice as possible. Your line manager will cancel the booking
and arrange for you to attend the training on an alternative date.

If you fail to attend a training course that has been booked for you without giving your line
manager prior notice, you will be charged a £35.00 administration fee, which will be deducted
from your next salary payment.

Signed (employee):

Date:
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(S31/2) POLICY ON PROFESSIONAL BOUNDARIES

1. Introduction

1.1.  The purpose of this policy is to identify the principles and values guiding the
professional relationship of Elliots Hill Care Ltd and its staff towards our customers
and their relatives, friends, visitors and representatives.

1.2.  Elliots Hill Care Ltd is committed to complying fully with the requirements of The
National Minimum Standards for Care Homes for Younger Adults 2002, specifically
Standards 22, 27, 23 and 31.

1.3.  This policy should also be read in conjunction with The Care Council for Wales
“Codes of Practice” for social care workers and for the employers of social care
workers.

2. Policy Statement

2.1.  Elliots Hill Care Ltd strives to ensure that staff at all levels behave in a manner that
observes professional boundaries in relationships with our customers and their
relatives, friends, visitors and representatives. It is our belief that behaviour outside
of these boundaries should be regarded as abusive and a reason for disciplinary
action.

2.2.  The company recognises that it is often difficult to draw precise lines defining
appropriate behaviour, so we encourage staff to be tra nsparent in their dealings
with service users and others and to discuss with managers any ambiguities which
arise.

2.3.  The starting point is that the needs of our customers should be at the centre of our
care practice; any relationship which might threaten that objective should be
questioned.

3. The Parties Involved

3.1.  Staff
This policy applies to all staff of Elliots Hill Care Ltd, including temporary staff and
volunteers, not only those who have regular contact with service users in a care-

giving capacity.

3.2. Customers
The term service user is used in this policy to include current service users, past
service users and anyone whose contact with Elliots Hill Care Ltd is concerned with
their being or having been a user or potential user of services.

B L S W S e T SO RS
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3.3.  People associated with customers
This policy includes relationships with people directly associated with customers in a
personal capacity ~ their relatives, friends, visitors and representatives.

4. Professional Boundaries

4.1.  Professional relationships must be distinguished from personal relationships.
Although we believe that staff can quite properly gain satisfaction from developing
and sustaining relationships with customers, the key consideration should always be
the needs of the customer rather than the personal or mutual satisfactions which
characterise personal relationships.

4.2.  Putting the needs of the customer first will on occasions require staff to avoid
allowing a relationship to develop a dimension or to a degree which they personally
would find satisfying, in order to safeguard the interests of customer, which must
remain paramount.

4.3.  Any member of staff who feels that a relationship is developing which might be
judged inappropriate, should discuss the situation with their manager. The action to
be taken may include varying the staff member's duties in order to limit contact with
that person, discussing the situation frankly with the person in order to re-establish
appropriate boundaries, or in extreme circumstances controlling an individual's visits
to the home or moving the staff member to another setting.

5. Professional Codes of Practice

5.1.  All staff should be familiar with and comply with the code of conduct and practice of
the Care Council for Wales (CCW) copies of which are supplied to all staff on
commencing employment.

5.2.  The Code of Professional Practice for Social Care provides criteria to guide everyday
practice and the standards that support workers are expected to meet.

5.3.  Asan employer of social care workers, Elliots Hill Care Ltd will promote the Code of
Professional Practice for Social Care and take it into account in making decisions
about the conduct and practice of our staff.

5.4.  Staff registered with other professional bodies related to social care may also be
subject to the codes of practice of those organisations.

5.5.  Breaches of these codes by staff employed by Elliots Hill Care Ltd will be subject to

disciplinary action and Elliots Hill Care Ltd will cooperate with any action taken by a
regulatory body.
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6. Action outside the Work Situation

6.1.  Although Elliots Hill Care Ltd does not in general seek to regulate the private
behaviour of staff, we recognise that on occasions a staff member's behaviour away
from work may call into question their suitability to work in social care services.

6.2.  Itistherefore the responsibility of all staff to behave, both at work and outside, in
ways which uphold their own credibility and Elliots Hill Care Ltd's reputation. Actions
or behaviour that may cause damage to the reputation of Elliots Hill Care Ltd may be
subject to action under the Disciplinary Policy.

7. Training
7.1. Al staff will be provided with training in maintaining professional boundaries as part
of their induction programme. Further training will be carried out in the workplace

and subject to individual and organisational needs identified.

This policy will be reviewed annually.

Signed (employee):

Date:
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AGREEMENT TO DISAPPLY THE
TELEPHONE AGREEMENT

This Agreement is made between:

Elliots Hill Care Ltd
Great Elliots Hill
Crowhill Road
Haverfordwest
SA62 GHT

and hereby states as follows:

Following recent European rulings on the law of privacy and the rights of the individual, the practice
of phoning staff either at their home or on personal mobiles may be construed as an invasion of
privacy.

€nsure a care service is provided of provided.

In order that the practice of making relevant and pertinent phone calls may continue wouyld you be
kind enough to sign the attached giving your consent.

Signed (employee):

Date:
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AGREEMENT TO DISAPPLY THE
48 HOUR WORKING WEEK

This Agreement is made between:

Elliots Hill Care Ltd
Great Elliots Hill
Crowhill Road
Haverfordwest
SAG2 6HT

and hereby states as follows:

steps to ensure that workers do not work more than an average of 48 hours a week over a 17 week
period. However, a worker may choose to agree to work more than the 48 hour average weekly
limit.

The Company and the Employee hereby agree that the 48 hour average weekly limit shall not apply
to the Employee. This Agreement will remain indefinitely. The Employee [or the Company] may
terminate this Agreement at any time by giving not less than [three months] written notice to the
Company (or) [to the other].

Signed (employee):

Date:
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PERSONAL INFORMATION SHEET
1. DETAILS OF WORKER

Surname: First Names:

Address:

Post Code: Marital Status:

Passport Number: Email Address:

Date of Birth: NI Number:

Home Telephone: Mobile Telephone:

Nationality: Ethnic Origin: White European / Afro Caribbean / Asian / Other

2. DETAILS OF WIFE/ HUSBAND/ PARTNER/ NEXT OF KIN

Surname: First Names:
Address:

Post Code: Relationship to you:
Home Telephone: Mobile Telephone:

3. DETAILS OF MEDICAL PRACTITIONER
Name: ] Practice:
Address:

Telephone:

4. IN EMERGENCY PLEASE NOTIFY
Please fully complete both sections, bearing in mind that the second norninee will only be contacted should the first nominee be unobtainable)

FIRST SECOND

Mr/Mrs/Miss/Ms: Mr/Mrs/Miss/Ms:

Whose relationship to me is: Whose relationship to me is:
Address: Address:

Daytime Telephone: Daytime Telephone:

Evening Telephone: Evening Telephone:

5. BANK DETAILS

Name of Bank: Name account held in:
Sort Code: Account Number:
6. NvQ

Do you hold an NVQ Level 2 or other similar qualification?
{please detail)

7. PAYROLL DETAILS

Student Loan Type (if applicable):

(| Type 1 (If you lived in Scotland or NI when you started your course, or if you lived in England or Wales and started before Sept 2012)
] Type 2 (If you lived in England or Wales and started your course after 1st Sept 2012)

Do you have a current P45? I Y/N ] If yes, please enclose with this form. If no, please complete attached form P46

WORKER'’S DATE:

*
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Interview Questions — Support Worker

Name: Date:
1. Tell us about a little bit about you, your hobbies, interests and what you have

2

been doing in the Iast six months.

What do you have to offer our company and the people we support? Please tell
us some of your strengths and weaknesses.

Can you tell us about a time when you've contributed to effective team working
and what was your role in this?

What do you think are the most important factors to ensure successful team
work?

Firstly, do you understand what we mean by Challenging Behaviour? If S0,
please could you give us some example as to what Challenging Behaviour
might be?

Sometimes the individuals We support show behaviour that challenges. Wil
you be able to cope with individual's difficult and sometimes aggressive
behaviour, and how would you deal with an individual in this situation?

Tell me about a time when you had to work under pressure, how did this
pressure situation arise, what did you do?

. What is your understanding of confidentiality?

What sort of customer information do you think should be kept confidential and
in what circumstances might you need to disclose information that a customer

tells you?

10. Sometimes in this role you will need to work with the minimum of supervision.

Describe a recent example which proves your ability to work on your own to
achieve an end goal,

11. Have you any experience in supporting people with personal care? If not,

would you have any problems with Supporting people with personal care?

12. What steps would you need to take to maintain a customer’s dignity whilst

carrying out personal care?
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13. Some of the individuals that we support have difficulty in communicating, how
would you go about trying to communicate with someone who has
communication barriers?

14. As a support worker what would you do if you saw a work colleague doing
something that you thought was bad practice?

15. Scenario — Reporting Abuse

16. What do you know about our Company, and what has attracted you to apply
here?

17. Do you currently possess any of the following-?
* 3 Years Care experience- (only valid until 31/03/20)

* NVQ Level 2/3/5 in Health and Social Care (adults), or Level 2/3 Diploma in
Health and Social Care

18.If you have not completed the Diploma Level 2, you will be required to
complete an online Principles and Values Award in order to allow you to

starters must also complete induction training, made up of classroom based
and online training. The online training consists of 24 modules that take up to
an hour each and must be completed within 12 weeks.

19. Do you own a Smart phone/Android and are confident using it?
(Once we enforce our new app all Support Workers will be using their personal
Phones to access service user's details and complete daily records)
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About Us

Welcome to Elliots Hill Care Ltd. We are pleased to have you as part of

our team. The work we do is important, as it is life changing for many of our customers.
This pack is set out to give you some helpful information as a ‘new starter’

and to ease you into your new role at Elliots Hill.

Elliots Hill Care Ltd provides care and support for people who require some assistance to look
after themselves. We can support children, young people and adults. We can meet the needs
of adults with a range of needs, including physical disabilities, frailty, learning disabilities,
acquired brain injury and mental health issues. We can manage the changing needs of people,
including palliative care.






Our Values
Y Caring

Our principle focus is on the people that receive and deliver our care

) | Happiness

Being happy makes the lives of our service users and the people around us
better

k| Integrity

We act with integrity at all times and will always do the right thing, no matter how difficult
that may be

¥ Learning

We embrace change and always want to learn more

“ Pride

We know we are good at what we do and are proud to be part of an organisation that
pursues excellence






Employee Directory

Registered Manager Office Number
Domic”iary 01437 764720
m dave.massey@elliotshill.co.uk Residential Care
Home - Crow Hill

Registered Manager

: _ 01437 767975
Residential

m donna.beavis@elliotshilll.co.uk

Area Managers

m laura.bues@elliotshill.co.uk

m sarah.lumsden®@elliotshill.co.uk
m mikinda.Hawkins@elliotshill.co.uk
m neil.roberts@elliotshill.co.uk
Human Resources

m hrsupport@elliotshill.co.uk
Training

m jo.swift@elliotshill.co.uk












How to create your Yammer
account

Provide email address on new starter paperwork

HR Support will email you a Yammer invitation once employment has commenced
Open your email on internet browser, not email app. This email may be in your junk/
spam inbox. (Please note that for the app to work the initial invitation must be
opened via the web browser)

Open Yammer via link in email on internet browser not app

Input information

Download Yammer app either the Play store (android phone) or App store (iPhone)

Log in using account details you just set up.

Once you have been set up on Yammer, you will be invited to join the relevant
Yammer group for your working area.






BVS- Online Training

When you commence work with Elliots Hill, you will need to complete a range of online
training modules on the BVS website. These modules form part of the induction
training for social care workers.

You will need to complete these modules within 3 months of commencing work.
Modules can be completed during work time by using the designated computer, or

additionally if this is not possible and training is completed outside of working hours, you
will be paid for 45 minutes to complete each module.

BVS User Guide

Website: https://bvs.kineoportal.co.uk/
Username: firstnamesurname (all in lower case).
Password: Care123

Please change your password to something memorable for you when you log in for the
first time.






BVS Modules

Death, dying and bereavement

Develop as a worker

Dignity and respect

Effective communication 1

Effective communication 2

Emergency first aid in the workplace
Equality, diversity and inclusion

Home care 1 - The principles of person centred care
Home care 10 - Infection prevention and control
Home care 2 - Role of the home carer
Home care 4 - Moving and handling

Home care 5 - Health and safety

Home care 6 - Fire safety

Home care 7 - Food hygiene

Home care 8 - Medication

Home care 9 - Safeguarding others

Mental capacity act in practice

Nutrition and well-being

Pressure ulcer prevention

Raising concerns and whistle-blowing
Safeguarding children in social care settings

Understanding dementia






Social Care Wales Registration

As of April 2020, it is a requirement for Social Care Workers working in Wales to be
registered with Social Care Wales (SCW).

There are two ways to register with SCW.

1. Register with a qualification
For workers who have a Level 2 or 3 qualification in Adult health and social care(Diploma,
QCF or NVQ) or equivalent.

What you need to do:

e  Check that your qualification is accepted for registration
e  Apply to register on SCWonline
e  Provide us with a copy of the relevant certificate

2. Register if you don't have a qualification or the required experience

For workers who do not hold the above qualifications and have not worked in a relevant
social care role for three of the past five years.

What you need to do:

e  Complete the online Social Care Wales Principles and Values Award
course and assessment (adults or children and young people). The new course and
assessment are based on the first two sections of the all-Wales induction
framework for health and social care. We will invite you to complete this via
email upon commencing employment with us.

e When you have successfully completed the assessment, use your
certificate as evidence to support your application to register.

e  Once registered, you will need to complete a required
qualification by the time you have to renew your registration in three years’
time.












Policies & Procedures

Elliots Hill Ltd policies and procedures can be located within the employee handbook
which can be accessed on Yammer under ‘Network Resources), or alternatively as a hard
copy within each area of work or on the designated staff computer. Please ensure that
you familiarise yourselves with these policies at your earliest convenience. A hard copy of
the handbook can also be located within the main office.

Pay

You will be paid four weekly and on the fourth Friday of every month. Once your
employment has commenced, you will receive an email from payroll
{payroli@elliotshill.co.uk). Your payslip will be sent as a PDE attachment, to access this you
will need to enter your date of birth in the following format: DD/MM/YY (8 characters
including forward slashes). As per government requirements, your payslip is itemised.

