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Introduction 

I work in The Service Centre of Swansea Council where my role is a Workforce- Analytical, Recruitment and Change Officer (ARC Officer). My day to day work is mainly of a transactional nature and more in line with a Human Resources Assistant role. I offer basic advice on HR policies and process paperwork on the lifecycle of the employee. I work with and alongside Human Resource and Organisational Development Advisors, Business Partner’s, alongside Payroll and Pensions and Line Manager’s. I am studying this course in order to gain further knowledge and to progress my career in Human Resources Management. I hope that this portfolio will evidence how I, in my current role am contributing to the improving of Organisational Performance. 

My role currently means that the majority of my experience is related to recruitment and selection and to the probationary period of employment. Due to the pandemic I have been unable to observe as much as I would have liked in the area of capability / dismissal but have been able to discuss some of these with my HR Advisor colleagues.
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Part 1 - Provide information on Performance Management activity within an organisation.


Swansea Council falls within the Public Sector and therefore has a variety of Performance related policies which cover the lifecycle of the employee. These would include:

Recruitment and Selection Policy
Induction 
Probation Policy
Employee Performance Management Policy
Training and Development Policy
Capability Policy 
Disciplinary Policy
Management of Absence Policy this list is not exhaustive 

All of these policies would set out the requirements and expectations within the council of the employee’s performance and also explain clearly would process would happen if things go wrong or expectations are not met.
   
For the purpose of this portfolio I will start by looking at the Employee Performance Management Policy EV1 itself, as this gives the main over view of the requirements of Performance Management and links in with many of the other further policies mentioned above. 

It is clearly outlined in the policy that the purpose of “performance management is a process which contributes to the effective management of individuals and teams in order to achieve high levels of organisational performance. It is about establishing a culture in which individuals and groups take responsibility for the continuous improvement of business processes and of their own skills, behaviour and contributions as appropriate.” Swansea Council – Employee Performance Management Policy 2015 – This definition aligns to the CIPD viewpoint which states:- “performance management is about creating a culture which encourages the continuous improvement of individuals’ skill, behaviours and contributions to the organisation. It’s a key part of the relationships between staff and managers. 

Swansea Council operates a Competency based approaches to performance this is highlighted in section 4 of the performance management policy EV1 and as such at the very start of employment your Job Description is a key part of the Recruitment, selection and Induction process. I have given an example of a Job description and how the Role Criteria is looked for in Shortlisting and interview (scored on the shortlisting / interview spreadsheet) these are evidenced in EV2 and EV3. Rees and French (2016) support the idea here that performance follows the employee lifecycle and begins with recruitment.

Once you have matched criteria then you are competitively interviewed. Interview questions are based around the Job Description and Managers who conduct interviews are looking to match you into the competencies provided for that particular role. The successful candidate would have matched the most competencies / criteria and be offered the job. A new starter pack will then be sent out.
Again within this process we require references from at least 1 previous employer prior to appointment and this in a way check’s on how the person has performed previous to employment. If this reference is deemed unsatisfactory then the offer of employment will be withdrawn. If references are satisfactory then appointment will proceed.

All staff who join employment with Swansea Council start with an Induction Meeting where the Job that they have been recruited to will be fully explained. This is the very start of the performance management cycle. Once employment has commenced the employees need to fully understand the requirements of the role. Manager’s will go through the employees Job Description and discuss any training requirements that maybe needed. In addition to this all Corporate Induction must be completed via the Online Learning Pool EV 4, for any new employees with no access to online facilities, then they will be taken through the process with their specific manager at the start of employment. EV 5 shows the checklist for induction and EV6 shows the importance placed on the Induction process and how managers are reminded regularly of this. (Taylor, 2014) states that Induction is critical to the performance management process as it “ improves the person-job fit, reducing turnover and absenteeism, and increasing employee commitment and job satisfaction” 

The next step after Induction and employment starts is the probation process – this is clearly out lined in the councils Probation Policy EV7– The probation policy is aimed at all employees in the early stages of employment and is usually set at 3 month and 6 months reviews with employment being confirmed after successful 6 month review. Probation can be extended to 9 months if 6 month review is unsatisfactory. There is an exception of employees working in Children’s services whose probationary period is set at 12 months in line with the Warner Review system. The purpose of the Probation Policy “is to provide a framework for managers to monitor and support the progress of new employees in the early stages of their employment. It will also enable managers to deal promptly and fairly with any apparent shortcomings in a probationers' work performance or conduct”.  Probation Policy Swansea Council 2015.

Once probation is completed then performance management of employees is led by the Line manager / Supervisor and all arrangements for 1-1 meeting, supervision and performance appraisals are arranged between manager and employee directly. The HR advisors team have minimal involvement in this process and only really get involved for advice and matters of discipline or capability ( i.e. if there is a problem with the employees performance).

As stated in the performance management policy Section 3 (EV 1) itself HR’s involvement is as above stated but it is also required to formulate the policies in the first place and also keep the policies updated in line with any legal and legislative requirements. Further advice and Guidance can also be gained from Government websites such as Gov.uk and also Acas. These sources also underpin the policies themselves, and are used as guidance when reviewing policies.

The council then operates a policy of everybody is responsible for the policies implementation from the top down to the bottom. I.e. Chief executive down to the employee themselves. Trade Unions also have an important role when it comes to supporting employees when things perhaps are not going right for them or if there are areas of discipline which need addressing. 



EV1 – Employee Performance Management Policy – double click policy to open




EV2 – Example of a JD – double click to open full policy











EV3 - Interview competency framework / Role criteria matching – Screen Shot
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EV4 - Corporate Induction link on Council Website
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EV5 – Checklist for Manager’s – Induction 














EV6 - Induction Training Update for Managers – screen shot
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EV7 – Swansea Council Probation Policy – double click to open policy 




Part 2 – Support Line manager’s to deliver Performance Management activities within the organisation.

On a day–to-day basis as part of my role as a Workforce ARC Officer I am required to give low level support and advice on any policies related to the Lifecycle of an employee. All advice I would give out can be found in the policies itself. If there is anything I am unable to advise on then these matters are referred on to the HR and OD Advisors team or a Business Partner. On a daily basis I receive requests for policy information, this is usually requested via email and responses would be via email. We also would receive requests by telephone but at present as we haven’t been issued our own phones we try to avoid this unless urgent. Since Covid 19 we have been able to also give advice via Teams’ calls but these are usually following initial email correspondence.

Most of the advice I personally give is in relation to References received for new employees, Probation reporting and management of absence. 

The bulk of my current correspondence is for probation reporting. My team runs a monthly report for probations which we they contact manager’s to let them know that the 3 or 6 month probation report is due – email to manager EV9. This is in line with the probation policy EV7. A probation report spreadsheet example is given in EV8. 

Once the blank report EV10 is sent to the manager, it is up to them to arrange a convenient time to complete the probation meeting. Once they have completed the probation meeting the 6 month report needs to be signed by the employee, supervisor/line manager and then countersigned also by the supervisors manager or Head of Service (page 3 & 4 of the report EV10). Once this has been signed the report is returned to myself to progress letter of confirmation of successful completion or an extension to 9 months if unsatisfactory. Example of completed probation report EV11, Letter to employee confirming employment EV12 and an example letter of an extended probation due to failed 6 month probation EV13.