Rates of Pay

* Unqualified Support Worker (Probation Rate) - £8.72
* Qualified Support Worker (Probation Rate) - £8.77

* Unqualified Support Worker (Standard Rate) - £8.77
Qualified Support Worker (Level 2/3)- £9.01

Waking nights - Probation £8.28 p/h / Standard £8.42 p/h /Qualified £8.66 p/h
Sleepovers:

1-£69.76

2-£7848

3-£87.20

Training -£8.72

Mileage - 35p per mile

Customer Holiday - £8.72

e o o ° o o @

Pension

We provide a company pension scheme with a company called NOW Pensions. The
employee pays 5% into the pension, and the employer pays 3%.
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PROBATION REVIEW FORM FOR SUPPORT STAFF

MANAGERS PLEASE NOTE:

You are required to submit a copy of this form to HR to keep on the personnel file of the employee. You MUST
seek the advice of HR as soon as possible if difficulties arise during the probationary period which mean that
extending the probationary period and/or non-confirming the employee in post are possible outcomes. Non-
reporting will result in the assumption that the employee’s probation period is progressing satisfactorily.

Please have Job Description available at each meeting.

The line manager should ensure that the employee is given a copy of this document at each stage of their
probation and should retain the original to monitor progress against set objectives at follow-up meetings.

Probation Record

| Employee name:

Job Title:

Department / Section:
Start Date:

Line Manager:

Date Due Please tick when completed

Initial Meeting

2-month review:

4-month review:

6-month review:
L

PART 1: Initial meeting

This section should be completed by the line manager within a week of the employee commencing their
employment.

SECTION A: Objectives

The line manager should identify specific objectives for the employee (for 2, 4 and 6 months, as appropriate)
These will be statements of what should be achieved during the probationary period, including indicators of
success and timescales for achievement.

Week 1
e Day One/ Induction Checklist Completed
* Customer Specific Training Booked By Line Manager (if required)

2 Months
e Attend Induction Day
e Attend all Training

4 Months
e Attend all Training
e Complete Induction Portfolio

6 Months
e Attend all Training
* Enrol on Diploma After Induction Portfolio Is Competed and Submitted (only applies if employee passes
probation)

At All Times
* (Good attendance
e  Punctual







[« Follow sickness and absence reporting procedure

» Attend training as required

SECTION B: Development Plan

To support the employee in achieving these objectives, the line manager should identify any training and
development needs and specify how and when these needs will be addressed during the probationary period.

2 Months
¢ Attend Induction Day- Training schedule with dates on is provided to line manager and employee
* Attend Training ~ Training schedule with dates on is provided to line manager and employee

4 Months
* Attend Training - Training schedule with dates on is provided to line manager and employee
» Complete Induction Portfolio within 12 weeks — Supported by line manager and Jo Swift

6 Months
¢ Attend Training - Training schedule with dates on is provided to line manager and employee
* Enrol on Diploma After Induction Portfolio - Form issued on completion of probation. Speak to line
manager and Jo Swift

Employee’s Signature:

Manager’s Signature:

Date:

PART 2 - First review (2 months)

To be completed by the Line Manager in discussion with the employee.

(please tick) | Improvement Satisfactory Good Excellent |
required

Customer Care

Administration

Attendance

Time Keeping

Work relationships (team work
and interpersonal communication
skills)

Competency in the role

If any areas of performance, conduct or attendance require improvement please provide details below.

Where concerns have been identified, please summarise how these will be addressed during the
remaining period of probation.

Summarise the employee’s performance and progress over the period







| Review Date

— —
Have the objectives identified | YES /No |-!f NO, What further action is required?
for this period of the
probation been met?

Have the training / YES / NO
development needs identified

for this period of the

probation been addressed?

Employee’s Signature:

Manager’s Signature:

Date: J N

PART 3 - Second review (4 months)

To be completed by the Line Manager in discussion with the employee.

required

Customer Care
Administration J
Attendance

Time Keeping

Work relationships (team work
and interpersonal communication
skills)

Competency in the role I |

r (please tick)l Improvement } Satisfactory Good Excellent 1
?

l

f

If any areas of performance, conduct or attendance require improvement please provide details below.

_ |

Where concerns have been identified, please summarise how these will be addressed during the
remaining period of probation.

Summarise the employee’s performance and progress over the period







for this period of the
probation been met?

Have the objectives identified | YES / NO

If NO, what further action is required?

| Review Date

development needs identified
for this period of the
probation been addressed?

Have the training / YES / NO

Employee’s Signature:

Manager’s Signature:

Date:

PART 4 - Final Review (6 months)

To be completed by Line Manager in discussion with the employee.,

mlease tick)

Improvement
required

Satisfactory Good

Excellent

Customer Care

Administration

Attendance

Time Keeping

Work relationships (team work
and interpersonal communication
skills)

Competency in the role

Have the objectives identified for
the probationary period been
met?

YES/NO

If NO, please provide details

Have the training / development
needs identified for the
probationary period been
addressed?

YES /NO

Summarise the employee’s performance and progress over the period

Is the employee’s appointment to be confirmed?

[ YES / NO

If NO, please provide reasons below a
difficulties which have arisen during t

nd summarise what action has been tak
he probationary period.

en to address any

The employee may provide any comments about their experience of the probationary process here.

Should the employee’s probationary period be extended?

| YES / NO







how these will be monitored.

Length of the extension (max 3 months):

New Probation Period completion date:

Employee’s signature: I

Manager’s signature:

If YES, please provide reasons and, where appropriate, specify any areas of improvement required and 1
]
l

Date: J

T . E—

PLEASE NOTE: At the final review meeting, the line manager should confirm verbally whether or not the employee
has successfully completed their probationary period. HR will ONLY issue a letter to confirm the outcome of a
probationary period where this follows an extension of the probationary period or where significant difficulties have
arisen during the probationary period. You are required to submit the completed copy of this form to HR to
keep on the personnel file of the employee
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Supervision Contract

Between Team Leader/Manager:
and Team Member :
* Supervision sessions will be organised every week/month.

* If a supervision session is not held/attended then another will be organised within

* The Supervisor and the Supervisee will prepare for supervision.

The key areas to be addressed are:
1. to enable the worker to perform to the standards specified by the organisation
2. to ensure that the worker is clear about his/her roles and responsibilities
3. to ensure accountability for the work undertaken by the worker
4. to assist in the worker’s professional development
5. to be a primary source of support for the worker
6. to provide regular and constructive feedback to the worker on their performance
7. to review the supervision contract annually

Arrangements agreed for supervision:
Frequency
Length
Location
Recording of supervision

Purpose for which the supervisory record may be used?

Storage of supervision record?

How will we agree the agenda for sessions?

elliotshill.co.uk

Elliots Hill Care Ltd « Company Registration No. 7068518 « Registered by CSSIW as a Residential Care Home and as a Domiciliary Care Agency
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If the Supervisee does not agree with an item, it should be recorded:

What will we do if there are difficulties working together?

Signed:
Date:
This agreement to be reviewed at (frequency):

www.elliotshil'.co.uk

Elliots Hill Care Ltd « Company Registration No. 7068518 » Registered by CSSIW as a Residential Care Home and as a Domiciliary Care Agency
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Supervision Form - Administrators
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Employee Name:

Supervisor Name:

Date of this supervision:

1. Actions from last supervision — use this section to w
made to achieve the actions? What else needs to be done?

Action

rite down what actions you agreed to

gether last time. What progress has been

Progress so far

What else needs to be done? By
whom?

By when?

_2. Wellbeing

How have you been since your
last supervision?
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3

3. Feedback

Value = Pride. We know we are good at what we do and are proud to be part of an organisation that pursues excellence.

3.1 What has gone well for you
since the last time we met?

3.2 Record what the person being
supervised has done well since
the last supervision.

4. Work — ask if there are any is

sues to discuss with any of the following:

4.1 Working hours

4.2 Relationships with colleagues

and other professionals

4.3 Workload

4.4 Place of work

4.5 Other

4.6 Record dates of any sickness

absence since the last supervision
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A

5. Current Projects

5.1 List current projects and discuss progress.

Project details

Discussion notes

HR Personnel files

Recruitment

6. Health and Safety

6.1 Are there any health and

safety issues either of you wish to
discuss?
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(6.2 Have there been any
accidents or incidents to you or
an individual in your care since
the last supervision? Check these
have been recorded and

reported.

7. Training

Value = Learning. We embrace change and always want to learn more.

7.1 What training have you
attended since your last
supervision?

7.2 How has this training helped
you in your job role?

upcoming training between now
and the next supervision and
remind the person being
supervised. Highlight any
outstanding training and book it
in.

7.3 Record dates and times of any

7.4 Is there any training that you
feel would help you in your job
| role?

8. Annual leave
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8.1 List any upcoming leave
already booked

8.2 Record annual leave
remaining.
9. Appraisal — use this section to write down what actions you agreed together at the last appraisal. What progress has been made to
achieve the actions? What else needs to be done?

Action Progress so far What else needs to be done? By | By when?
whom?

10. Updates — record any information that you have given the person being supervised about changes to their work.
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—

11. Actions - list any actions agreed from this su
Topic

pervision. What needs to be done? By whom? By when?

What needs to be done?

By whom? By when?

are any concerns about behaviours or practices,

13. Signature and date

Employee signature:

Date:

Supervisor signature:

L

Date:







ey T www.elliotshill.co.uk

HR COORDINATOR
APPRAISAL PREPARATION - APPRAISER

NAME

JOB ROLE

BRIEF DESCRIPTION OF JOB ROLE

APPRAISAL PERIOD FROM: TO:

MANAGER

Appraisal - Appraiser
Page 1 of 5
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Job Description: Support Worker

Job Title: Support Worker
Reporting to: Team Leader
Location: As designated
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1.0 Purpose

The primary purpose of a Support Worker is to deliver a high quality service in accordance
with the organisation’s strategic objectives, policies and procedures and those of the Care
and Social Services Inspectorate for Wales (CIW).

This role reports directly to the Team Leader.

The Support Worker has a responsibility and is contractually obliged to ensure they adhere
to the Elliots Hill Care Ltd Staff Handbook and Care Council for Wales code of practice.

This job description details the key responsibilities of the role. However, it is expected that
you will undertake additional tasks and take on additional responsibilities, appropriate to
the role, in order to support the delivery of care and the business activities of Elliots Hill Care
Ltd as directed by the line manager and the Senior Management Team.
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2.0 Role Responsibilities

2.1 Customer Care

2.1.1 To maintain a caring environment for customers through high standards of professional
practice that are conducive to the physical, emotional, social, intellectual and spiritual needs of the
customer.

2.1.2  To ensure that each customer receives care appropriate to their individual need as dictated
by the care plan and inform the Team Leader of any changes / improvements that could be made.

2.1.3  To ensure that customers’ medications are administered as prescribed by the appropriate
professional and recorded as required.

2.1.4 To contribute to the assessment of the needs of individual customers and to the formation
of programmes to meet those needs. These programmes will include educational, social, vocational,
physical, life skills and therapeutic activities. Support Workers are to support these activities and
assist in recording and evaluating them.

2.1.5 To ensure all verbal and written complaints are reported to the Team Leader promptly and
accurately in line with the complaints policy.

2.1.6  Toensure that all necessary records are complete, accurate, legible, filed and available for
inspection by authorised persons when required.

2.1.7 To maintain a safe environment for customers in conjunction with Elliots Hill Care Ltd
policies and procedures, including the Fire and Health and Safety regulations. To adhere to all
control measures implemented as part of the risk assessment process.

2.1.8 To support other team members in developing an ethos that reflects customers’ individual
needs and that celebrates their individual differences and diversity, in accordance with equal
opportunities legislation. To respect the customers dignity and rights of privacy as far as possible.

2.1.9 To attend internal and/or external case conferences, reviews and meetings as required.

2.1.10 To use only prescribed Positive Behaviour Management (PBM) techniques when carrying out
physical interventions or removal of customers from potentially difficult and/or hazardous
situations.

2.1.11 To undertake waking nights as required and/or sleep-over duties.
2.1.12 To ensure high standards of care practice are maintained throughout the service, it will be
necessary to undertake a range of normal domestic, self-care and/or social skills tasks with

customers, which may include: cooking; cleaning; washing; ironing; vacuuming; personal care and
driving vehicles.

2.1.13 To carry out customers’ personal care as required.
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2.2 Administration

2.2.1 To carry out delegated administrative functions as and when required. These may include:
2.2.1.1 Customer’s case records;
2.2.1.2  Financial records — including customers’ personal money, clothing allowances, petty cash;
2.2.1.3 Medication records;
2.2.1.4 Vehicle checks;
2.2.1.5 Safety checks;
2.2.1.6 Other relevant functions;
2.2.1.7 Accurate completion of timesheets as required within the specified time

2.2.2 Maintain confidentiality for all areas of Elliots Hill Care Ltd, its staff and work. The nature of
the work within the service entrusts people with confidential information about customers their
families/support workers and staff. Any breach of confidentiality will constitute gross misconduct.

2.3 Staff Development

2.3.1 To undertake appropriate professional training and development.

2.3.2 Participate in regular Supervision sessions with your Line Manager.

2.4 Quality Management
2.41 To work with the Quality Audit team to implement the quality assurance systems,
procedures, policies and practices necessary to meet the required standards and regulations.

2.4.2 To assist with managerial spot checks, including out of hours, as dictated by the Registered
Manager.

2.4.3 To ensure that all potential and actual issues and hazards are reported to the appropriate
authority and Team Leader promptly, accurately and in writing.

2.5 Financial Management

2.5.1 To adhere to company policy on customer finances.

2.5.2 To monitor day-to-day expenditure within specified budgets.

2.6 Place of Work

2.6.1 In conjunction with the Team Leader, ensure the maintenance and security of the place of
work in order to comply with regulations and standards of CIW, fire safety, environmental health,
infection control, building control, planning and health and safety.

2.6.2 To report any hazards to the Team Leader
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2.7 Business Development

2.7.1 To assist with introductory visits and meetings for prospective customers to enable them to
make informed choices and decisions about the service suitability. All in order to evaluate whether
or not the service is able to meet their personal care needs.

2.7.2  Co-operate with all Elliots Hill Care Ltd staff in maintaining good relationships with outside
agencies and the general public in order to uphold Elliots Hill Care Ltd image and win increased
support for its work.

2.7.3 Promote a positive image of customers with unique care needs and the service at Elliots Hill
Care Ltd.

2.7.4  Ensure that your conduct at all times does not conflict with professional expectations of
Elliots Hill Care Ltd as laid down in the Elliots Hill Care Ltd hand book and Care Council for Wales

Code of Practice.
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3.0 Person Specification: Support Worker

3.1 Education:

You will ideally hold:

¢ NVQ 2 Social Care
e Level 2 Diploma in Health & Social Care (Adults)
e Or be committed towards achieving one of the above within 18 months of employment

3.2 skills:

e Driver - Desirable.
e Welsh speaker — Desirable

3.3 Experience:

¢ Experience of person centred planning, supported living and challenging behavioural needs -
Desirable

3.4 Competencies:

3.4.1 Job Knowledge

e The ability to perform role responsibilities, demonstrating an understanding of technical,
administrative and organisational requirements effectively applying knowledge and
experience.

3.4.2 Managing the Service (Work Effectiveness)

¢ The ability to accept responsibility for all aspects of the role.

e The ability to ensure deadlines are met, anticipating and planning ahead.

e The ability to make sound and practical decisions which deal effectively with issues and are
based on thorough analysis and diagnosis.

3.4.3 Communication

e The ability to communicate clearly, accurately and concisely, orally and in writing, to listen,
comprehend and to check understanding.

e The ability to present ideas and information clearly and succinctly to superiors and peers.

e The ability to request clarification when needed.

3.4.4 Effective Teams
o The ability to work effectively as part of the team to achieve objectives.

3.4.5 People Management

o The ability to create and maintain open and constructive relationships with others, to listen
carefully, respond helpfully and be sensitive to their needs.
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Customer Focus

The ability to look after the interests of all customers, internal and external {customers and
their families, regulating and purchasing authorities) to ensure their wants, needs and
expectations are met or exceeded.
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SECTION F: DISCIPLINARY, GRIEVANCE, CAPABILITY AND WHISTLEBLOWING

PoLiciEs AND PROCEDURES

8o. DISCIPLINARY RULES
80.1  While working for us you should at all times maintain professional and responsible standards
of conduct. In particular you should:

(@)  Observe the terms and conditions of your Contract of Employment;

(b)  Observe all our policies, procedures and regulations which are included in this
Handbook or notified to you from time to time by any means;

(c)  Comply with our Health and Safety policy;

(d)  Comply with all reasonable instructions given to you;

(e)  Act at all times in good faith and in the best interests of the Company and our
services users;

(f) Comply with the Social Care Wales’ Code of Professional Practice for Social Care
Workers.

80.2  Failure to maintain satisfactory standards of conduct may result in action being taken under
our Disciplinary Procedure.
Misconduct

80.3  The following are examples of matters that will normally be regarded as misconduct and will
be dealt with under our Disciplinary Procedure:

(@) Minor breaches of our policies;

(b)  Minor breaches of your Contract of Employment;

() Damage to, or unauthorised use of, our property or our customers’, their families’
or employees’ property;

(d)  Poortimekeeping;

(e) Time wasting;

() Persistent absenteeism without good reason;

(@) Unauthorised absence from work;

(h) Refusal to follow instructions;

(i) Use of our telephones without our permission for personal calls;

() Personal e-mail or internet usage without our permission;

(k) Obscene, offensive or abusive language or other offensive or rude behaviour or
objectionable or insulting behaviour to, or in the presence of, your colleagues, our
customers, their families, or members of the public;

) Negligence in the performance of your duties;

(m)  Unsatisfactory standards or output of work;

(n)  Failure to devote the whole of your time, attention and abilities to the Company
and its affairs during your normal working hours; and

(0)  Failure to report immediately any damage to property or premises caused by you.

This list is intended as a guide and is not exhaustive.
Gross misconduct

80.4  Gross misconduct is a serious breach of contract and includes misconduct which, in our
opinion, is likely to prejudice our Company or our reputation or irreparably damage the
working relationship and trust between us. Gross misconduct will be dealt with under our
Disciplinary Procedure and will normally lead to immediate dismissal without notice or pay
in liev of notice (summary dismissal).

80.5  The following are examples of matters that are normally regarded as gross misconduct:

(@)  Theft of money or property or unauthorised removal of our property or the
property of a customer or colleague;

Elliots Hill Care Limited
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Fraud or forgery or other dishonesty;

Physical violence, assault, dangerous behaviour, bullying, abuse or intimidating
behaviour including actual or threatened violence or behaviour which provokes
violence;

Obscene language or seriously offensive or rude behaviour to colleagues,
customers or their families;

Deliberate, malicious or serious damage to our property or to our buildings,
fittings, equipment, or the property of a colleague, customer, your family or
member of the public;

Serious misuse of our property, equipment, facilities e.g. vehicles, telephones,
internet or misuse of our name;

Deliberately accessing internet sites containing pornographic, offensive or
obscene material;

Serious insubordination or repeated or serious failure to obey instructions;
Deliberate or serious breaches of our standards/rules/regulations;

Grossly indecent or immoral behaviour or behaviour that brings us into serious
disrepute;

Discrimination or harassment;

Having on your possession, being under the influence of, consuming, supplying or
attempting to supply whilst at work or on work premises any alcohol or drugs;
Causing loss, damage or injury through serious negligence;

Serious or repeated breach or failure or wilful failure to comply with our health
and safety rules or serious misuse of safety equipment or any serious act or
omission which is likely to endanger your health and safety or that of our
customers or their families;

Abandoning duty without notification or sleeping during working hours;

Serious breach of confidence, or unauthorised use or disclosure of confidential
information or documentation or other business data of the Company’s or our
employees or customers to third parties, the press, media or the public generally
or failure to ensure that confidential information in your possession is kept secure;
Conviction of a criminal offence that in our opinion may affect our reputation or
our relationships with our staff, customers, their families or the public, or
otherwise affects your suitability or legality to continue to work for us;

Serious neglect or dereliction of duties, or a serious or deliberate breach of your
Contract of Employment or policies contained within this Handbook;

Knowing breach of statutory rules affecting your work or abuse of safety permit
regulations or smoking prohibitions;

Failing to report knowledge of having an infectious, contagious or reportable
disease or illness which might seriously endanger the health of other employees,
customers or their families;

Unauthorised use, processing or disclosure of personal data contrary to our Data
Protection Policy;

Giving or taking of any bribe in any form or by any manner or secret commission
or favour whether in cash or in kind;

Accepting any gifts from our customers or their families without our prior
approval save that inexpensive gifts as an occasional courtesy may be accepted;
Refusal to disclose any information required by your employment or any other
information that may have a bearing on the performance of your duties;

Giving false information as to qualifications or entitlement to work in order to
gain employment or other benefits;
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81.
81.1

81.2

81.3
81.4

81.5

81.6

81.7

81.8

81.9

81.10
81.11

(z)  Carrying out private work on our premises during working hours;

(aa)  Making untrue allegations in bad faith against a colleague or customer;

(bb)  Victimising a colleague who has raised concerns, made a complaint or given
evidence or information under our Anti-harassment and Bullying Policy, Equal
Opportunities Policy, Grievance Procedure, Disciplinary Procedure or otherwise;

(cc)  Serious misuse of our information technology systems contrary to our I.T. Policy;

(dd)  Undertaking unauthorised paid or unpaid employment during your working hours
or working in competition with us;

(ee) Taking part in activities which result in adverse publicity to ourselves, or which
cause us to lose faith in your integrity; and

(ff)  Failure to disclose a criminal conviction/caution within the provisions of the
Rehabilitation of Offenders Act.

This list is intended as a guide and is not exhaustive and in addition there may be other
offences of similar gravity which would constitute gross misconduct. This list may be
amended at any time.

DISCIPLINARY PROCEDURE

This procedure does not form part of your Contract of Employment. It is our policy to ensure
that any disciplinary matter is dealt with fairly and that steps are taken to establish the facts
and to give you the opportunity to respond before taking any formal action.

We reserve the right, during the first 24 months of your continuous service to take action
without recourse, in full or in part, to the Disciplinary and Dismissal Procedure.

These rules ensure that disciplinary action is enforced in a uniform and consistent manner.
Minor conduct issues can often be resolved informally. Discussions will be held in private and
without undue delay whenever there is cause for concern. Where appropriate, a note of any
such informal discussions may be placed on your personnel file but will be ignored for the
purposes of any future hearings.

In some cases an informal verbal warning may be given, which will not form part of your
disciplinary records. Any decision to proceed in this way however is a matter for our
discretion and will depend entirely on the circumstances in each case. Formal steps will be
taken under this procedure if the matter is not resolved, or if informal discussion is not
appropriate.

You will not normally be dismissed for a first act of misconduct, unless we decide it amounts
to gross misconduct or you have not yet completed your probationary period.
Confidentiality

Our aim is to deal with disciplinary matters sensitively and with due respect for the privacy
of any individuals involved. You must treat as confidential any information communicated to
you in connection with an investigation or disciplinary matter.

Investigations

The purpose of an investigation is for us to establish a fair and balanced view of the facts
relating to any disciplinary allegations against you, before deciding whether to proceed with
a disciplinary hearing. The amount of investigation required will depend on the nature of the
allegations and will vary from case to case. It may involve interviewing and taking
statements from you and any witnesses, and/for reviewing relevant documents.

Investigative interviews are solely for the purpose of fact-finding and no decision on
disciplinary action will be taken until after a disciplinary hearing has been held.

You do not have the right to bring a companion to an investigative interview.

You must co-operate fully and promptly in any investigation. This will include informing us
of the names of any relevant witnesses, disclosing any relevant documents to us and
attending investigative interviews if required.

Elliots Hill Care Limited
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81.12

81.13

81.14

81.15

81.16

81.17

81.18

81.19

81.20

81.21

81.22

81.23

If you fail to attend an investigatory disciplinary meeting without notice or good reason the
investigation may proceed in the absence of any information provided by you and this could
be taken into account in any future disciplinary decision.
Criminal charges
Where your conduct is the subject of a criminal investigation, charge or conviction we will
investigate the facts before deciding whether to take formal disciplinary action.
We will not usually wait for the outcome of any prosecution before deciding what action, if
any, to take.
A criminal investigation, charge or conviction relating to conduct outside work may be
treated as a disciplinary matter if we consider that it is relevant to your employment or if the
authorities consider it is relevant to the performance of your duties.
Suspension
In some circumstances we may need to suspend you from work. The suspension will be for
no longer than is necessary, to investigate the allegations. We will confirm the arrangements
to you in writing. While suspended you should not visit our premises or contact any of our
customers, their families or our staff and if you do so you may be subject to further
disciplinary action.
Suspension of this kind is not a disciplinary penalty and does not imply that any decision has
already been made about the allegations. You will continue to receive your full basic salary
and benefits during the period of suspension and you will remain bound by your Contract of
Employment.
You must be available to attend investigations or disciplinary meetings at our request as part
of the disciplinary process. You should also refer to our SOVA policy.
Notification of a hearing
Following any investigation, if we consider there are grounds for disciplinary action, you will
be required to attend a disciplinary hearing. We will inform you in writing of the allegations
against you, the basis for those allegations, and what the likely range of consequences will
be if we decide after the hearing that the allegations are true. We will also include the
following where appropriate:

(@  Asummary of relevant information gathered during the investigation;

(b) A copy of any relevant documents which will be used at the disciplinary hearing;

and
() A copy of any witness statements. If any witnesses wish to remain anonymous
you will be given an edited version of their witness statement.

We will give you written notice of the date, time and place of the disciplinary hearing. The
hearing will be held as soon as possible, but you will be given a reasonable amount of time to
prepare your case based on the information we have given you.
The right to be accompanied
You may bring a companion to any disciplinary hearing or appeal hearing under this
procedure. The companion may be either a trade union representative or a colleague. You
must tell us who your chosen companion s, in good time before the hearing.
Procedure at disciplinary hearings
If you or your companion cannot attend the hearing you should inform us immediately and
we will arrange an alternative time. You must make every effort to attend the hearing.
Failure to attend without good reason may be treated as misconduct in itself and we may
have to take a decision based on the available evidence in your absence.
We may, at our discretion, postpone the hearing at your reasonable request if you require
further time to prepare your case. Only 1 postponement or adjournment will be granted and
only in cases where notice and a good reason have been given.
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81.24

81.25

81.26

81.27

81.28

81.29

81.30

81.31

81.32

81.33

At the disciplinary hearing we will go through the allegations against you and the evidence
that has been gathered. You will be able to respond and present any evidence of your own.
Your companion may make representations and ask questions, but should not answer
questions on your behalf.
You may ask relevant witnesses to appear at the hearing, provided you give us sufficient
advance notice to arrange their attendance. You will be given the opportunity to respond to
any information given by a witness. Where a thorough investigation has taken place and all
witnesses have been interviewed as part of the investigation and those witness statements
have been supplied to you in advance of the disciplinary hearing there will generally be no
need to ask those witnesses to attend the disciplinary hearing.
We may adjourn the disciplinary hearing if we need to carry out any further investigations
such as re-interviewing witnesses in light of any new points you have raised at the hearing.
You will be given a reasonable opportunity to consider any new information obtained before
the hearing is reconvened.
We will inform you in writing of our decision and our reasons for it, usually within one week
of the disciplinary hearing. If we cannot make a decision in that time we will write to you to
confirm that and with an estimated time scale to conclude matters.
Disciplinary penalties
Stage 1 - First written warning. A first written warning will usually be appropriate for a first
act of misconduct where there are no other active written warnings on your disciplinary
record.
Stage 2 - Final written warning. A final written warning will usually be appropriate for:
(@  Misconduct where there is already an active written warning on your record; or
(b)  Where there is already an active written warning on your record and you have
failed to make the necessary adjustments or improvements to your performance
or conduct; or
() Misconduct that we consider sufficiently serious to warrant a final written warning
even though there are no other active warnings on your record.
Stage 3 - Dismissal. Dismissal will usually only be appropriate for:
(@  Any misconduct during your probationary period; or
(b) Further misconduct where there is an active final written warning on your record;
or
(c)  Any gross misconduct regardless of whether there are active warnings on your
record. Gross misconduct will usually result in immediate dismissal without notice
or payment in lieu of notice (summary dismissal).
Alternatives to dismissal. In some cases we may at our discretion consider alternatives to
dismissal. These will usually be accompanied by a final written warning. Examples include:
(@)  Demotion.
(b) A period of suspension without pay for a period not exceeding 14 days.
() Loss of seniority.
(d)  Reduction in pay.
(e) A move to a different place of work.
The effect of a warning
Written warnings will set out the nature of the misconduct, the change in behaviour
required, the period for which the warning will remain active, and the likely consequences of
further misconduct in that active period.
A verbal warning will usually remain active for 6 months and a final written warning will
usually remain active for 12 months. In exceptional cases verging on gross misconduct, a
final written warning may state that it will remain active indefinitely. Your conduct may be
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81.34

81.35

81.36

81.37

81.38
81.39

81.40

81.41

81.42

81.43

82.
82.1

82.2

82.3

reviewed at the end of a warning's active period and if it has not improved sufficiently we
may decide to extend the active period.
After the active period, the warning will remain permanently on your personnel file but will
be disregarded in deciding the outcome of future disciplinary proceedings.
Appeals against disciplinary action
If you feel that disciplinary action taken against you is wrong or unjust you should appeal in
writing, stating your full grounds of appeal, including whether you are appealing against the
conduct of the hearing, its findings, the penalties imposed or a combination of these
together with supporting evidence andjor reasons to a Director within 7 days of the date on
which you were informed of the decision.
If you are appealing against dismissal, the date on which dismissal takes effect will not be
delayed pending the outcome of the appeal. However, if your appeal is successful you will be
reinstated with no loss of continuity or pay.
If you raise any new matters in your appeal, we may need to carry out further investigation.
If any new information comes to light we will provide you with a summary including, where
appropriate, copies of additional relevant documents and witness statements. You will have
a reasonable opportunity to consider this information before the appeal hearing.
We will give you written notice of the date, time and place of the appeal hearing.
We reserve the right to call in a third party who has not been involved in the original
disciplinary decision to hear your appeal.
The appeal hearing may be a complete re-hearing of the matter or it may be a review of the
fairness of the original decision in the light of the procedure that was followed and any new
information that may have come to light. This will be at our discretion depending on the
circumstances of your case. In any event the appeal will be dealt with as impartially as
possible.
We may adjourn the appeal hearing if we need to carry out any further investigations in light
of any new points you have raised in appeal. You will be given a reasonable opportunity to
consider any new information obtained before the hearing is reconvened.
Following the appeal hearing we may:

(@)  Confirm the original decision;

(b)  Revoke the original decision; or

(c) Substitute a different penalty.
We will inform you in writing of our final decision as soon as possible, usually within one
week of the appeal hearing. There will be no further right of appeal.