Whilst perhaps this procedure is a simple one, I often find that if we do not remind manager’s in the way that we do the probation report’s would not readily get completed and even when we do send reminders we invariably don’t get the reports back to record them in their records. I have included an email from a manager that I deal with regularly thanking me for my help with probation reporting EV14.

In regards to the completion of the probation reporting not being done, I believe that there is a lack of hands on face to face training for supervisors and managers when they start working in their roles. This applies not only to probation but also to how they manage all aspects of the employees they directly supervise. Largely, the expectation is given to their manager / supervisor to train the new employee, giving guidance on the expectations they can also refer them to training provided on the Manager’s Toolkit EV15. 

We have had instances where new managers have not been informed about the toolkit EV15 and their manager who has been with us for many years are also unaware of this training resources. Email trail provided of my experience on this and how I advised EV16 – unfortunately as I do not manage staff myself I have passed this onto my supervisor who has been able to talk the employee through some of the processes. It is sometimes difficult to advise on a process that you do not have to do yourself – ie if you do not supervise staff then you have no need to be aware of how to input data into the management system. 

Swansea Council has a-lot of policies, which cover all sorts of details about our employment.  There are also a number of good tools on our Staff Net which help and assist managers – namely the already mentioned Toolkit EV15. Each individual person is directed to learning at the Induction and Probation stage of employment in regards to their personal performance. Most information is done as e learning. Technology has advanced, but I feel that whilst many may access the training, we should really have a more hands on /practical approach. As often the e-learning process can just be a tick-box exercise which proves we have done the training. Many of the downfalls of managers is that they are ill-equipped to do their job due to lack of training and as mentioned I feel this could be changed by a more hands on approach.



 



    


























Part 2 - Supporting Evidence 


EV8

Example - Probation Spreadsheet







EV9

Email to Manager - Probation reminder for 6 months









EV10 

Blank 6 Month Probation Form 









EV11 

Example Completed Probation Report – click on report to open




















EV12 

Letter confirming Employment 



















EV13

Example of an Extended Probationary Period Letter





EV14 
Thank you from manager for support with probation reporting











EV15 

Screen Shot of Manager’s Toolkit – Training and advice for Manager’s and Supervisors
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EV16 

Email trail advice to Manager on access to training on the manager’s Toolkit














































Part 3 – Assess the impact of Performance Management activities on organisational performance and make recommendations for enhancement’s.


Swansea Council on the whole has a-lot of policies, which cover all sorts of details about our employment.  Each individual person is directed to learning at the Induction and Probation stage of employment. Most information is done as e learning. Technology has advanced but I feel that whilst many may access the training we should really have a more hands on /practical approach. As for many completing the training is just a tick box exercise. 

Swansea Council as a whole has a robust Employee Performance Management Process and provides many policy in relation to this. A key part of managing the performance is the employee – manager relationship. I believe this is formed in the 1-1 meeting which in my particular area happens on a monthly basis. Heads of Service are generally responsible for what questions are asked in these meeting’s. Prior to the Pandemic all these meetings would have been held face-to-face in a meeting arranged by your manager. Of course due to the pandemic all employees are working their contracted hrs from home - trips to the office have to have special authorisation, because of this all 1-1 meeting’s whilst still face to face are conducted via a Teams video call. To start there were many technology issues but as we have progressed with this it has now become the “new normal”. Whilst Video calls are a good way of keeping in touch, they are still less personal than a Face-to-face meeting and for some can be stressful due to technology failures. 

The contents of each individual 1-1 is submitted to the Head of the Service Centre by my supervisor on a monthly basis. My supervisor also reports on stats for each person. These are minimal in our area as we are more customer focused and our Head of Service recognises that we all work differently so what takes one person 10mins may take another 30. Our main aim is Customer satisfaction. All employees of the Council are our customers. In this manner our performance is constantly under review and any problem’s arising will be picked up sooner rather than later. Any drop in performance would be recognised and address in the next 1-1. 

My Head of Service has conducted a survey in relation to Home working and how it is effecting employees generally in terms of their well-being and also looking at their performance. Qu 7 & 8 were specifically aimed at productivity EV17 .Whilst many felt that their performance hadn’t changed or was better than before,  there were a few who felt that it was more of a struggle especially at the start of the pandemic. They had to get used to working from home and for many they were struggling with work / life balance due to the home-schooling of children and childcare issues and working full time. 

With this in mind our Head of Service has constructed a new 1-1 template EV18 – this template is designed to focus on how people are feeling and how we can help and address any problem’s arising in order to maintain performance levels within the service centre.. 

The CIPD Employee Outlook – Focus on Manager’s report (2014), highlights the importance of Line manager’s support, time spent in 1-1’s, feedback on performance management, employee voice and fairness and trust being key areas to High performance working.  Without the key investment from our supervisors and managers in 1-1’s, I feel that perhaps we wouldn’t be achieving the levels of performance that we do.       

One of the last questions on the 1-1 question template EV18 is in relation to setting targets. In this section we talk about objectives till the next 1-1. Usually we look at these around the same line as the SMART (CMI objectives). Usually focusing on something Specific to achieve eg. Learn a new process. How we will measure that and the question will always be asked of you if you feel that that is achievable, realistic and in what time frame you hope to achieve that. This SMART target is the reviewed in the new 1-1.

According to an article in the Human Resource Management Journal (2016) many of the HR policies written by HR managers have now been devolved to Line Manager’s responsibilities. This is very true in Swansea Council. In other words it is the Managers who are charged with interpreting what individual HR policies mean for the employee. Many manager’s only call on HR if they have a difficulty which they need help with or need advice on certain aspects of a policy.  The biggest downfall here is the competency of each individual manager in interpreting the policies.

My recommendations for Swansea Council in terms of Performance Management would be for Drop in Sessions for Training and Developing Manager’s. There is a lot of information available on Staff Net but sometimes this is not enough and there has to be some recognition that people learn in different ways. Sometimes a person just need’s “ a hand held” in the first few instances.      
       























EV 17 Staff survey Question 7 & 8 - Productivity 

Q7.  How productive do you feel working from home compared to working in the office? 
[image: ]

Overall the picture is very positive with 94% of respondents feeling the same or more productive.


Q8. Do you have a reason for why you may be feeling less, the same or more productive?

A review of the responses found the following:

	Positive
	Neutral
	Negative

	13
	1
	3

	9
	1
	2

	6
	1
	

	12
	2
	

	14
	1
	

	54 (83%)
	6 (9%)
	5 (8%)



The broad themes were:

Positive 
Staff had fewer interruptions, were able to concentrate better and plan time better as there is no travel.  Staff felt they had more time to devote to work, log on outside core hours/get work done with a better work-life balance and there was less stress at home compared to the office.

Neutral 
Staff believed that when restrictions are lifted this will help make it easier to respond to the change.

Negative 
Staff felt less productive, were not taking breaks and had more distractions at home.