CAPABILITY PROCEDURE

We aim to ensure that concerns over performance are dealt with fairly and that steps are
taken to establish the facts and to give you the opportunity to respond at a hearing before
any formal action is taken.

Performance issues will normally be dealt with informally first as part of day-to-day
management. Where appropriate, a note of any such informal discussions may be placed on
your personnel file but will be ignored for the purposes of any future capability hearings. The
formal procedure will be used for more serious cases, or in any case where an earlier
informal discussion has not resulted in a satisfactory improvement.

You will not normally be dismissed for performance reasons without previous warnings.
However, in serious cases of gross negligence, or in any case where you have not yet
completed your probationary period, dismissal without previous warnings may be
appropriate. You may however be dismissed under this procedure where you no longer have
the right to remain working in the sector or fail to obtain the relevant qualification or
registration to do so in accordance with paragraph 7.
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Notification of a capability hearing

If we consider that there are grounds for taking formal action over alleged poor
performance, you will be required to attend a capability hearing. We will notify you in
writing of our concerns over your performance, the reasons for those concerns, and the
likely outcome if we decide after the hearing that your performance has been unsatisfactory.
We will also include any relevant documents, information or witness statements where
appropriate.

We will give you written notice of the date, time and place of the capability hearing. The
hearing will be held as soon as reasonably practicable, but you will be given a reasonable
amount of time to prepare your case based on the information we have given you.

Right to be accompanied at hearings

You may bring a companion to any capability hearing or appeal hearing under this
procedure. The companion may be either a trade union representative or a colleague. You
must tell us who your chosen companion is in advance.

Your companion will not be allowed to answer questions on your behalf but you may confer
privately with your companion at any time during the hearing.

If you or your companion cannot attend the hearing you should inform us immediately and
we will usually arrange an alternative time. Only one postponement will be granted. You
must make every effort to attend the hearing, and failure to attend without good reason and
notice may be treated as misconduct in itself. If you fail to attend without good reason and
notice we may have to take a decision based on the available evidence.

Procedure at capability hearings

At the hearing you may ask relevant witnesses to appear, provided you advise us in advance.
You will be given the opportunity to respond to any information given by a witness.
Theaims of a capability hearing will usually include:

(8)  Setting out the required standards that we believe you may have failed to meet,
and going through any relevant evidence that we have gathered.

(b)  Establishing the likely causes of poor performance including any reasons why any
measures taken so far have not led to the required improvement.

() Identifying whether there are further measures which may improve performance.

(d)  Where appropriate, discussing targets for improvement and a time-scale for
review,

(e)  If dismissal is a possibility, establishing whether there is any likelihood of a
significant improvement being made within a reasonable time and whether there
is any practical alternative to dismissal.

A hearing may be adjourned if we need to gather any further information or give
consideration to matters discussed at the hearing. You will be given a reasonable
opportunity to consider any new information obtained before the hearing is reconvened.

We will inform you in writing of our decision and our reasons for it, usually within one week
of the capability hearing.

Stage 1 hearing: first written warning

Following a Stage 1 capability hearing, if we decide that your performance is unsatisfactory,
we will give you a first written warning, setting out:

(@)  The areas in which you have not met the required performance standards.

(b) Targets for improvement.

(c)  Any measures which will be taken with a view to improving performance.

(d)  Aperiod for review.

()  The consequences of failing to improve within the review period, or of further
unsatisfactory performance.
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Your performance will be monitored during the review period and we will write to inform
you of the outcome. If we are satisfied with your performance, no further action will be
taken. If however, we are not satisfied, the matter may be progressed to a Stage 2
capability hearing or the review period may be extended.
Stage 2 hearing: final written warning
If your performance does not improve within the review period set out in a first written
warning, or if there is further evidence of poor performance while your first written warning
is still active, we may decide to hold a Stage 2 capability hearing. We will send you written
notification as set out above.
Following a Stage 2 capability hearing, if we decide that your performance is unsatisfactory,
we will give you a final written warning, setting out the same information as contained in a
first written warning.
Your performance will be monitored during the review period and we will write to inform
you of the outcome. If we are satisfied with your performance, no further action will be
taken. If however, we are not satisfied, the matter may be progressed to a Stage 3 capability
hearing or at our discretion the review period may be extended.
Warnings
Warnings will normally remain active for six months from the end of the review period, after
which time they will be disregarded for the purposes of the capability procedure. After the
active period, the warning will remain permanently on your personnel file but will be
disregarded in deciding the outcome of future capability proceedings.
Stage 3 hearing: dismissal
We may decide to hold a Stage 3 capability hearing if we have reason to believe:
(@) your performance has not improved sufficiently within the review period set out in
a final written warning; or
(b)  yourperformance is unsatisfactory while a final written warning is still active; or
() your performance has been grossly negligent such as to warrant dismissal without
the need for a final written warning.
We will send you written notification of the hearing as set out above.
Following the hearing, if we find that your performance is unsatisfactory, we may consider a
range of options including:

(@)  Dismissing you.

(b)  Extending an active final written warning and setting a further review.

() Giving a final written warning (where no final written warning is currently active).
Dismissal will normally be with full notice or payment in liey of notice, unless your
performance has been so negligent as to amount to gross misconduct, in which case we may
dismiss you immediately without notice or any pay inliev,

Appeals against action for poor performance

If you feel that a decision about poor performance under this procedure is wrong or unjust
you should appeal in writing, stating your full grounds of appeal, to a Director within five
days of the date on which you were informed in writing of the decision.

If you are appealing against dismissal, the date on which dismissal takes effect will not be
delayed pending the outcome of the appeal. However, if your appeal is successful you will be
reinstated with no loss of continuity or pay.

We will give you written notice of the date, time and place of the appeal hearing. You may
bring a companion with you to the appeal hearing as set out above.

Following the appeal hearing we may:

(@) confirm the original decision;

(b) revoke the original decision; or

(c)  substitute a different penalty.
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82.28 We will inform you in writing of our final decision as soon as possible, usually within one
week of the appeal hearing. There will be no further right of appeal.

82.29 We retain discretion in respect of capability procedures to take account of your length of
service and to vary procedures accordingly. if you have a short amount of service, you may
not be in receipt of any warnings before dismissal but you will retain the right to a hearing
and you will have the right to appeal.

83. GRIEVANCE PROCEDURE
Who is covered by the procedure?

83.a Itis our policy that you should have a ready means of presenting complaints and grievances
so that you can be assured of fair and equitable treatment.

83.2  This procedure does not form part of your Contract of Employment. It may be amended at
any time and we may depart from it depending on the circumstances of any case.

Using the grievance procedure

83.3  Most grievances can be resolved quickly and informally through discussion. If this does not
resolve the problem you should initiate the formal procedure.
Step 1: written grievance

83.4 You should put your grievance in writing and submit it, without unreasonable delay, to a
Registered Manager unless the grievance is about a Registered Manager in which case you
may submit it to a director.

83.5  The written grievance should set out the nature of the complaint, including any relevant
facts, dates and names of individuals involved so that we can investigate it.

Step 2: meeting

83.6  We will arrange a grievance meeting after receiving your written grievance. You should
make every effort to attend.

83.7  You may bring a companion to the grievance meeting provided that you tell us the name of
your chosen companion in advance. The companion may be either a trade union
representative or a colleague.

83.8  Ifyouoryour companion cannot attend at the time specified you should let us know as soon
as possible and we will try, within reason, to agree an alternative time. Only one
postponement will be granted.

83.9  We may adjourn the meeting if we need to carry out further investigations, after which the
meeting will usually be reconvened.

83.20  We will write to you, usually within one week of the last grievance meeting, to confirm our
decision and notify you of any further action that we intend to take to resolve the grievance.
We will also advise you of your right of appeal.

Step 3: appeals

83.11  If the grievance has not been resolved to your satisfaction you may appeal in writing to a
director, stating your full grounds of appeal, within one week of the date on which the
decision was sent or given to you.

83.12  We will hold an appeal meeting, normally within one week of receiving the appeal. This will
be dealt with impartially. We reserve the right at our discretion to ask an independent third
party to hear the appeal. You have a right to bring a companion as set out above.

83.13  We will confirm our final decision in writing, usually within one week of the appeal hearing.
There is no further right of appeal.

84. WHISTLEBLOWING

841  We are committed to conducting our business with honesty and integrity and we expect all
staff to maintain high standards in accordance with our policies and procedures. However,
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all organisations face the risk of things going wrong from time to time, or of unknowingly
harbouring illegal or unethical conduct. A culture of openness and accountability is essential
in order to prevent such situations occurring or to address them when they do occur.

84.2  The aims of this policy are:

(@) To encourage you to report suspected wrongdoing as soon as possible, in the
knowledge that your concerns will be taken seriously and investigated as
appropriate, and that your confidentiality will be respected.

(b)  To provide you with guidance as to how to raise those concerns.

(c) To reassure you that you should be able to raise genuine concerns without fear of
reprisals, even if they turn out to be mistaken (as long as those concerns are not
malicious).

84.3  This policy does not form part of your Contract of Employment and it may be amended at
any time.

Who is covered by this policy?

84.4  This policy applies to all individuals working at all levels of the organisation, including senior
managers, officers, directors, employees, consultants, contractors, trainees, home workers,
part-time and fixed-term workers, casval and agency staff and volunteers (collectively
referred to as staff in this policy).

What is whistleblowing?

84.5  Whistleblowing is the disclosure of information which relates to suspected wrongdoing or
dangers at work. This may include:

(8  criminal activity;

(b)  miscarriages of justice;

() danger to health and safety;

(d)  damagetothe environment;

(e)  failure to comply with any legal or professional obligation or regulatory
requirements;

() financial fraud or mismanagement;

(@)  negligence;

(h)  breach of our internal policies and procedures including our Code of Conduct;

(i) conduct likely to damage our reputation;

() unauthorised disclosure of confidential information; or

k) the deliberate concealment of any of the above matters.

84.6 A whistlebloweris a person who raises a genuine concern relating to any of the above. If you
have any genuine concerns related to suspected wrongdoing or danger affecting any of our
activities (a whistleblowing concern) you should report it under this policy.

84.7  This policy should not be used for complaints relating to your own personal circumstances.
In those cases you should use the Grievance Procedure or Anti-harassment and Bullying
Policy as appropriate.

84.8  If you are uncertain whether something is within the scope of this policy you should seek
advice from us.

Raising a whistleblowing concern

84.9  We hope that in many cases you will be able to raise any concerns with your line manager or
supervisor. You may tell them in person or put the matter in writing if you prefer. They may
be able to agree a way of resolving your concern quickly and effectively.

84.10  However, where the matter is more serious, or you feel that your line manager or supervisor
has not addressed your concern, or you prefer not to raise it with them for any reason, you
should contact a Registered Manager directly.
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We will arrange a meeting with You as soon as possible to discuss your concern. You may
bring a colleague or union representative to any meetings under this policy. Your companion
must respect the confidentiality of your disclosure and any subsequent investigation.

We will take down a written summary of your concern and provide you with a copy after the
meeting. We will also aim to give you an indication of how we propose to deal with the
matter.

Confidentiality

We hope that you will feel able to voice whistleblowing concerns openly under this policy.
However, if you want to raise your concern confidentially, we will make every effort to keep
your identity secret. If it is necessary for anyone investigating your concern to know your
identity, we will discuss this with you.

We do not encourage you to make disclosures anonymously. Proper investigation may be
more difficult or impossible if we cannot obtain further information from you. It is also more
difficult to establish whether any allegations are credible. Whistleblowers who are
concerned about possible reprisals if their identity is revealed should come forward toa
Registered Manager and appropriate measures can then be taken to preserve
confidentiality.

External disclosures

The law recognises that in some circumstances it may be appropriate for you to report your
concerns to an external body such as a regulator. It will very rarely if ever be appropriate to
alert the media. We strongly encourage you to seek advice before reporting a concern to
anyone external and you are reminded of your confidentiality obligations.

Whistleblowing concerns usually relate to the conduct of our staff, but they may sometimes
relate to the actions of a third party. In some circumstances the law will protect you if you
raise the matter with the third party directly. However, we encourage you to report such
concerns internally first.

Investigation and outcome

Once you have raised a concern, we will carry out an initial assessment to determine the
scope of any investigation. We will inform you of the outcome of our assessment. You may
be required to attend additional meetings in order to provide further information.

In some cases we may appoint an investigator or team of investigators to make
recommendations for change to enable us to minimise the risk of future wrongdoing.

We will aim to keep you informed of the progress of the investigation and its likely
timescale. However, sometimes the need for confidentiality may prevent us giving you
specific details of the investigation or any disciplinary action taken as a result. You should
treat any information about the investigation as confidential.

If we conclude that a whistleblower has made false allegations maliciously or with a view to
personal gain, the whistleblower may be subject to disciplinary action.

While we cannot always guarantee the outcome you are seeking, we will try to deal with
your concern fairly and in an appropriate way. By using this policy you can help us to achieve
this.

If you are not happy with the way in which your concern has been handled, we will inform
you of who you can raise it with.

Protection and support for whistleblowers

It is understandable that whistleblowers are sometimes worried about possible
repercussions. We aim to encourage openness and will support you if you raise genuine
concerns under this policy, even if they turn out to be mistaken.

You will not suffer any detrimental treatment as a result of raising a concern. Detrimental
treatment includes dismissal, disciplinary action, threats or other unfavourable treatment
connected with raising a concern, If you believe that you have suffered any such detrimental
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treatment, you should inform a Registered Manager immediately. If the matter is not
remedied you should raise it formally using our Grievance Procedure.

You must not threaten or retaliate against whistleblowers in any way. Anyone involved in
such conduct may be subject to disciplinary action.