EV18 - New Template for 1-1 supervision – Video Call Meeting’s  - Service Centre Team’s

	Service Centre 1-1 Template
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Section
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Name
	 
	 
	Date
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	On a scale of 1 to 10 - how are you feeling?
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	(use colour to highlight box eg above)
	 
	 
	 
	 
	 
	 
	 

	 
	Further discussion - if low "why what's happened/do you want to talk about it?   If high, good news also needs to be acknowledged/discussed (use box below)
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 

	 
	
	 

	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	On a scale of 1 to 10 - how is working from home
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	(use colour to highlight box eg above)
	 
	 
	 
	 
	 
	 
	 

	 
	Further discussion - if low "why what's happened/do you want to talk about it?   If high, good news also needs to be acknowledged/discussed (use box below)
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 

	 
	
	 

	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Is there anything worrying/bothering you that you'd like to talk about?
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 

	 
	
	 

	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	How do you think things have gone since our last 1-1, have you been able to meet your targets, or has anything prevented you from doing this? If no fixed targets can use Stats from previous month.
	 

	 
	 
	 

	 
	
	 

	 
	
	 

	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Is there any additional training you would like that would help in your role and/or  personal development?

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 

	 
	
	 

	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	What do we need to achieve before our next 1-1 (actions/target setting)
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 

	 
	
	 

	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Points for discussion from Supervisor/Team Lead
	(Praise/areas of concern - give an update on projects/other areas eg

	 
	 
	 
	 
	 
	 
	(Oracle Fusion, wider Council work or team/Service Centre specific)

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 

	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Any additonal notes/comments
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1. Policy Statement 


1.1. Performance management is a process which contributes to the effective 
management of individuals and teams in order to achieve high levels of 
organisational performance.  It is about establishing a culture in which 
individuals and groups take responsibility for the continuous improvement of 
business processes and of their own skills, behaviour and contributions as 
appropriate.     


1.2. Effective performance management involves sharing expectations of 
employees and managers.  It enables both parties to set and agree targets, 
measure and review performance and repeat this cycle to support the 
achievement of organisational, team and individual goals.  


1.3. The City and County of Swansea aims to establish and embed a culture of 
performance management via competency based performance development 
appraisal reviews, training and development processes, succession planning, 
business planning and workforce planning.   


1.4. The Council recognises that employees perform most effectively when they 
have clear expectations of their job role and purpose, their own targets or 
objectives, and understanding of the wider aims of the service and the 
organisation.   


1.5. Effective employee performance management will also support improvement, 
innovation and change within the Council.   


1.6. The Employee Performance Management Policy outlines the processes that 
will help managers identify gaps between current and future levels of 
performance.  The policy will enable them to take positive appropriate action 
to support employees to improve their knowledge, skills and competence 
within their role in order to ensure that we successfully deliver our services.  
These are designed to be positive experiences and are not to be used as a 
form of disciplinary action or to deal with capability issues.  


1.7. Managers must ensure that they pay due regard to the provisions of the 
Equality Act 2010 in relation to career management, succession planning and 
training and development.  Reasonable adjustments may need to be 
considered for those with specific requirements arising from a particular 
protected characteristic.  


1.8. Employee performance that fails to meet corporate standards of behaviour 
and competence will be addressed through the appropriate HR Policy (such 
as the Capability Policy or where necessary the Council’s Disciplinary Policy). 


2. Scope 


2.1. This policy applies to all employees including centrally employed Teachers 
and those support staff that are funded centrally e.g. certain Teaching 
Assistants in Special Teaching Facilities and Special Schools.  This policy 
does not apply to school based staff who are directly appointed by the 
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Governing Body. This policy does not apply to Unattached Teachers as there 
is a separate policy for this.  


2.2. It is the responsibility of all employees to familiarise themselves with and 
adhere to this policy. 


2.3. In accordance with the Council’s Agency Workers Policy it is at the discretion 
of the relevant supervising manager as to whether a Performance Appraisal 
and Development Review is appropriate for an Agency Worker engaged by 
the Council so that outcomes for the post can be achieved. 


2.4. This policy relates to all current paper based performance appraisal and 
development review processes.  The Council may decide to implement new 
technology based appraisal processes in future, therefore this policy will also 
apply to the software based process.  


3. Roles and Responsibilities 


3.1. Performance management is the responsibility of everyone within the Council. 
Performance management is a process which contributes to the effective 
management of individuals and teams in order to achieve high levels of 
organisational performance. As such, it establishes shared understanding 
about what is to be achieved and an approach to leading and developing 
people which will ensure that it is achieved.  In practice, performance 
management requires a robust and inclusive process to ensure that managers 
and employees: 


• know and understand what is expected of them 
• have the skills and ability to deliver on these expectations 
• are supported by the organisation in developing the capacity and 


capability to meet these expectations 
• are given feedback on their performance 
• have the opportunity to discuss and contribute to individual and team 


aims and objectives.  


3.2. In particular, the Head of Human Resources is responsible for maintaining and 
reviewing this policy in line with changing legislation and codes of practice. 


3.3. The Chief Executive and Directors are responsible for ensuring that the overall 
Employee Performance Management process and its implementation is 
carried out by the workforce according to the policy and procedure.  


3.4. All Heads of Service are responsible for overseeing and enabling: 


• managing the performance of their employees; 
• achievement of corporate performance indicators  
• the development of staff within the service 
• appropriate allocation of any existing training budgets to meet 


development needs for staff within their service  
• ensure that the right people are in the right place, at the right time with 


the right skills to deliver the service 
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• ensuring that the department operates according to this and other 
relevant policies and procedures.  


3.5. Managers are responsible for: 


• managing the performance of their employees 
• ensuring that employees have work targets and objectives set  
• appraising the performance of employees at least once per year 
• ensuring that appropriate learning and development activities are 


planned and available to employees to address learning needs 
identified during the process and that these activities are achievable 
through service budget  


• meeting employees on a regular basis to review progress (one-to-one 
or supervision meetings) 


• where appropriate, hold reviews to discuss progress on targets and 
development activities  


• raising awareness/informing employees of this policy document and 
other relevant policies and procedures.  


3.6. Employees are responsible for: 


• taking an active role in reviewing their own performance and target 
setting  


• taking up appropriate/relevant learning and development opportunities 
• managing their own continuous professional development as 


appropriate 
• familiarising themselves with and adhering to this policy. 


3.7. Human Resources and Organisational Development are responsible for: 


• providing advice and guidance to managers on implementing the 
Employee Performance Management Policy 


• ensuring that appropriate corporate training and development 
programmes are available to support managers and employees 


• monitoring and reporting on the implementation of the process and 
delivery of corporate training and development across the Council, as 
appropriate.  


4. Competency Based Performance Management  


4.1. The Council uses a competency based employee performance management 
process to support the development of its employees. This process is 
mandatory and must be carried out annually as a minimum..  Meetings for 
senior managers should take place when the annual Business Planning and 
strategic planning is completed.  Reviews with other employees should take 
place as soon as possible after senior manager reviews have taken place. 


4.2. A 'Competency' is generally defined as the behaviour that employees must 
demonstrate in order to carry out the tasks to achieve appropriate levels of 
performance and service delivery. 
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4.3. Competencies provide an agreed standard of expected behaviours during the 
performance of roles, as outlined in the job and person specification and role 
profile of the post holder. Understanding the competencies required of a 
specific role allows employees and managers to have straightforward 
conversations about the expected levels of performance and behaviour, in 
order to ensure that required tasks are completed to satisfactory standards. 
They also enable conversations to be had in relation to any variations 
between actual performance and behaviour from the standards required. 


4.4. Each job in the Council has been allocated to a role profile and the role 
profiles have competencies already applied to them.  For the City and County 
of Swansea, there are three competency frameworks: 


• General Workforce Competency Framework (‘A’ Role Profiles) 
• Management and Leadership Competency Framework (‘S’ Role 


Profiles) 
• Corporate Management and Leadership Framework (for Heads of 


Service, Chief Officers and Directors) 


4.5. There are two groups that have been identified that will undertake the 
Employee Performance Management process. 


4.6. Post holders will use the form appropriate to the grade their post is allocated 
to: forms are available for posts Grades 1 -7 and for Grades 8 and above.   


4.7. We have also designed specific forms for post holders that have direct contact 
with customers or have a front line role.  These forms are called the 
‘Performance Appraisal Review Form’ (Form 1) and ‘Performance 
Development Review Form’ (Form 2).   


4.8 Senior Managers at Head of Service level and above will complete their own 
Performance Appraisal and Development Reviews, where applicable, using 
the appropriate approved form. 


5. Corporate and Service Priorities and Plans 


5.1. The Council’s corporate priorities and improvement plans provide the strategic 
framework for corporate and service objectives as outlined in the business 
plan, sometimes referred to as the ‘Golden Thread’.   


5.2. Managers are responsible for interpreting these for their staff by setting 
appropriate targets and objectives during review meetings and one-to-ones.  It 
is the employee’s responsibility to deliver on those objectives with appropriate 
support from their manager.  


6. Continuous reviews of performance  


6.1. Performance management is an ongoing process and should go beyond the 
formal Performance Appraisal & Development Review meetings.  Review 
meetings such as one-to-one/supervision and regular Development Review 
meetings support the Employee Performance Management process. 
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6.2. Where performance does not improve, then the Council’s formal Capability 
Policy may apply. 


7. Job and person specifications and role profiles 


7.1. The post holders job and person specification and role profile should be 
reviewed with the post holder prior to the formal meetings as this is viewed as 
a ‘business as usual’ management activity.  Changes to a role can occur at 
any time throughout the Employee Performance Management year, and 
therefore these changes should not wait until the Performance Appraisal and 
Development Review meeting to be discussed.  You may wish to use a one–
to–one PDR meeting to undertake a review of the Job and Person 
Specification. 


7.2. As a rule of thumb, job and person specifications and role profiles should be 
reviewed by the manager and the employee on an annual basis to identify any 
changes that may have occurred within the role.  


7.3 For groups of staff undertaking the same role, it is recommended that the line 
manager reviews the job and person specification on an annual basis to 
ensure it accurately reflects the duties required. 


7.4  If both parties agree that there has been a significant change within the role, 
then consideration should be given to whether the role requires a formal 
review by a Job Evaluation specialist.  


7.5 If there is any doubt, managers and employees should seek advice and 
guidance from their Human Resources Officer.  


8. Starting the Employee Performance Management Process 


8.1.  Under the policy and procedure, the performance cycle should be aligned with 
the Service Business Planning Cycle.   


8.2. Appropriate training must be undertaken by all parties before any Performance 
Appraisal and Development Review is carried out.  This may include attending 
courses, undertaking e-learning or attending management briefings. 


8.3. All managers must attend training on the new process.  This is a mandatory 
HR policy course provided by the Corporate Training and Development Team.  
This course will form part of the mandatory suite of courses for all new 
managers as part of their Induction process. 


8.4. It is expected that managers and employees refer to and use the policy and 
procedures for undertaking Performance Appraisal and Development Review  
meetings.  An electronic copy of the Employee Performance Management 
Handbook will be available via a link on the Corporate Training e-learning 
course.  The Corporate Learning and Development team can also issue 
managers with this handbook when they attend Corporate Learning and 
Development. This will provide the necessary guidance and support to the 
process.  Employees will also be provided with relevant guidance and support 
as required. 
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8.5. Refresher training should be undertaken by line managers and supervisors at 
least every three years to ensure skills are maintained and updated as 
appropriate to the current policy and procedures. 


8.6. All Performance Appraisal and Development Reviews are to be carried out 
during the working day and no employee should be disadvantaged for 
preparing and participating in such processes.   Meeting records will be stored 
accordingly either centrally or securely by the manager in accordance with 
confidentiality procedures.   


9. New employees 


9.1. New employees should be set objectives as part of their induction.  Sections B 
and C of the appropriate Review form can be used to do this.  Employees will 
have their performance monitored under the probationary period.   


9.2. Probation periods for new employees usually cover the initial six months of 
employment; there may be instances where the period may be three months 
or twelve months, depending on the role.   


9.3. New employees should have their ‘Six month review’ as outlined in the 
Council’s Probation Policy. Refer to the Probation Policy for procedures 
regarding unsuccessful probation. 


9.4. Where probation is successful, it is recommended that the employee and 
manager undertake regular Performance Appraisal and Development Reviews 
in line with the Employee Performance Management timetable within the 
Service Business Planning process.  This is in order to ensure that the 
employee knows what is expected of them, their performance is monitored 
and support is provided and objectives are reviewed and amended where 
needed.   


9.5. This information, together with the job and person specification, role profile 
and work programme (where appropriate) will be used for the first 
Performance Appraisal and Development Review.  


10. One-to-one/supervision meetings 


10.1. Managers should hold one-to-one meetings with all employees on a regular 
basis.  It is recommended that meetings are held every four to six weeks (or 
within locally agreed time frames where appropriate).  


10.2. In some services, one-to-one meetings with employees may not be 
appropriate given the nature of the job role involved.  


10.3. In social care settings, one-to-one meetings are replaced by ‘supervision’ 
meetings with a similar frequency and will be classed as one-to-one meetings.   


10.4. Outcomes of one-to-one meetings should be recorded by the manager in 
writing and countersigned by the employee.   


10.5 Performance Appraisal and Development Reviews do not supersede 
‘Supervision’ processes for Social Services staff; they are in addition to it and 
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are mandatory.  Supervision records can be used to support the Performance 
Appraisal and Development Review process if appropriate, or the corporate 
performance management review forms may be used to support the 
Supervision process. 


11. Performance Monitoring on a Day to day basis 


11.1. A recording mechanism has been designed to support the process of 
performance management on a day to day basis.  Although Performance 
Review forms (1 and 2) have primarily been designed for the formal process 
for operational/front line employees, Form 2 can be used by any manager as a 
tool to identify strengths and weaknesses of performance as and when they 
arise. 


11.2. All completed forms should be kept confidential and filed securely, and can be 
used to inform formal Performance Appraisal and Development Review 
meetings.  


11.3. Forms 1 and 2 for frontline employees can also be used as part of the 
Supervision process as required. 


11.4. As part of normal day to day management, initial conversations regarding 
performance issues will take place but may not be recorded in the first 
instance.  However if there is a need to address the same issue/issues over a 
reasonable period of time, then they should be recorded using the appropriate 
Performance Management Appraisal and Development form. 


12. Performance One to One meetings  


12.1. As part of daily employee/manager communications, one-to-one meetings 
take place as part of business as usual in order to discuss roles, 
responsibilities, targets and outcomes.   


12.2. Performance Development Reviews can be carried out at any time via one-to- 
one meetings, using the appropriate PADR form for the post.   