ANTI-CORRUPTION AND BRIBERY POLICY

It is our policy to conduct all of our business in an honest and ethical manner. We take a
zero-tolerance approach to bribery and corruption and are committed to acting
professionally, fairly and with integrity in all our business dealings and relationships
wherever we operate and to implement and enforce effective systems to counter bribery.
Bribery and corruption are punishable for individuals by up to ten years' imprisonment and if
we are found to have taken part in corruption we could face an unlimited fine, be excluded
from tendering for public contracts and face damage to our reputation. We therefore take
our legal responsibilities very seriously.

In this policy, third party means any individual or organisation you come into contact with
during the course of your work for us, and includes actual and potential customers,
suppliers, business contacts, agents, advisers, and government and public bodies, including
their advisors, representatives and officials, politicians and political parties.

This policy applies to all individuals working at all levels and grades,

What is bribery?

A bribe is an inducement or reward offered, promised or provided in order to gain any
commercial, contractual, regulatory or personal advantage.

Examples:

Offering a bribe

You offer a potential customer tickets to a major sporting event, but only if they agree to do
business with us.

This would be an offence as you are making the offer to gain a commercial and contractual
advantage. We may also be found to have committed an offence because the offer has been
made to obtain business for us. It may also be an offence for the potential customer to
accept your offer.

Receiving a bribe

A supplier gives your nephew a job, but makes it clear that in return they expect you to use
your influence in our organisation to ensure we continue to do business with them.

It is an offence for a supplier to make such an offer. It would be an offence for you to accept
the offer as you would be doing so to gain a personal advantage.

What is not acceptable?

It is not acceptable for you (or someone on your behalf) to:

(8  Give, promise to give, or offer, a payment, gift or hospitality with the expectation
or hope that a business advantage will be received, or to reward a business
advantage already given.

(b)  Give, promise to give, or offer, a payment, gift or hospitality to a government
official, agent or representative to “facilitate” or expedite a routine procedure.

(c)  Accept payment from a third party that you know or suspect is offered with the
expectation that it will obtain a business advantage for them.

(d)  Accept a gift or hospitality from a third party if you know or suspect that it is
offered or provided with an expectation that a business advantage will be
provided by us in return,

(e) Threaten or retaliate against another worker who has refused to commit a bribery
offence or who has raised concerns under this policy.

(f) Engage in any activity that might lead to a breach of this policy.
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Facilitation payments and kickbacks

We do not make, and will not accept, facilitation payments or "kickbacks" of any kind.
Facilitation payments are typically small, unofficial payments made to secure or expedite a
routine government action by a government official. Kickbacks are typically payments made
in return for a business favour or advantage. All workers must avoid any activity that might
lead to, or suggest, that a facilitation payment or kickback will be made or accepted by us.
Donations

We do not make contributions to political parties and we only make charitable donations
that are legal and ethical under local laws and practices.

Your responsibilities

You must ensure that you read, understand and comply with this policy.

The prevention, detection and reporting of bribery and other forms of corruption are the
responsibility of all those working for us or under our control. All workers are required to
avoid any activity that might lead to, or suggest, a breach of this policy.

You must notify us immediately if you believe or suspect that a conflict with this policy has
occurred, or may occur in the future,

Any employee who breaches this policy will face disciplinary action, which could result in
dismissal for gross misconduct. We reserve our right to terminate our contractual
relationship with other workers if they breach this policy.

Record-keeping

You must declare and keep a written record of all hospitality or gifts accepted or offered,
which will be subject to managerial review.

You must ensure all expenses claims relating to hospitality, gifts or expenses incurred to
third parties are submitted to management and specifically record the reason for the
expenditure.

All accounts, invoices, memoranda and other documents and records relating to dealings
with third parties, such as clients, suppliers and business contacts, should be prepared and
maintained with strict accuracy and completeness.

How to raise a concern

You are encouraged to raise concerns about any issue or suspicion of malpractice at the
earliest possible stage. Concerns should be reported by following our grievance procedure.
What to do if you are a victim of bri bery or corruption

It is important that you tell us as soon as possible if you are offered a bribe by a third party,
are asked to make one, suspect that this may happen in the future, or believe that you are a
victim of another form of unlawful activity.

Protection

We aim to encourage openness and will support anyone who raises genuine concerns in
good faith under this policy, even if they turn out to be mistaken.

We are committed to ensuring no one suffers any detrimental treatment as a result of
refusing to take part in bribery or corruption, or because of reporting in good faith their
suspicion that an actual or potential bribery or other corruption offence has taken place, or
may take place in the future. If you believe that you have suffered any detrimental
treatment, you should inform us immediately. If the matter is not remedied, and you are an
employee, you should raise it formally using our Grievance Procedure.
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xRendi \L
Human Resources

Subject: @ s upervision

Start: Thu 18/10/2018 11:00
End: Thu 18/10/2018 12:00
Show Time As: Tentative
Recurrence: (none)

Meeting Status: Not yet responded
Organizer: Human Resources

Required Attendees: Hegil Reibests
Hi (P

Please can you arrange to have a supervision wit {illNEor this day?.
Within this meeting you will need to do a usual supervision as normal, and I will prepare a performance
management plan for you to go over with- I will email this across to you on Monday afternoon but it includes

extra training for meds such as day 1 checklist again, assistance with meal planners and healthy eating and going
over the cleaning rota.

Please can you also meet with- on a two weekly basis to monitor his performance. This is important if we are to
implement the capability procedure correctly, and especially given that Scott is on a final written warning.

Have you arranged fou@gli® to transfer to a different unit?

Thanks






ESteenany 12

Capability Meeting Minutes

DATE AND TIME: 22" September 2019, 3pm.
VENUE: EH Meeting Room
IN ATTENDANCE:

Preliminaries

* This is a capability hearing held in accordance with our Capability Procedure to
consider concerns that we have about your ongoing performance.
* | will chair the meeting will be present to take notes.

EITHER

You have the right to be accompanied at this meeting by a colleague or trade union
representative.  Are you happy to continue with the meeting without being
accompanied?

OR

[NAME] has accompanied you today. They have the right to address the hearing and to
confer with you during the hearing. There is however, no right for them to answer
questions on your behalf.

Background

* Medication practice, including:
o failure to sign MAR charts on administering medication to a client and failing
to report medication concerns to your Team Leader.
¢ Record keeping errors, including:
o incorrectly documenting that medication had been administered when it had
not;
o failing to complete appropriate paperwork such as daily handover sheets,
incident reports, cleaning sheets and finance paperwork;
* Failing to ensure appropriate standard with housekeeping duties, including:
o failing to wash dirty dishes prior to going off shift;
o failing to wash unclean bedding;
o leaving faeces on the floor.
* Speaking inappropriately, including:
o speaking to supported individuals in an inappropriate way.
* Reporting and adhering to policies, including:
o failing to report concerns regarding supported individuals behaviours to your
Team Leader;
o failing to keep accurate records of supported individuals behaviours.
o taking supported individuals out for meals without receiving prior authorisation
from your Team Leader/Area Manager in accordance with the company ‘Staff
Food’ policy.
» Following care plans, including:
o Failing to monitor supported individuals’ portion sizes in accordance with their
care plans.

I would like to ask you the following questions:

* Medication Practice
* Do you understand the reasons for our concerns about your medication practice?







Do you recall failing to sign a MAR chart after administering medication to a client?
Do you understand that medication concerns should be reported to your Team
Leader?

Is there a reason for you not complying with our [Medication Practice] policy and
procedures?

When did you last receive training on medication practice?

Do you consider you need further training or support with it?

Any other questions?

Record keeping

Do you recall documenting that you had administered medication when you in fact
hadn’t done so?

Do you understand when and why you should be completing such paperwork as
daily handover sheets, incident reports, cleaning sheets and finance paperwork?

Is there a reason why you do not complete them?

Do you acknowledge that you have failed to keep accurate records of supported
individuals’ behaviours?

Do you know where this should be documented?

Have you received any training on completing these documents?

Do you consider you need any further training or support to complete these?

Any other questions

Housekeeping

Do you acknowledge that you have failed to maintain appropriate standards when
it comes to housekeeping duties?

Is there a reason for that?

Do you acknowledge that you have failed to wash dirty dishes? If so, why?

Do you understand that this is part of your responsibility?

Do you acknowledge that you have failed to wash unclean bedding? If so, why?

Is there anything else you would like to add or clarify?

Do you understand that this is part of your responsibility?

Do you acknowledge that you have previously left faeces on the floor? If so, why?
Do you understand that this is part of your responsibility?

Any other questions?

Speaking inappropriately

Do you recall speaking with supported individuals in an inappropriate way?

Do you acknowledge that this is inappropriate?

Do you understand why this causes us concern?

Why do you speak with supported individuals in that way?

Do you consider there to be any training or additional support we can give you to
assist with this?

Any other questions?

Reporting and adhering to staff policies

Do you acknowledge that you have failed to report concerns regarding supported
individuals’ behaviours to your team leader?

If so, why?

Do you acknowledge that such concerns should be reported to your team leader?
Do you know how to go about doing that?

Do you acknowledge that you have failed to keep accurate records of supported
individuals’ behaviours as already discussed?

Are there any reasons for that?

Do you acknowledge that you know that you should be doing so?

Do you acknowledge taking supported individuals out for meals without prior
authorisation from your team leader or area manager?

Why do you do this?

Are you aware that this is in contravention of our policies?

Do you recall this previously being discussed with you?







Do you understand why this causes us concern?

Any other questions?

Failing to follow care plans

Do you acknowledge failing to monitor Supported individual's’ portion sizes in

accordance with their care plans?

Do you acknowledge the importance of following care plans?

¢ Do you understand why this causes us concern?

* Do you understand why this individual has this specific requirement in their care
plan?

* s there a reason you have not followed it?
Do you consider you need any further training in this?

* Any other questions?

Conclusion
I provided a recap of the meeting.

I will consider what has been discussed today and will provide you with the written
outcome within 7 days.

TODAY’S MEETING WILL BE CONSIDERED AND TAKEN INTO ACCOUNT BEFORE A
DECISION IS MADE.]
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Human Resources

From: sayaiAmmsde
Sent: 06 August 2020 14:16
To: Human Resources
Subject: Re: File note

Follow Up Flag: Follow up

Flag Status: Completed

Can | put this on a file note or write something up ?

From: Human Resources <human.resources@elliotshill.co.uk>
Sent: 06 August 2020 11:57

To SNSRIl @ clliotshill.co.uk>

Subject: RE: File note

Historically there have been issues in relation t il and medication administration and housekeeping duties so
keep an eye out.

I would issue with an informal verbal warning documented, in case it happens again.

elliots

CELEBRATINGQYEARS

O s . @....

€@ Eliotshill
© @ElliotsHillcare

Fro elliotshill.co.uk>
Sent: 06 August 2020 11:14

To: Human Resources <human.resources@elliotshill.co.uk>
Subject: Fw: File note
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Foreword

The Acas statutory Code of Practice on discipline and grievance procedures is
set out in paragraphs 1 to 47 below. It provides basic practical guidance to
employers, employees and their representatives and sets out principles for
handling disciplinary and grievance situations in the workplace.

The Code does not apply to dismissals due to redundancy or the non-renewal
of fixed-term contracts on their expiry. See advice on redundancy.

The Code is issued under section 199 of the Trade Union and Labour Relations
(Consolidation) Act 1992 and was laid before both Houses of Parliament on 16
January 2015. It comes into effect by order of the Secretary of State on 11
March 2015 and replaces the Code issued in 2009.

A failure to follow the Code does not, in itself, make a person or organisation
liable to proceedings. However, employment tribunals will take the Code into
account when considering relevant cases.

Tribunals will also be able to adjust any awards made in relevant cases by up
to 25 per cent for unreasonable failure to comply with any provision of the
Code. This means that if the tribunal feels that an employer has unreasonably
failed to follow the guidance set out in the Code they can increase any award
they have made by up to 25 per cent. Conversely, if they feel an employee has
unreasonably failed to follow the guidance set out in the Code they can reduce
any award they have made by up to 25 per cent.

Employers and employees should always seek to resolve disciplinary and
grievance issues in the workplace. Where this is not possible employers and
employees should consider using an independent third party to help resolve
the problem. The third party need not come from outside the organisation but
could be an internal mediator, so long as they are not involved in the
disciplinary or grievance issue. In some cases, an external mediator might be
appropriate.

Manv potential disciplinarv or grievance issues can be resolved informallv. A
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issue cannot be resolved informally then it may be pursued formally. This
Code sets out the basic requirements of fairness that will be applicable in most
cases; it is intended to provide the standard of reasonable behaviour in most

instances.

Employers would be well advised to keep a written record of any disciplinary
or grievances cases they deal with.

Organisations may wish to consider dealing with issues involving bullying,
harassment or whistleblowing under a separate procedure.

More comprehensive advice and guidance on dealing with disciplinary and
grievance situations is contained in Discipline and grievances at work: the Acas
guide (PDF, 841KB, 79 pages). The booklet also contains sample disciplinary
and grievance procedures.

Unlike the Code employment tribunals are not required to have regard to the
Acas guidance booklet. However, it provides more detailed advice and
guidance that employers and employees will often find helpful both in general
terms and in individual cases.

Legal decision affecting section 16

When dealing with requests to postpone a disciplinary hearing to
accommodate the attendance of a worker’s companion, readers of the Code
will wish to be aware of the Employment Appeal Tribunal judgement in the
case of Talon Engineering Ltd v Smith. Guidance on this issue is contained

in Discipline and grievances at work: the Acas guide (PDF, 841KB, 79 pages).

The Code of Practice

Infroduction

1. This Code is designed to help employers, employees and their
representatives deal with disciplinary and grievance situations in the

winrienlara
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e Disciplinary situations include misconduct and/ or poor performance. If
employers have a separate capability procedure they may prefer to address
performance issues under this procedure. If so, however, the basic
principles of fairness set out in this Code should still be followed, albeit that
they may need to be adapted.

e Grievances are concerns, problems or complaints that employees raise
with their employers. The Code does not apply to redundancy dismissals or
the non-renewal of fixed-term contracts on their expiry.

2. Fairness and transparency are promoted by developing and using rules and
procedures for handling disciplinary and grievance situations. These should be
set down in writing, be specific and clear. Employees and, where appropriate,
their representatives should be involved in the development of rules and
procedures. It is also important to help employees and managers understand
what the rules and procedures are, where they can be found and how they are
to be used.

3. Where some form of formal action is needed, what action is reasonable or
justified will depend on all the circumstances of the particular case.
Employment tribunals will take the size and resources of an employer into
account when deciding on relevant cases and it may sometimes not be
practicable for all employers to take all of the steps set out in this Code.