12.3. The Performance Development Review is an opportunity to: 


• Review recent performance over a set period of time  
• Identify the key performance competencies required of the role and 


post holder’s current performance, strengths and areas of improvement 
• Discuss successes and identify potential areas of concern or issues 


that may affect the output of the role 
• Identify learning and development needs and opportunities that focus 


on improving the performance of the employee and achieving the 
objectives of the role in the service/team context. 


12.4. These meetings between the line manager and the employee are designed to 
discuss the competencies relevant to a post with the post holder, when 
appropriate. The competencies discussed at the meeting should be the ones 
considered the most important for the particular role and the individual 
undertaking the role. 
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12.5. The number of competencies to be discussed should not exceed 6 in total, 
and it is recommended that around 3 should be discussed in detail.  The 
emphasis should be on which competencies are most important for discussion 
at that point in time and for future development. 


12.6. This meeting is also the appropriate time and appropriate place to identify and 
tackle any performance areas that require improvement.  These issues should 
be discussed and agreed, and the necessary support mechanisms required to 
achieve improved performance should also be agreed and recorded at this 
time.   


12.7. This meeting is also an opportunity for managers and employees to discuss 
good performance and identify strengths that can be harnessed to support 
wider team and service improvement projects.  


12.8. Managers and employees share responsibility for improving the performance 
of the post holder.  The employee is empowered to direct the improvement 
through agreed objectives based on the competencies discussed, and should 
be supported by the line manager to achieve that improvement through a 
structured and evidenced methodology.  


 


13. Team Appraisal  


13.1. Managers may consider that it is more appropriate to carry out team or group 
appraisals rather than individual appraisals, for example where there is a 
group of employees undertaking exactly the same job.  A team/group 
appraisal, if appropriate, should cover 5–10 employees, maximum and the 
process would be the same as the one-to-one process, using the front line 
Performance Appraisal Review Form 1.   


13.2. An individual employee may request an individual one-to-one meeting with 
their line manager to discuss development and career aspirations, which 
should be considered as an appropriate part of the formal appraisal process 
and undertaken according to the guidance outlined in this policy.  


 
13.3 It is recommended that the line manager reviews the job and person 


specification with the team on an annual basis. 
 
13.4 It is expected that this type of appraisal review will only be used in limited 


circumstances.  If in doubt, contact the HROD team for advice.   


14. The Performance Appraisal and Development  Review (PADR) Process 


14.1. The Performance Appraisal and Development Review is designed to be a 
positive experience.  Where issues regarding the performance or capability of 
an employee are identified, managers should address these issues straight 
away.  A Performance Appraisal Review is not the appropriate forum in which 
to raise such concerns for the first time.  It is recommended that you address 
performance issues at a separate meeting, as outlined in the Performance 
One-to-One section of this policy. 
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14.2. The conversation is not intended to be the forum for identifying or discussing 
critical failings in an employee’s performance.   


14.3. The Performance Appraisal and Development Review is an opportunity to: 


• Discuss an employee’s performance over the previous 12 month period 
• Consider a job, the performance of an individual in that job and 


evidence of their performance in that job 
• Review the objectives set the previous year, and how/if they have been 


achieved 
• Give consideration to the competencies demonstrated during the period 


under review 
• Use the opportunity to look forward to the next 6 /12 month period and 


set appropriate objectives that are agreed by the employee and the 
manager. 


14.4. Where objectives are being reviewed for the previous 12 months, if any targets 
have changed significantly in the last quarter and have not been discussed 
previously, this should remain outside of the appraisal conversation.  These 
issues should be discussed in one-to-one meetings, and recorded on the 
PADR form or the front line Form 2 if necessary.  


14.5. Future objectives for the service and directorate need to be considered as well 
in order to provide the employee with a clear understanding of what is 
expected of them over the forthcoming year. 


 
 
Before the meeting 
 
14.6 It is recommended that the line manager refers to the PADR Preparation  


checklist provided by the Corporate Learning and Development team when 
they attended the training course.   By following the steps on the checklist, you 
will be ready to have the conversation at an appropriate time and location. 


 
14.7  The PADR form should be issued to the employee in order to complete   


Section A of the form, well in advance of the arranged meeting.  The employee 
should return the form with Section A completed to their line manager at least 
one week before the arranged meeting. 


 
At the meeting 


14.8 The focus of the PADR meeting should be on specific strengths and 
development requirements of the employee’s performance rather than day to 
day routine/activities that are already carried out to an acceptable or high 
standard. 


14.9 In all cases, strengths and development needs should be based on evidence 
provided by both the employee and the manager to show where behaviours 
have been demonstrated.  The focus should be on progress made over the 
period including the amount and relevance of the support offered to assist the 
employee with achieving the agreed objectives and outcomes set the previous 
year. 
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14.10 Future objectives and personal development requirements will be discussed 
and timescales set for further Reviews over the next calendar year, as 
appropriate.  Reviews can either take the form of one-to-one/Supervision 
meetings or six month review meetings, or the next annual PADR may be 
planned in advance.   


14.11 These review meetings should cover progress on objectives and development 
activities. They will be recorded as part of the process and will become part of 
the employee’s HR record.   


14.12 Outcomes of the Performance Appraisal and Development Review meeting 
must be agreed and recorded in writing on the appropriate form, and signed by 
both the manager and employee.  The form will also be counter-signed by a 
senior manager as part of the process. 


14.13 Meeting records will be stored accordingly either centrally or securely by the 
manager in accordance with confidentiality procedures.   


15. Six month Performance Development Review (PDR) meetings (Optional) 


15.1. As set out in section 12, formal Performance Development Review meetings 
may be undertaken by the line manager and employee to review progress 
against performance and learning objectives six months after the Performance 
Appraisal and Development Review.   


15.2. The six month Performance Development Review is also an opportunity to 
review progress, make adjustments to timescales and agree new performance 
and learning objectives if appropriate.    


15.3. If any development requirements emerge as a result of a review meeting, 
follow up meetings should be held as soon as possible in order to address 
issues and minimise anxieties of both the manager and employee. 


15.4. Any training requests and requirements must be recorded as outlined in 
section 16 below, and where possible, included in Service Learning and 
Development Plan and Workforce Plans. 


16. Training and Development 


16.1. Managers are required to record ALL individual training and development 
requests and devise a formal Learning and Development plan for their section, 
in order that the authority is able to comply with the requirements of the 
Equality Act 2010 (Statutory Duties) (Wales) Regulations 2011 and collect the 
relevant information.   


16.2. The City and County of Swansea has adopted a Training and Development 
Policy which promotes the Council’s commitment to the training and 
development of all its employees in order to ensure the consistent delivery of 
quality services to its citizens.  


16.3. All managers and employees should be aware of the contents of this policy 
when undertaking Performance Appraisal and Development Review meetings. 
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16.4. An important outcome of the employee performance management process is 
to record the training and development and the learning objectives for the 
employee in the coming year.   


16.5. The learning needs identified for the Service should become part of the 
strategic planning processes for the Service.   


16.6. Any request for training or learning and development must be recorded on the 
Service Learning and Development Plan along with the outcome of the 
request.  The reasons for refusal of a request must also be recorded.  The 
Service Plan should be copied and forwarded to the Corporate Training and 
Development team to enable annual corporate training planning.   


16.7. The Service Learning and Development plan should form part of the Business 
Planning process and be used to inform Corporate Budget planning.  All 
training identified through the Performance Appraisal and Development 
Review should be collated into an annual service training plan and aligned 
with Business Planning and Workforce Planning activities.  