4. That said, whenever a disciplinary or grievance process is being followed it is
important to deal with issues fairly. There are a number of elements to this:

* Employers and employees should raise and deal with issues promptly and
should not unreasonably delay meetings, decisions or confirmation of
those decisions.

e Employers and employees should act consistently.

* Employers should carry out any necessary investigations, to establish the
facts of the case.

e Employers should inform employees of the basis of the problem and give
them an opportunity to put their case in response before any decisions are
made.

Acas uses cookies to make the site simpler. OK

hitps://www.acas.org.uk/acas-code-of-practice-for-disciplinary-and-grievance-procedures/html 4/13



22/09/2020 Code of Practice on disciplinary and grievance procedures | Acas

* Employers should allow employees to be accompanied at any formal
disciplinary or grievance meeting.

 Employers should allow an employee to appeal against any formal decision
made.

Discipline: Keys to handling disciplinary issues in the
workplace

Establish the facts of each case

5. Itis important to carry out necessary investigations of potential disciplinary
matters without unreasonable delay to establish the facts of the case. In some
cases this will require the holding of an investigatory meeting with the
employee before proceeding to any disciplinary hearing. In others, the
investigatory stage will be the collation of evidence by the employer for use at
any disciplinary hearing.

6. In misconduct cases, where practicable, different people should carry out
the investigation and disciplinary hearing.

/. If there is an investigatory meeting this should not by itself result in any
disciplinary action. Although there is no statutory right for an employee to be
accompanied at a formal investigatory meeting, such a right may be allowed
under an employer’s own procedure.

8. In cases where a period of suspension with pay is considered necessary, this
period should be as brief as possible, should be kept under review and it
should be made clear that this suspension is not considered a disciplinary
action.

Inform the employee of the problem

9. If it is decided that there is a disciplinary case to answer, the employee
should be notified of this in writing. This notification should contain sufficient
information about the alleged misconduct or poor performance and its

Acas uses cookies to make the site simpler.  OK
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any written evidence, which may include any witness statements, with the
notification.

10. The notification should also give details of the time and venue for the
disciplinary meeting and advise the employee of their right to be accompanied
at the meeting. Hold a meeting with the employee to discuss the problem.

11. The meeting should be held without unreasonable delay whilst allowing
the employee reasonable time to prepare their case.

12. Employers and employees (and their companions) should make every
effort to attend the meeting. At the meeting the employer should explain the
complaint against the employee and go through the evidence that has been
gathered. The employee should be allowed to set out their case and answer
any allegations that have been made. The employee should also be given a
reasonable opportunity to ask questions, present evidence and call relevant
witnesses. They should also be given an opportunity to raise points about any
information provided by witnesses. Where an employer or employee intends
to call relevant witnesses they should give advance notice that they intend to
do this.

Allow the employee to be accompanied at the meeting

13. Workers have a statutory right to be accompanied by a companion where
the disciplinary meeting could result in:

¢ aformal warning being issued; or
e the taking of some other disciplinary action

e the confirmation of a warning or some other disciplinary action (appeal
hearings)

14. The statutory right is to be accompanied by a fellow worker, a trade union
representative, or an official employed by a trade union. A trade union
representative who is not an employed official must have been certified by
their union as being competent to accompany a worker. Employers must agree
to a worker’s reauest to be accompanied bv anv companion from one of these

Acas uses cookies to make the site simpler.  OK
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matter of good practice, in making their choice workers should bear in mind
the practicalities of the arrangements. For instance, a worker may choose to
be accompanied by a companion who is suitable, willing and available on site
rather than someone from a geographically remote location.

15. To exercise the statutory right to be accompanied workers must make a
reasonable request. What is reasonable will depend on the circumstances of
each individual case. A request to be accompanied does not have to be in
writing or within a certain timeframe. However, a worker should provide
enough time for the employer to deal with the companion’s attendance at the
meeting. Workers should also consider how they make their request so that it
is clearly understood, for instance by letting the employer know in advance the
name of the companion where possible and whether they are a fellow worker
or trade union official or representative.

16. If a worker’s chosen companion will not be available at the time proposed
for the hearing by the employer, the employer must postpone the hearing to a
time proposed by the worker provided that the alternative time is both
reasonable and not more than five working days after the date originally
proposed.

17. The companion should be allowed to address the hearing to put and sum
up the worker’s case, respond on behalf of the worker to any views expressed
at the meeting and confer with the worker during the hearing. The companion
does not, however, have the right to answer questions on the worker’s behalf,
address the hearing if the worker does not wish it or prevent the employer
from explaining their case.

Decide on appropriate action

18. After the meeting decide whether or not disciplinary or any other action is
justified and inform the employee accordingly in writing.

19. Where misconduct is confirmed or the employee is found to be performing
unsatisfactorily it is usual to give the employee a written warning. A further act
of misconduct or failure to improve performance within a set period would

e ] .
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20. If an employee’s first misconduct or unsatisfactory performance is
sufficiently serious, it may be appropriate to move directly to a final written
warning. This might occur where the employee’s actions have had, or are liable
to have, a serious or harmful impact on the organisation.

21. A first or final written warning should set out the nature of the misconduct
or poor performance and the change in behaviour or improvement in
performance required (with timescale). The employee should be told how long
the warning will remain current. The employee should be informed of the
consequences of further misconduct, or failure to improve performance,
within the set period following a final warning. For instance that it may result
in dismissal or some other contractual penalty such as demotion or loss of
seniority.

22. A decision to dismiss should only be taken by a manager who has the
authority to do so. The employee should be informed as soon as possible of
the reasons for the dismissal, the date on which the employment contract will
end, the appropriate period of notice and their right of appeal.

23. Some acts, termed gross misconduct, are so serious in themselves or have
such serious consequences that they may call for dismissal without notice for
a first offence. But a fair disciplinary process should always be followed, before
dismissing for gross misconduct.

24. Disciplinary rules should give examples of acts which the employer regards
as acts of gross misconduct. These may vary according to the nature of the
organisation and what it does, but might include things such as theft or fraud,
physical violence, gross negligence or serious insubordination.

25. Where an employee is persistently unable or unwilling to attend a
disciplinary meeting without good cause the employer should make a decision
on the evidence available.

Provide employees with an opportunity to appeal

26. Where an employee feels that disciplinary action taken against them is

T e L P I memtimmt blam Adaciciain Aumimanlas Aalhacdd lha
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heard without unreasonable delay and ideally at an agreed time and place.
Employees should let employers know the grounds for their appeal in writing.

27. The appeal should be dealt with impartially and, wherever possible, by a
manager who has not previously been involved in the case.

28. Workers have a statutory right to be accompanied at appeal hearings.

29. Employees should be informed in writing of the results of the appeal
hearing as soon as possible.

Special cases

30. Where disciplinary action is being considered against an employee who is a
trade union representative the normal disciplinary procedure should be
followed. Depending on the circumstances, however, it is advisable to discuss
the matter at an early stage with an official employed by the union, after
obtaining the employee’s agreement.

31. If an employee is charged with, or convicted of a criminal offence this is not
normally in itself reason for disciplinary action. Consideration needs to be
given to what effect the charge or conviction has on the employee's suitability
to do the job and their relationship with their employer, work colleagues and
customers.

Grievance: Keys to handling grievances in the
workplace

Let the employer know the nature of the grievance

32. If it is not possible to resolve a grievance informally employees should raise
the matter formally and without unreasonable delay with a manager who is
not the subject of the grievance. This should be done in writing and should set
out the nature of the grievance.

Hold a meeting with the employee to discuss the grievance
Acas uses cookies to make the site simpler. OK
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33. Employers should arrange for a formal meeting to be held without
unreasonable delay after a grievance is received.

34, Employers, employees and their companions should make every effort to
attend the meeting. Employees should be allowed to explain their grievance
and how they think it should be resolved. Consideration should be given to
adjourning the meeting for any investigation that may be necessary.

Allow the employee to be accompanied at the meeting

35. Workers have a statutory right to be accompanied by a companion at a
grievance meeting which deals with a complaint about a duty owed by the
employer to the worker. So this would apply where the complaint is, for
example, that the employer is not honouring the worker’s contract, or is in
breach of legislation.

36. The statutory right is to be accompanied by a fellow worker, a trade union
representative, or an official employed by a trade union. A trade union
representative who is not an employed official must have been certified by
their union as being competent to accompany a worker. Employers must agree
to a worker's request to be accompanied by any companion from one of these
categories. Workers may also alter their choice of companion if they wish. As a
matter of good practice, in making their choice workers should bear in mind
the practicalities of the arrangements. For instance, a worker may choose to
be accompanied by a companion who is suitable, willing and available on site
rather than someone from a geographically remote location.

37. To exercise the statutory right to be accompanied workers must make a
reasonable request. What is reasonable will depend on the circumstances of
each individual case. A request to be accompanied does not have to be in
writing or within a certain time frame. However, a worker should provide
enough time for the employer to deal with the companion’s attendance at the
meeting. Workers should also consider how they make their request so that it
is clearly understood, for instance by letting the employer know in advance the
name of the companion where possible and whether they are a fellow worker
or trade union official or representative.
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38. If a worker’s chosen companion will not be available at the time proposed
for the hearing by the employer, the employer must postpone the hearing to a
time proposed by the worker provided that the alternative time is both
reasonable and not more than five working days after the date originally
proposed.

39. The companion should be allowed to address the hearing to put and sum
up the worker’s case, respond on behalf of the worker to any views expressed
at the meeting and confer with the worker during the hearing. The companion
does not, however, have the right to answer questions on the worker’s behalf,
address the hearing if the worker does not wish it or prevent the employer
from explaining their case.

Decide on appropriate action

40. Following the meeting decide on what action, if any, to take. Decisions
should be communicated to the employee, in writing, without unreasonable
delay and, where appropriate, should set out what action the employer
intends to take to resolve the grievance. The employee should be informed
that they can appeal if they are not content with the action taken.

Allow the employee to take the grievance further if not resolved

41. Where an employee feels that their grievance has not been satisfactorily
resolved they should appeal. They should let their employer know the grounds
for their appeal without unreasonable delay and in writing.

42. Appeals should be heard without unreasonable delay and at a time and
place which should be notified to the employee in advance.

43. The appeal should be dealt with impartially and wherever possible by a
manager who has not previously been involved in the case.

44. Workers have a statutory right to be accompanied at any such appeal
hearing.

45. The outcome of the appeal should be communicated to the employee in
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Overlapping grievance and disciplinary cases

46. Where an employee raises a grievance during a disciplinary process the
disciplinary process may be temporarily suspended in order to deal with the
grievance. Where the grievance and disciplinary cases are related it may be
appropriate to deal with both issues concurrently.

Collective grievances

47. The provisions of this Code do not apply to grievances raised on behalf of
two or more employees by a representative of a recognised trade union or
other appropriate workplace representative. These grievances should be
handled in accordance with the organisation’s collective grievance process.

Notes

Order a print version

Order a print version of the Code of Practice on Disciplinary and Grievance
Procedures on the TSO website.
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The fundamental standards

Categories: Public

The fundamental standards are the standards below which your care must never fall.

Everybody has the right to expect the following standards:

Person-centred care

You must have care or treatment that is tailored to you
and meets your needs and preferences.

Dignity and respect

You must be treated with dignity and respect at all
times while you're receiving care and treatment.

This includes making sure:

* You have privacy when you need and want it.

* Everybody is treated as equals.

& You're given any support you need to help you
remain independent and involved in your local
community.

https://www.cqc.org.uk/what-we-do/how-we-do-our-job/fundamental-standards 1/4
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Consent

You (or anybody legally acting on your behalf) must
give your consent before any care or treatment is given
to you.

Safety

You must not be given unsafe care or treatment or be
put at risk of harm that could be avoided.

Providers must assess the risks to your health and
safety during any care or treatment and make sure
their staff have the qualifications, competence, skills
and experience to keep you safe.

Safeguarding from abuse

You must not suffer any form of abuse or improper
treatment while receiving care.

This includes:

Neglect

Degrading treatment

* Unnecessary or disproportionate restraint
* Inappropriate limits on your freedom.

Food and drink

; You must have enough to eat and drink to keep you in
f \} good health while you receive care and treatment.

https://www.cqc.org.uk/what-we-do/how-we-do-our-job/fundamental-standards 2/4
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Premises and equipment

The places where you receive care and treatment and
the equipment used in it must be clean, suitable and
looked after properly.

The equipment used in your care and treatment must
also be secure and used properly.

Complaints

. You must be able to complain about your care and
treatment.

The provider of your care must have a system in place
so they can handle and respond to your complaint.
They must investigate it thoroughly and take action if
problems are identified.

Good governance

The provider of your care must have plans that ensure
they can meet these standards.

They must have effective governance and systems to
check on the quality and safety of care. These must
help the service improve and reduce any risks to your
health, safety and welfare.

Staffing

The provider of your care must have enough suitably
qualified, competent and experienced staff to make
sure they can meet these standards.

Their staff must be given the support, training and
supervision they need to help them do their job.

https:/iwww.cqc.org.uk/what-we-do/how-we-do-our-job/fundamental-standards 3/4
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Fit and proper staff

The provider of your care must only employ people
who can provide care and treatment appropriate to
their role. They must have strong recruitment
procedures in place and carry out relevant checks such
as on applicants' criminal records and work history.

Duty of candour

The provider of your care must be open and
transparent with you about your care and treatment.

Should something go wrong, they must tell you what
has happened, provide support and apologise.

Display of ratings

The provider of your care must display their CQC rating
in a place where you can see it. They must also include
this information on their website and make our latest
report on their service available to you.

Last updated: 29 May 2017

See also

When we register services, we check they are likely fo meet the fundamental standards.
Registering_and monitoring services
Making sure people are kept safe from harm, abuse and neglect

Taking action

For service providers

Regulations for service providers and managers

© Care Quality Commission 2020
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Code of Professional Practice
for Social Care

The Code

The Code is a list of statements that describe the standards of professional conduct and practice
required of those employed in the social care profession in Wales. The Code plays a key part in
raising awareness of the standards of conduct and practice that are expected of the profession.

The Code supersedes the Code of Practice for Social Care Workers published in 2002 by the Care
Council for Wales. The Code applies from 1 July 2015.

The Code was republished in April 2017, when the Care Council for Wales changed to Social Care
Wales. Minor changes were made to incorporate the Social Care Wales name and brand, however
no changes were made to the content or standards of the Code. Versions of the Code published
since 1July 2015 may look different but the standards are the same.

Social Care Wales builds on the functions of the Care Council by, in particular, registering more
groups of social care workers; agreeing priorities for funding social care training and regulating that
training; setting priorities for research; working to improve specific care services and providing an
information hub.