17. Succession Planning and Career Management 


17.1. The Performance Appraisal and Development Review and subsequent 
Performance one-to-one meetings present an opportunity to discuss wider 
development aspirations with an employee.  The benefit of this discussion is 
to allow an experienced manager to offer advice on medium or longer term 
career and development aspirations to all employees, when appropriate.  This 
may be more critical for some posts than others as the organisation is 
required to maintain the knowledge and skills of posts that are essential to the 
day to day delivery of services.   


17.2. It will also offer an opportunity for employees who are nearing the age where 
they may take their retirement pension to discuss plans for retirement or pre-
retirement changes to work patterns (e.g. flexible retirement or part-time 
working). Furthermore they form part of business continuity planning 
processes.   


17.3. It is up to the individual employee to raise this with their manager at the 
appropriate time to ensure that the manager can continue to deliver the 
service without undue disruption due to retirement.   


17.4. Employees should not be compelled to discuss career/retirement aspirations 
with their manager if they choose not to, all information must be offered 
voluntarily.  Any discussion that does take place should be of a supportive 
nature and implications for both the service and the individual should be 
considered. 


17.5. Managers must ensure that they pay due regard to the provisions of the 
Equality Act 2010 and the (Statutory Duties) (Wales) Regulations 2011 in 
relation to career management, succession planning and training and 
development.  Reasonable adjustments may need to be considered for those 
with specific requirements arising from a particular protected characteristic.  
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18. Policy monitoring 


18.1. The Council will monitor the application of this policy and has discretion to 
review it at any time through the appropriate consultation mechanisms.  


18.2. Responsibility for the implementation, monitoring and development of this 
policy lies with the Head of Human Resources.  


18.3. Day to day operation of the policy is the responsibility of nominated officers 
who will ensure that this policy is adhered to. 


18.4. Heads of Service must ensure that all managers undertake random sampling 
at each level of the management structure within its Service to ensure that this 
policy and its associated procedures are implemented correctly, with particular 
regard to regulatory and legislative compliance.   
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Job Description 
 


Directorate:  Resources 


Service Area & Section: Financial Services & Service Centre – Workforce Team 


Unit Manager: Workforce Analytics, Recruitment and Changes Manager 


Post Title: Workforce – Analytics, Recruitment & Changes Officer 


Job Family & Role Profile: OS25A 


  


Post No: RE.63834-V2 Grade  5 ( scp 07-09) 


 


Summary of Role 


Reporting to: Workforce Analytics, Recruitment and Changes Manager 


Purpose of the Post: 
 
 
 
 
 
 


 
The Workforce – Analytics and Data Team are responsible for 
having the ability to compile and interpret statistical data and 
communicate it in a professional and understandable manner to our 
customers both external and internal to the Organisation.  


 The post-holder is responsible for covering a range of 
services provided by the Workforce – Analytics and Data 
Team which includes: 


 Accurate and timely monthly reports (some of which are 
Starters, Leavers and Absence data). 


 Re-structures within the Organisation. 


 Oracle data maintenance to ensure system and user 
compliance. 


 Freedom of information data in line with Legislation. 
Subject Access Requests. 


 To ensure the provision of an effective, efficient and high 
quality service for all service users and stakeholders. 
 


The post holder is 
responsible for the 
following: 
 
 
 
 
 


 
1. Creation and maintenance of Posts and Hierarchies within 


Oracle, ensuring that they are fit for business. 
2. Providing accurate data and statistical information. 
3. Provide information in relation to surveys. 
4. Meeting with Stakeholders regarding re-structures. 
5. To deal with our customers at all levels within the Authority. 
6. To assist with administrative procedures and the review of 


systems in line with leaner systems thinking and smarter ways 
of working. 


7. To carry out any other tasks and responsibilities appropriate 
to the grade and post as requested by the line manager. 



http://www.swansea.gov.uk/
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Job Working 
Circumstances 
 
The post holder will be  
 


1. To undertake their Health and Safety responsibilities   
within the HASAWA 1974. 
 


2. Employees have a duty of care; 
i) to take reasonable care for the health and 
safety of both themselves whilst at work and 
of other persons who may be affected by 
their acts or omissions (by what they do or 
do not do). 
ii) to co-operate with the employer so as to 
enable the duty imposed on them to be 
performed or complied with. 
iii) not to interfere with, or misuse, anything 
provided for their health, safety or welfare. 
 


3. Work in a flexible manner to meet the needs of the service. 
 
4. Office based but will be required to travel to other locations  
    both within and outside the boundary of Swansea Council. 
 
5. Expected to have considerable PC use on a daily basis. 
 
6. Expected to work in a flexible manner across tasks and           
locations across the Council 
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Person Specification 
 


Directorate:  Resources 


Service Area & Section: Financial Services & Service Centre – Workforce Team 


Unit Manager: Workforce Analytics, Recruitment and Changes Manager 


Post Title: Workforce – Analytics and Data Team Officer 


Job Family & Role Profile:  


Post No: RE.63834-V2 Grade 5 (7-9) 


 


Role Criteria No.1 Education, Qualifications & Training 


Essential 1. Candidates must have an excellent standard of numeracy and literacy 
2. Analytical and statistical background 


Desirable  


Evidence All certificates to be provided at interview for validation. 


Role Criteria No.2 Skills /Technical / Professional Competence 


Essential 1. Candidates must have extensive knowledge of IT systems.  
2. Candidates must have excellent knowledge of systems build, 


particularly, hierarchies and structures.  


Desirable Knowledge of Oracle and Office 365 packages. 


Evidence  


Role Criteria No.3 Experience 


Essential 1. Candidates must be able to demonstrate working well as part of a team 
and independently. 


2. Candidates should have experience of working to deadlines and able 
to prioritise.  


3. Experience of delivering and implementing change and service 
improvement that promotes improved outcomes. 


Desirable Experience in a Workforce – Data Team environment would be 
desirable. 


Evidence At interview, then in post 


Role Criteria No.4 Competencies & Abilities 


Essential Candidates for this post should already have a number of 
key skills and abilities which will enable them to carry out 
the duties effectively:- 


1. The ability to contribute to the process of change by persuading 
and influencing individuals to adopt new work patterns, ideas 
and initiatives. 


2. Excellent interpersonal skills with the ability to develop and 
sustain relationships with a variety of people both internal and 
external to the organisation 


3. Excellent oral and written communication skills. 
4. A high degree of flexibility, discretion and integrity. 
5. The ability to solve problems logically, and make decisions 
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appropriate to the level of the post. 
6. The ability to respond positively to changes in the working 


environment and to deal effectively with work pressures when 
they arise. 


7. Excellent organisational skills. 


Desirable  


Evidence At interview, then in post 


Role Criteria No.5 Commitment to Equal Opportunities 


Essential Candidates will demonstrate that all activities are undertaken in 
accordance with the Equalities Act 2010 and Swansea Council’s Equal 
Opportunities Policy and Procedures. 
All employees and managers must be aware of the Equality Act so that it 
is considered in their work, where relevant, to ensure compliance with 
legislation. 


Desirable  


Evidence At interview, then in post 
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Role Criteria No.6 Current Driving Licence 


Essential Not essential 


Desirable  


Evidence  


Role Criteria No. 7 Compulsory Requirements for Introducing Change and New 
Ways of Working 


Essential 1. Demonstrate commitment to the Council’s new ways of working, 
providing a positive and supportive environment that initiates and 
enables innovative and sustainable working practices that deliver high 
quality services for our citizens.  


2. Embrace change through actively and flexibly participating in and 
adapting to new ways of working with our citizens, as agreed through 
formal consultation with Trades Unions and HR Policies and 
procedures 


Desirable  


Evidence At interview, then in post 


Role Criteria No. 8 Other Requirement  


Essential  


Desirable  


Evidence  


 


Health 
Surveillance and 
Monitoring: 


This post will require the post holder to take part in health surveillance 
and monitoring procedures. 


 


Safeguarding: The Authority is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share 
this commitment. 


 


Welsh Language 


The Authority is committed to delivering an equally high quality service in Welsh and English and 
will support staff in providing this. 


Assessment of Posts 


All posts have to be assessed in respect of the Welsh Language requirements.  The evidence of 
which has to be retained and available for (a) audit trail and (b) inclusion in annual report figures. 


Requirements for this post 
(See attached Welsh Language Skills Assessment) 


Understanding Level: 0 Speaking Level: 0 


Reading Level: 0 Writing Level: 0 


Based on the above, requirement for this post is as follows: 


Essential  Desirable  


To be learned  Not required  
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Disclosure and 
Barring Service 
(DBS): 
 


This post requires the post holder to have the level of DBS 
disclosure as indicated below: 


Standard DBS 
Disclosure 
Application 


Enhanced DBS 
Disclosure 
Application 


No DBS Disclosure 
Application 


  x 


 


Review/ 
Right to vary: 
 


This Person Specification is as currently applies and will be reviewed 
regularly according to the Employee Performance Management Review 
Policy and the Performance Development Review and Appraisal process. 
The Job and Person Specification may be subject to other Variance within 
the remit of the Role Profile. 


Sign off 


Line Manager:  Date:  


Post Holder:  Date:  
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Welsh Language Skills Framework 
 


Level 0 


No Welsh language requirement identified for the post – but all recruits should be aware of the corporate requirements of the Welsh language standards 
and completion of the Welsh language awareness course is advised.  


Understanding Speaking Reading Writing 


 No Welsh language requirement 
identified 


 No Welsh language 
requirement identified 


 No Welsh language 
requirement identified 


 No Welsh language requirement 
identified 


Level 1 


Can understand basic everyday phrases if the speaker talks slowly and clearly and is willing to help.  Can introduce yourself and others and can ask 
and answer questions regarding basic information, e.g. Where someone lives; what they like doing.  Can pass on a simple message or make a 
straightforward request, e.g. via e-mail. 


Understanding Speaking Reading Writing 


 Can understand simple personal 
information details; e.g. where 
someone lives, his/her name, 
who the person wishes to see 


 


 Can pronounce place names 
and personal names correctly. 


 Can greet individuals face to 
face or over the telephone 


 Can open and close a 
conversation or open and close 
a meeting. 


 Can read short sentence, e.g. 
basic signs, simple instructions, 
agenda items, simple 
information on forms 


 


 Can open and close an e-mail or 
letter  


 Can write personal names, place 
names, job titles 


 Can write a simple message to a 
colleague on paper or e-email, 
e.g. such and such has called. 


Level 2 


Can understand sentences when people talk about everyday situations, e.g. simple personal and family information.  Can hold a basic conversation 
with someone to obtain or exchange straightforward information, e.g. discuss how a person is feeling; something which has happened; simple plan for 
the future.  Can write and read messages in letters or e-mails describing familiar issues and written in short sentences. 


Understanding Speaking Reading Writing 


 Can understand when people 
speak slowly about everyday 
situations, e.g. providing 
personal information, talking 
about what they have been 
doing, what they would like to 
do, how they feel in general 


 Can understand when people 
ask you do something 


 


 Can communicate simple 
information or ask common 
questions, e.g. to acquire 
information from an individual 


 Can use Welsh to get to and 
emphasise with the individual 
but not able to conduct the 
entire conversation or session in 
Welsh 


 Can hold a short conversation 
with an individual or exchange 


 Can read short message and 
certain letters or e-mails, e.g. 
Those which make a request or 
ask you to pass on a message 


 


 Can write a short message to a 
colleague asking a question, 
thanking her/him, explaining 
something, e.g. time and place of 
a meeting 


 Can write a short letter or e-mail 
to arrange an appointment 
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relatively straightforward 
information 


 Can contribute to a meeting, but 
need to revert to English for 
specialist terms. 


Level 3 


Can understand the main points when an individual or colleague is talking about familiar subjects, e.g. during a conversation or small group meeting.  
Can hold extended conversations with fluent speakers about familiar subjects involving everyday work.  Can describe experiences and events and 
provide concise explanations and reasons for opinions and plans.  Can read articles, letters or e-mails about general subjects.  Can write letters or e-
mails about most subjects, e.g. requesting something; providing information; inviting somebody or organising an event. 


Understanding Speaking Reading Writing 


 Can understand individuals and 
colleagues when exchanging 
information or discussing plans, 
if the subject is familiar. 


 Can understand a discussion at 
a meeting if the subject is 
familiar. 


 Can understand individuals and 
colleagues in a familiar situation 
or in everyday conversation. 


 


 Can take part in most 
conversations with colleagues 
about work and plans if the 
vocabulary is not too technical. 


 Can hold a conversation with an 
individual or exchanging 
relatively straightforward 
information. 


 Can contribute to a meeting but 
need to revert to English for 
specialist terms. 


 Can adapt the style of language 
to suit the audience. 


 Can understand most e-mail 
messages or letters concerning 
day to day work. 


 Can guess the meaning of a 
word based on context if the 
subject is familiar. 


 Can read a simple, 
straightforward article in a 
newspaper or magazine types of 
written material. 


 


 Can write a letter or e-mail to an 
individual, or colleague about 
most topics in order to request 
something; provide an 
explanation; describe an 
experience or situation; invite 
people or organise an event. 


 Can write relatively accurately 
when drafting a short information 
leaflet or information Welsh as 
required. 


Level 4 


Can usually follow most conversations or discussions, even on unfamiliar topics, unless the speaker has a strong or unfamiliar accent.  Can talk 
confidently with fluent speakers about familiar subjects relating to work, and an express an opinion, take part in discussion, and talk extensively about 
general topics, e.g. In meetings or one-to-one situations with individuals.  Can understand most correspondence, newspaper articles and reports 
intended for fluent speakers with the aid of a dictionary and can scan long texts to find details.  Can complete forms and write reports relating to work 
and respond accurately. 


Understanding Speaking Reading Writing 


 Can follow most conversations 
and discussions with individuals 
or colleagues even if the subject 
matter is unfamiliar. 


 Can contribute effectively to 
internal and external meetings in 
a work context. 


 Can read most correspondence 
and scan long texts to find 
details. 


 Can produce correspondence of 
all types, short reports, 
documents and literature with 
support of an editor or electronic 
aid. 
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 Can understand differences in 
register and dialect. 


 


 Can converse comfortably with 
individuals and exchange 
information as required. 


 Can argue for and against a 
specific case. 


 Can chair meetings and answer 
questions from the chair 
confidently. 