The Code and the Register of Social Care Workers

Social Care Wales maintains the Register of Social Care Workers (the Register). The Registeris a
public record that those registered have met the requirements for entry onto the Register and
have agreed to abide by the standards set out in the Code. The Welsh Government determines
which groups of workers need to be registered with us. The current groups can be found at
www.socialcare.wales

We will take account of the Code in considering issues of fitness to practise and decisions as
to whether a registered worker should remain on the Register, or whether an applicant should
be registered.

The Code and practice guidance

The Code is the primary document setting out the standards for conduct and practice. It also forms
part of the wider package of legislation, practice standards and employers’ policies and procedures
that social care workers must meet.

We may also publish additional practice guidance. Practice guidance is intended as a practical tool,
aiding social care workers in their practice and contributing to good outcomes for individuals. The
Practice Guidance may also be used to illustrate a potential failure to uphold the standards in the
Code. Registrants should ensure they are familiar with the practice guidance relevant to their role.
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The Code and the wider social care workforce

Registered social care workers are required to comply with the Code. However, the Code is also
relevant to other social care workers who are not obliged to be registered with us as it sets clear
standards of the conduct and practice expected of the social care profession in Wales.

What the Code means for:

Social care workers

As a social care worker you are responsible for making sure that you work to the standards in the
Code. You must ensure that your conduct and practice do not fall below the standards, and that no
action or omission on your part harms the well-being of individuals.

For all of those working in the social care profession, the Code provides criteria to guide your
practice and clarity about the standards of conduct that you are expected to meet. You are
encouraged to use the Code to examine your own conduct and practice and to look for areas in
which you can improve.

Individuals and the public

As an individual receiving care or a member of the public, the Code will help you understand how
a social care worker should behave towards you and how employers should help them to do their
jobs well.

Employers
As an employer of social care workers, you are expected to promote the use of the Code and take
account of it in making any decisions about the conduct and practice of your staff.

Code of Professional Practice for Social Care / 3



Glossary

The glossary below provides an explanation of the various terms used in the Code.

Term Meaning

Active participation

A way of working that regards individuals

as active partners in their own care rather

than passive recipients. Active participation
recognises each individual’s right to
participate in the activities and relationships of

everyday life as independently as possible.

Carer

Colleague

Individual

Person centred working

A carer provides unpaid care and / or support
and could include family members, partners,
neighbours or friends.

A colleague could be any person that a
social care worker practices with directly, or
whose work contributes to the well-being of
individuals.

The person accessing care;
whether a child, young person or adult.

Approaches and ways of working that fully
recognise the uniqueness of the individual and
establish this as the basis for the planning and
delivery of care.

Social care worker

Any paid worker contributing to the delivery of
social care and support.

Well-being

4 / Code of Professional Practice for Social Care

Well-being is a broad concept including
physical, mental and emotional well-being,
protection from abuse and neglect, access to
education, training and recreation, support for
relationships, having suitable accommodation
and securing rights and entitlements.




The seven sections of the Code

As a social care worker, you must:

1.

Respect the views and wishes, and promote the rights and
interests, of individuals and carers.

Strive to establish and maintain the trust and confidence of
individuals and carers.

Promote the well-being, voice and control of individuals and
carers while supporting them to stay safe.

Respect the rights of individuals while seeking to ensure that
their behaviour does not harm themselves or other people.

Act with integrity and uphold public trust and confidence in
the social care profession.

Be accountable for the quality of your work and take
responsibility for maintaining and developing knowledge
and skills.

In addition to sections 1 - 6, if you are responsible for
managing or leading staff, you must embed the Code
in their work.

Code of Professional Practice for Social Care / 5
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Foreword from Brendan Barber, Acas Chair

As UK productivity levels continue to lag behind our competitors, we need
to take a long hard look at all the factors that might have a part to play in
addressing the problem. The UK’s productivity challenge is an agenda
shared by employers, trade unions, commentators, policy makers and
Government. Failure to take action poses considerable threats for growth,
for jobs and for sustainable increases in real wages.

Acas believes that there is real benefit to be gained from addressing this
question through the prism of the workplace: to identify opportunities for
workplaces to become more effective and, in turn, contribute to the bigger
challenge.

Workplaces are key to productivity. The long term success of high level
solutions such as better physical infrastructure or capital investment and
investment in skills depends on workplaces being efficient, responsive and
innovative. The way workplaces are organised, the part played by
managers and leaders, and the role and involvement of employees and
their representatives provide the means for things to change and improve.
This message applies across sectors and industries — it's hardly possible to
conceive of a business or organisation that can look at itself and conclude
there is no room for improvement.

As experts in the dynamics of the workplace, Acas stands ready to
promote and support this agenda. We have been working with others who
share these concerns to assemble the arguments for change, and identify
strategies for action. This report aims to stimulate debate amongst policy
makers and those with an interest in UK productivity and offers Acas’
insights into the features that can make a difference to workplace
effectiveness. It contains contributions from a number of bodies Acas has
been working with and we welcome their thoughts on the productivity
challenge based on their own specialist perspectives.

The report concludes with an agenda for change, and options for future
consideration.

June 2015
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Human Resources

From: Human Resources
Sent: 17 September 2020 13:26
To:

Subject: Meeting with
Attachments: KL Meeting R n.docx

Hgii»
I met with -his morning, you were supposed to attend as well? | have attached the minutes above for your

review.

I talked through all of the issues with @:nd | think we need to meet witl’. next week when she is back
from holiday to go over each issue to prevent any future occurrences.

There are also issues with lack of correct insurance which is also in contravention to the employee handbook and is
something that we need to resolve.

Can you let me know when-s available to attend the office please? You can make her aware that we need to
discuss several issues with her. Please contact her when she is back from leave and put it in my diary. You will need

to be present as well.

Regards
Chloe

elliots
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elliots

We About People

Performance Management

Name: Robbie Rowe
Date: 18" August 2017

Areas of Concern

» Failure to sign MAR chart after administering

1) Medication medication.

¢ Incorrectly documenting that medication has been
administered when you have failed to do so.

» Failing to report medication concerns to your
Team Leader.

e Failing to complete appropriate paperwork as

2) Record Keeping required on a daily basis such as daily hand over
sheets, incident reports, cleaning sheets, finance
paperwork.

» Failing to keep accurate records of Supported
individuals behaviours.

» Failing to carry out housekeeping duties to the

3) Housekeeping Duties appropriate standard required by:
I Failing to wash dirty dishes prior to going off
shift;

Il.  Failing to wash unclean bedding;
. Leaving feces on the floor.

» Speaking to supported individuals in an
4) Interaction with Supported individuals inappropriate way.

* Failing to report concerns regarding Supported

5) Reporting & adhering to staff policies individuals behaviors to your Team Leader.

¢ Failing to keep accurate records of Supported
individuals behaviours.

* Taking Supported individuals out for meals without
receiving prior authorization from your Team
Leader/Area Manager in accordance with the
company ‘staff food’ policy.
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We About People

* Failing to monitor Supported individuals portion

6) Following Supported individuals care plans sizes in accordance with their care plans.

Areas for Development

* To administer all medication as detailed on the

1) Medication MAR sheet including the correct medication,
dosage and times

* To sign the MAR sheet once correct medication
has been administered

¢ To report all medication errors, issues and
concerns to your team leader immediately and
seek advice.

* To receive regular supervision from the team
leader when administering medication during the
performance management period.

¢ To liaise with the team leader if there is any

2) Record Keeping uncertainty over daily paperwork

¢ Tofill in all necessary paperwork accurately
whilst on shift on a daily basis

e Tofillin, and report to the team leader any
behaviours and incidents that may occur whilst

on shift
¢ To report any issues regarding the environment
3) Housekeeping duties when starting on shift to your team leader
immediately

* To ensure housekeeping duties are done
throughout the shift, and a clean and safe
environment is maintained

* To ensure the environment is clean and tidy
before handing over to another team member at
the end of the shift

* To ensure any reasons why housekeeping
duties have not been fulfilled are documented
and handed over to other staff at the end of the
shift

¢ When talking to supported individuals ensure

4) Interaction with Supported individuals correct language and manner is appropriate.

* Tofillin, and report to the team leader any

5) Reporting & adhering to staff policies behaviours and incidents that may occur whilst
on shift

* Ensure all issues and concerns, including health
concerns are immediately documented and
reported to the team leader

* Follow the advice and direction of the team
leader when taking a supported individual out for
a meal. Any additional meals MUST be
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authorized by the team leader as we are
required to en sure supported individuals follow
a healthy balanced diet.

6) Following Supported individuals care plans

To ensure the supported individual strictly
follows the SALT plan in place

To follow instruction from the team leader
regarding a healthy balanced diet, follow the
meal planner in place and monitor portion size in
order to minimise the risks of choking

To ensure correct supervision is given to the
supported individuals at all times when eating







Personal Statement — LO2

2.1 Analyse the types of support line managers in the organisation need from HR, in relation
to performance management activities.

To enable line managers to be good people managers, they also need to be managed according to
strong, robust policies and procedures to enable them to understand their role within the
implementation of these policies as line managers are often the face of the organisation (cipD,
2019).

It can be said that well managed line managers are proven to lead high-performing teams, and
therefore it is essential that HR professionals are able to work alongside and support line managers
to develop their management skills whilst reflecting the ethos and culture of the organisation (CIPD,
2019).

Generally, line managers are able to display this behaviour if they have positive relationships with
their own managers, adequate training opportunities, the capacity to feel involved in decision
making, as well as a culture that is open and which allows them to air their grievances or discuss
matters which concern them. It is with this in mind that highlights the main type of support that line
managers require throughout performance management activities. Although managers may
understand their specific area, they often lack knowledge in employment law practices and the ‘do’s
ad don’t’ s of performance management activities.

HR professionals often act as a sounding board for line managers and provide advice and guidance,
pointing line managers in the right direction and ensuring that internal policies are adhered to. HR
professionals may also highlight training needs in this respect and ensure that all line managers
receive adequate training. In summary, the role that HR professionals play in performance
management activities is usually that of an advisory and supportive role (CIPD, 2019).

The HR department also offer support in alternative ways, for example record keeping, other ad-hoc
administrative support for example booking in supervision and appraisal meetings in to diaries,

reminding of due dates and developing adequate systems to record this data (Appendix 31).

2.2 Support line managers capability to deliver performance management activities.

The role of performance management is to continuously develop business processes, individual
skills, capabilities and behaviours. It is important that line managers are able to carry these
processes out effectively or the performance of individuals, teams and companies will be at a
detriment because of it (Talentedge, 2020).

It is important that HR professionals are able to support line managers to carry out these processes.
Appendix 22 is an email which was sent to a line manager in relation to ongoing performance issues
with @ member of staff in their team. The email details advice on the ongoing progress of a capability
procedure and my advice to extend a current warning that was in place. Appendix 23 is an email
regarding the same employee which was sent to the registered manager to discuss the ongoing
situation. It is always important to work as part of a team and ensure that the relevant people aware
of the ongoing process, whilst maintaining the appropriate level of confidentiality.






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

Line managers play various roles in ensuring a successful performance management process;
however it is imperative that they work alongside HR professionals to ensure that all employment
law legislation and internal policies are adhered to.

Line managers responsibilities are as follows:

® Ensuring leadership and management processes which are top down

® Driving for individual and organisational success through the communication of the
organisations mission, values and business objectives within supervisions and appraisals

® Ensuring that the performance management process is efficient, effective and consistent

® Clearly defining work expectations, tasks and roles within supervisions and appraisals and
ensuring that these are communicated to individuals and the team as a whole

® Ensuring regular reviews are held to discuss performance and progress towards achievement
of goals and suggesting plans to correct any areas of underperformance

* Establishing an understanding of the importance of such reviews with employees

(Guide, 2020)

At each stage HR professionals should be available to guide and advise line managers through the
performance management process, whether this is at the early stages of performance management
prior to any low levels of performance occurring, for example supervisions and appraisals, or in the
event of poor performance and the necessary procedures that are in place to manage this. HR
professionals are usually involved in creating such policies as well, ensuring that they are in keeping
with ACAS code of best practice (Appendix 15).

Appendix 25 is an email sent to the same manager at the beginning of the process, highlighting the
correct process to follow, step by step to ensure compliance with our own internal procedures and
so that the manager understood what to expect. It is important to support line managers at each
step and accurate and timely communication is key to following a successful process.

In many ways, HR professionals must take the lead when it comes to performance management
processes. The relationship between middle managers and HR professionals is extremely important,
as is the relationship between manager and employee with the line Manager assisting in supporting
engagement by contributing to an employees motivation and job satisfaction by implementing
performance management policies in an effective manner (CIPD, 2014). HR professionals must
develop a robust working relationship with line managers to ensure collaborative working practices
and successful implementation of policies.






Evidence - LO2
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ARpedis 22

Human Resources

From: Human Resources
Sent: 26 January 2018 11:32

To: Paulson

Cc:
Subject:

Morninggillp

Further to our meeting regardin-st week, and after reviewing the information at hand we agreed that
improvements had been made although there were still a few ongoing concerns which would need to be addressed.

As a result of this we agreed that it would be unfair to proceed to the next stage of the capability procedure, however
we have the ability under our Capability Procedure, paragraph 77.15 to extend the review period so given the
circumstances we could extend -obation period on this basis for a further 3 month period.

Could you invite.1 for next Tuesday morning at 11am please and we can meet with him to discuss the above.

Thanks

elliots

e ADOuT Patspie
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Human Resources

From: Human Resources

Sent: 22 January 2018 13:55

To:

Subject: RE: Robbie Row  Ref Red Kite Law LLP:MA:ELLO0068/011
Attachments: Performance Management - Re-Assesment Jan 2018.docx

Hi g
I hope your well?

-was issued a first written warning on the 19" October 17 as a result of a Capability meeting (please
see emails be]ow).-)erformance was due to be re-assessed on the 19t January and Robbie’s managers and

I met to discuss the areas for development and any further concerns.

has improved on most things, however there are a few ongoing concerns relating to completing the
appropriate paperwork. This was not completed on one occasiomhas also continued to supported
individuals to meals without following the correct procedure on one further occasion.

| feel that.ias made progression, particularly with medication administration, however there are still a few

ongoing concerns. I'm not sure if there is enough to warrant progressing to the next stage though. Is there a way in
which we can continue to monitor r a further few months due to the concerns noted above which would

give us time to re-assess the situation and make a decision?

I have also attached the performance management plan where | have updated areas of compliance and areas for
further development.

Regards

elliots

Vo Ao Peopie

Silver
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Foreword

The Acas statutory Code of Practice on discipline and grievance procedures is
set out in paragraphs 1 to 47 below. It provides basic practical guidance to
employers, employees and their representatives and sets out principles for
handling disciplinary and grievance situations in the workplace.

The Code does not apply to dismissals due to redundancy or the non-renewal
of fixed-term contracts on their expiry. See advice on redundancy.

The Code is issued under section 199 of the Trade Union and Labour Relations
(Consolidation) Act 1992 and was laid before both Houses of Parliament on 16
January 2015, it comes into effect by order of the Secretary of State on 11
March 2015 and replaces the Code issued in 2009.

A failure to follow the Code does not, in itself, make a person or organisation
liable to proceedings. However, employment tribunals will take the Code into
account when considering relevant cases.

Tribunals will also be able to adjust any awards made in relevant cases by up
to 25 per cent for unreasonable failure to comply with any provision of the
Code. This means that if the tribunal feels that an employer has unreasonably
failed to follow the guidance set out in the Code they can increase any award
they have made by up to 25 per cent. Conversely, if they feel an employee has
unreasonably failed to follow the guidance set out in the Code they can reduce
any award they have made by up to 25 per cent.

Employers and employees should always seek to resolve disciplinary and
grievance issues in the workplace. Where this is not possible employers and
employees should consider using an independent third party to help resolve
the problem. The third party need not come from outside the organisation but
could be an internal mediator, so long as they are not involved in the
disciplinary or grievance issue. In some cases, an external mediator might be
appropriate.

Manv potential disciblinarv or grievance issues can be resolved informallv. A

Acas uses cookies to make the site simpler.  OK
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issue cannot be resolved informally then it may be pursued formally. This
Code sets out the basic requirements of fairness that will be applicable in most
cases; it is intended to provide the standard of reasonable behaviour in most

instances.

Employers would be well advised to keep a written record of any disciplinary
or grievances cases they deal with.

Organisations may wish to consider dealing with issues involving bullying,
harassment or whistleblowing under a separate procedure.

More comprehensive advice and guidance on dealing with disciplinary and
grievance situations is contained in Discipline and grievances at work: the Acas
guide (PDF, 841KB, 79 pages). The booklet also contains sample disciplinary
and grievance procedures.

Unlike the Code employment tribunals are not required to have regard to the
Acas guidance booklet. However, it provides more detailed advice and
guidance that employers and employees will often find helpful both in general
terms and in individual cases.

Legal decision affecting section 14

When dealing with requests to postpone a disciplinary hearing to
accommodate the attendance of a worker’s companion, readers of the Code
will wish to be aware of the Employment Appeal Tribunal judgement in the
case of Talon Engineering Ltd v Smith. Guidance on this issue is contained

in Discipline and grievances at work: the Acas guide (PDF, 841KB, 79 pages).

The Code of Practice

Introduction

1. This Code is designed to help employers, employees and their
representatives deal with disciplinary and grievance situations in the

winrlenlara

Acas uses cookies to make the site simpler. OK
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e Disciplinary situations include misconduct and/ or poor performance. If
employers have a separate capability procedure they may prefer to address
performance issues under this procedure. If so, however, the basic
principles of fairness set out in this Code should still be followed, albeit that
they may need to be adapted.

e Grievances are concerns, problems or complaints that employees raise
with their employers. The Code does not apply to redundancy dismissals or
the non-renewal of fixed-term contracts on their expiry.

2. Fairness and transparency are promoted by developing and using rules and
procedures for handling disciplinary and grievance situations. These should be
set down in writing, be specific and clear. Employees and, where appropriate,
their representatives should be involved in the development of rules and
procedures. It is also important to help employees and managers understand
what the rules and procedures are, where they can be found and how they are
to be used.

3. Where some form of formal action is needed, what action is reasonable or
justified will depend on all the circumstances of the particular case.
Employment tribunals will take the size and resources of an employer into
account when deciding on relevant cases and it may sometimes not be
practicable for all employers to take all of the steps set out in this Code.

4. That said, whenever a disciplinary or grievance process is being followed it is
important to deal with issues fairly. There are a number of elements to this:

 Employers and employees should raise and deal with issues promptly and
should not unreasonably delay meetings, decisions or confirmation of
those decisions.

e Employers and employees should act consistently.

e Employers should carry out any necessary investigations, to establish the
facts of the case.

» Employers should inform employees of the basis of the problem and give
them an opportunity to put their case in response before any decisions are

made.
Acas uses cookies to make the site simpler.  OK
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* Employers should allow employees to be accompanied at any formal
disciplinary or grievance meeting.

* Employers should allow an employee to appeal against any formal decision
made.

Discipline: Keys to handling disciplinary issues in the
workplace

Establish the facts of each case

5. Itis important to carry out necessary investigations of potential disciplinary
matters without unreasonable delay to establish the facts of the case. In some
cases this will require the holding of an investigatory meeting with the
employee before proceeding to any disciplinary hearing. In others, the
investigatory stage will be the collation of evidence by the employer for use at

any disciplinary hearing.

6. In misconduct cases, where practicable, different people should carry out
the investigation and disciplinary hearing.

7. If there is an investigatory meeting this should not by itself result in any
disciplinary action., Although there is no statutory right for an employee to be
accompanied at a formal investigatory meeting, such a right may be allowed
under an employer’s own procedure.

8. In cases where a period of suspension with pay is considered necessary, this
period should be as brief as possible, should be kept under review and it
should be made clear that this suspension is not considered 3 disciplinary
action,

Inform the employee of the problem

S.If it is decided that there is 3 disciplinary case to answer, the employee
should be notified of this in writing. This notification should contain sufficient
information about the alleged misconduct or poor performance and its

Acas uses cookies to make the site simpler. OK
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Apperdiv 5
Human Resources

From: (uan Resaures:

Sent: 21 September 2020 18:05
To: Chloe Tickle

Subject: FW: RR

Hi Paul,

It was good to catch up yesterday.

I have reviewed the performance management concerns that you have for Robbie Row and attach invitation letter to
the first stage of your Capability Procedure as well as a script to assist you with that meeting which goes through each
of your concerns and gets further information from him as to how he perceives the issues.

In terms of the process itself, a performance management process can be quite lengthy and it is rarely completed in
its entirety much before 12 weeks. We can assist you with each of the letters and scripts at each stage if needs be.

At each stage you need to consider:
e The employee’s role, duties and responsibilities;
» The areas of concern;
* Any recent discussions/appraisals where you have explained the concerns;
* The areas in which you would like him to improve, including targets and objectives.

The process generally includes:
»  Clarifying the required standards:
Identifying areas of concern;
Establishing any likely causes of poor performance;
Identifying any training needs or reasonable adjustments;
Setting specific, measurable, achievable and relevant targets for improvement; and
Setting a time-scale for review. | suggest a review period of 3/4 weeks to give the employee an opportunity to
address the issues.

The formal process is as follows:

1. Step One: Identify Performance Issues and Manage Performance Informally

As you know, performance issues should initially be dealt with informally between the employee and his line manager
as part of day-to-day management. | understand that you have already done this with Robbie and therefore the
attached documents take you on to step 2.

2. Step Two: Invitation to meeting
If the performance issues identified have not been addressed within the review period, the matter should be escalated
and dealt with by way of formal action. You should then write to the employee setting out:

The concerns regarding performance and the reasons for those concerns;

The likely outcome if, following a formal meeting, you decide that his performance has been unsatisfactory;
Enclosing all documents and evidence that will be used or referred to at the meeting;

Informing the employee of the time and place of the meeting and the right to be accompanied; and

Making clear that the potential outcome of the meeting is a first written warning.

The attached invitation letter should cover these points.

3. Step Three: Meeting to discuss the problem
The meeting should ideally be conducted by the employee’s line manager and with someone in attendance as a

notetaker. The aim of the meeting should be to:

¢ Clarify the required standards/expectations you feel he has failed to meet and examine the evidence;

» Allow the employee to ask questions, respond to the evidence put forward, provide any evidence he may
have and put him views across;

¢ Establish the likely reasons for the poor performance;

1



o Identify what can be done to assist the employee in improving his performance, such as additional training or
supervision; and
o Set agreed targets for improvement and a time-scale for review.

4. Step Four: First written warning/improvement note SR
If you consider that the performance is unsatisfactory, the employee should be given a first written warning setting
out:

The areas in which the performance has fallen below required standards;

The improvement that is required;

The timescale for achieving this improvement;

Any support you will provide to assist him, such as additional training or supervision.

This can be done as a performance improvement plan similar to the one you sent me but | have also attached our
blank template in the event you would find that helpful Chioe.

5. Step Five: Review period

If possible, the length of the review period should be discussed and agreed at the capability meeting and should again
be around 4 weeks perhaps, albeit you could agree a longer or slightly shorter period if needs be. The employee’s
performance should be regularly monitored during the review period. If you are not satisfied with progress, you will
need to hold a further capability meeting. The employee should again be notified of the capability meeting, and the
possible outcomes of the meeting, as above. We will draft this letter for you.

6. Step Six: Second capability meeting

The focus of the meeting will usually be on the extent to which his performance has improved over the review period
and, if it has not improved to a satisfactory level, the reasons for this and whether anything further can be done to
assist him. A further period of review and further objectives should be agreed with him at the meeting. The objectives
should be confirmed to the employee after the meeting in the outcome letter.

7. Step Seven: Final Written Warning

A final written warning should then be issued giving details of the grounds for concern and warning that failure to
improve performance may lead to dismissal. This should set out the areas of improvement and targets etc discussed
and agreed during the meeting and warn of the consequences of failing to improve within the review period.

8. Step Eight: Final capability meeting and dismissal

The final stage in the capability process is dismissal. Again, the employee’s line manager should conduct the meeting
and the employee should have the same rights as at the other capability meetings. Reasons for dismissal must then
be provided in writing confirming the date of termination, the appropriate period of notice and providing him with the
right to appeal.

9. Step Nine: Appeal
The employee must be given the right to appeal against any disciplinary action, including warnings. Any appeals
made by the employee should be heard by a more senior manager.

Medical/ Disability issues

As we discussed yesterday, the employee may argue that the performance issues are due to his medical condition. If,
and when he does this, we can discuss this further together with any reasonable adjustments that may be necessary
but it may be worth considering a referral to his GP if he mentions further concerns relating to this incident many
years ago.

| hope this is helpful Paul but give me a call if you want to talk through anything.

Kind Regards
Chioe



Personal Statement - LO3

3.1 Evaluate the organisations approach to performance management, including employee
performance and development reviews.

Elliots Hill Care Ltd is a private care company and is heavily regulated by CIW and Social Care Wales.
As such, we are required to undertake supervisions {Appendix 7) on a 12-weekly basis, as well as
annual appraisals iAppendi)g 8). During these meetings the employee’s performance is reviewed
alongside the organisations values and objectives, and targets are set ahead of the next review. The
organisations approach to supervisions and appraisals is also set out within the employee handbook
(Appendix 28),

In the event of poor performance, the organisations capability policy may be invoked (Appendix 11).
This is similar to the disciplinary procedure where sanctions may be issues up to and including
dismissal in the worst scenarios where employees have repeatedly underperformed. During this
process, the company would support the employee by providing additional training and support and
meet with the employee at regular intervals.

In evaluation, our approach to performance management is compliant with employment law,
however | feel that more attention could be paid to the importance of supervisions and appraisals by
line managers who feel that these are merely a tick box exercise. Through educating our line
managers with ‘toolbox talks’ {Appendix 30) on the importance of these processes, | believe that we
will encourage employees to participate more and increase the performance output of our teams. |
would recommend that additional training is issued to line managers in this respect, and that
supervisions include more attention to the development opportunities of staff to progress within the
sector and within the organisation.

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

There is increasing evidence that shows that by adopting High-performance Work Practices (HPWs)
organisations are able to improve their own performance and continue to grow. According to
(Gephart & Van Buren, 1996), HPWS create ‘synergy’ which maintains the competitive advantage of
businesses adopting that approach.

In this day and age business growth and developing a competitive edge is extremely important to
the UK’s economy and prosperity. Evidence suggests that by developing a specific ‘bundle of policies’
, organisations are able to implement a HPWS (Stone, et al., 2012).

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

There are several ways that performance management processes can be developed within my
organisation. Firstly, line managers need to be educated on the importance of delivering
supervisions and appraisals and how to approach these in order to get maximum value out of them
(Appendix 30).

Secondly, employees need to be made aware of the purpose of supervisions and the benefits of
taking part in these processes as many employees are also of the opinion that these are merely a tick






box exercise. This can be seen within the probationary review pack and the ‘supervision contract’
which employees are required to sign.

Finally, | believe it is important that these processes are aligned to the organisations values, beliefs,
culture and business objectives and as such a thorough review will be carried out of these processes
within my organisation. Objectives need to be SMART in nature, and should set out what the
business is trying to achieve to ensure that the business is driven in the right direction (CMI, 2014).

Supervisions and appraisals provide both employer and employee the opportunity to reflect on their
previous practice and forms the basis for continuous professional development. This is a concept
that believes that we are constantly learning from our experiences and applying this knowledge to
practice. Gibb's reflective cycle (1988) is a framework used to aid reflective practice and to give
structure to learning experiences allowing employees to learn and plan from passed experiences to
encourage future development (The University of Edinburgh, 2020).
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S0 Focom

Supervision

* Legal requirements — Residential care every 8 weeks/Domiciliary care
every 12 weeks

* Benefits

* Mandatory topics

* Skills for effective supervision
* New supervision format

Topics for Supervision

= customerfocus

* support in the role

heatth and safety

learning and development needs

* policles and procedures

* personoi/hedith issues impocting on work
« working patterns

* delegation

~ addressing underperformance

project work

depurtising

problern solving

changes ir s, P!

Systems

change of job/responsibilities

getting people to use equipment, materlals or
processes properly

application of learning before and after
attending a training course

Performance Appraisal

What is appraisal? Why doit?

® A performance * Good management

management tool : .
& * Continuous improvement

* An opportunity to discuss,
clarify and und, |

* Essential reflection and
planning

building and strengthening
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Introducing the PDP
» What is the PDP?
— Performance Development Process

* Key features
— Performance agreement
= Performance review
— Personal development

« Why do we need it?

Performance Agreement

* Purpose
s What is to be achieved

» How performance will be monitored
o How performance will be supported

Performance Review
o Day-to-day performance discussions
» Routine performance reviews
o Formal performance reviews

Preparation

« For appraisers
» For appraisees
» Third-party feedback

& &3
<, 4“‘% @

QO
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Assessing Performance

Conducting the Review

¢ Joint discussion

5 keys to effective assessment: —
® Privacy € -”
* Preparation ¢ Offer praise
* Clarification e, ¢ Balanced view
» Facts & evidence * Prioritise action
\ t
* Rounded evaluation * Agreemen
* Considered factors
9 10
Feedback Objectives
Why give feedback?
¢ Specific .S
M
¢ Descriptive ° A
* R
¢ Forward-looking o T
11 12



Elliots Hill PDP

» Send out Appraisee Form 1o all appraisees — start
now!

o Set dates for individual appraisals —allow 1hr each

o Complete Appraiser form

» Conduct appraisals and complete Form 3
DEADLINE — 31% July 2016

13
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