 Can understand most 
newspaper articles and reports 
with the aid of a dictionary. 


 Can understand novels and 
other texts, unless written in a 
very formal or colloquial form. 


 


Level 5 


Can understand everything that is being said. Can talk extensively about complex issues, presenting difficult information and can facilitate and 
summarise extended or complex discussions.  Can summarise information from different sources (orally and in writing) and present it in a coherent 
way.  Can express themselves spontaneously, fluently and in details, adapting the language to suit the audience. 


Understanding Speaking Reading Writing 


 Can follow all conversations and 
discussions with individuals or 
colleagues. 


 Can understand the ambiguity 
and nuance of language. 


 


 Can express yourself fully in 
detail, even when discussing 
complex issues. 


 Can adapt the style and register 
of your language to suit the 
audience. 


 Can read and understand almost 
all written texts without difficulty, 
referring to a dictionary 
occasionally. 


 Can read long texts to find 
relevant details and can 
understand most types of written 
material. 


 Can write reports in a clear style 
appropriate to the reader with the 
support of electronic language 
aids. 


 Can write formal or informal 
Welsh as required. 


 Can write a range of documents 
accurately and with confidence. 
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Disclosure and Barring Service (DBS) 
Disclosure Checks 


 


The DBS was established under Part V of the Police Act 1997 and was launched in 
March 2002. 
 


The DBS enables organisations in the public, private and voluntary sectors to make 
safer recruitment decisions by identifying candidates who may be unsuitable for 
certain work, especially that involve children or vulnerable adults.   
 
The DBS can issue 5 levels of Disclosure Certificates, depending on the position 
applied for, namely Standard, Enhanced, Enhanced with ISA check (children), 
Enhanced with ISA check (adults) and Enhanced with ISA check (children and adults) 
 
Prospective applicants should be aware that before any offer of appointment is 
confirmed the successful candidate will be required to complete an online application 
form for the appropriate level of disclosure.  Proof of the successful candidate’s 
identity will also be required in the form of the following: Passport, Driving Licence, 
Birth Certificate and Utility Bills. 
 
The Authority actively promotes equality of opportunity for all existing employees and 
prospective applicants.  Candidates are selected on the basis of skill, qualifications 
and experience, and their match against the Person Specification.  A criminal record 
will not necessarily bar applicants from working with the Authority.  It will depend on 
the nature of the position and the circumstances and background of the offence. 
 
The Authority has a written Policy on the Recruitment of Ex-offenders, which complies 
with the DBS Code of Practice, and undertakes to treat all applicants fairly. 
 
The following information is available from the Employee Services Helpdesk, Room 
323, The Guildhall, SWANSEA SA1 4PE; Telephone 01792 636098, email 
employee.serviceshelpdesk@swansea.gov.uk. 
 


 DBS’s Code of Practice; 
 Authority’s Policy on the Security of Confidential Disclosure information; 
 Information on the Rehabilitation of Offenders Act 1974 


 
Further information about the Disclosure Scheme is available at 
www.homeoffice.gov.uk/agencies-public-bodies/dbs/. 
 
 



mailto:employee.serviceshelpdesk@swansea.gov.uk

http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/





 


 


 


 
 


Corporate Plan 2017 - 2022 
 


Delivering a successful and sustainable Swansea 
 
 
Our ambitions and commitments to residents – our well-being objectives  
 


We have prioritised five well-being objectives. These are:   
 


 Safeguarding people from harm  
 Improving education and skills  
 Transforming our economy and infrastructure  
 Tackling poverty  
 Transformation and future council development  


 
 


Our Values 
 


Our plans will be built on three clear values which will guide the way that we work, how we 
develop as an organisation and our decision making through the years ahead. 
 


 People Focus 
 We will focus on community needs and outcomes and on improving the lives 


of the people who live and work in Swansea. We will also respect, value and 
support our employees and demonstrate the highest standards of integrity. 


 
 Working Together 
 We will promote a whole partnership approach, working across services to 


maximise resources and knowledge and joining forces with others outside the 
Council to ensure we prioritise our resources and get the best for our 
communities. 


 
 Innovation 
 We will promote and support a culture of innovation. We will think and work 


differently to improve our ability to deliver and to meet the financial, 
demographic and societal challenges we face. We will share learning across 
the Council, as part of our Innovation Programme. 
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INDUCTION CHECKLIST 
 


Employee Name:   Employee No:  


Start Date:   Job Title:  


Section:  Line Manager 
GENERAL INFORMATION: ACTIONED BY:  


Introduction to manager/line manager/colleagues   


Location/layout of department/work area   


Mentor/buddy identified (if appropriate)   


FACILITIES EXPLAINED:   


Toilets   


Canteen   


Tea/coffee arrangements   


Car Parking   


SECURITY   


Passes   


PROCEDURES EXPLAINED FOR:   


Pay   


Annual Leave   


Sickness Absence   


Flexi time (if applicable)   


Smoking   


Telephone Calls   


Expenses/Car Allowance [VAT Receipt to be provided]   


POLICIES EXPLAINED:   


Employee Handbook   


Training & Development   


HEALTH & SAFETY   


Fire procedure and drills   


First Aid & First Aid Box   


Accident Procedures   


Responsibilities under the Health & Safety at Work Act   


 
I have been informed of the issues listed above. 
 


Signed: (Employee) …………………………………..  Date: ………………………… 
Signed: (Line Manager) ……………………………… Date: ………………………… 
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1. Introduction 


1.1. The purpose of this policy is to provide a framework for managers to monitor 
and support the progress of new employees in the early stages of their 
employment.  It will also enable managers to deal promptly and fairly with any 
apparent shortcomings in a probationers’ work performance or conduct in 
accordance with the procedure outlined below.  


1.2. In normal circumstances, employees will receive an interim probation report 
at the end of the first 3 months and then a final report at the end of 6 months; 
in some circumstances the probationary period may be extended.   


1.3. However, an employee’s employment may be ended at any stage during the 
probationary period in exceptional circumstances. 
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2. Scope  


2.1. All new employees will be subject to a minimum probationary period of 6 
months.  This includes both permanent and temporary employees.   


2.2. This will also apply to employees who have transferred from another Local 
Authority. 


2.3. This policy applies to all employees, other than those in Education 
Establishments with full delegated powers. 


2.4. Employees who provide care in children’s residential units will be subject to 
separate procedures.    


2.5. Please note a temporary employee who completes a probation period 
successfully does NOT become a permanent employee.    


3.  Policy Statement 


3.1. The Council is committed to helping all employees to achieve optimum levels 
of performance. 


3.2. The probationary period is a key element in the induction of new employees.  
It allows new employees to adapt to their new working environment and 
discuss their performance with their manager.  It enables managers to review 
and assess the employee’s progress on a regular basis in the early stages of 
their appointment. 


3.3. Good performance should be recognised and praised; and causes of poor 
performance should be tackled promptly. 


3.4. The focus of the probationary period should be to ensure that a new 
employee has been given the necessary support and training to carry out 
their role to the required standards.  However, if after being given appropriate 
support employees are unable or unwilling to adapt to the working methods of 
the Council, their employment may be terminated. 


4. The role of the manager 


4.1. It is important that the manager makes every effort to help a new employee 
achieve a satisfactory level of performance.  


4.2. Managers need to: 


• explain the purpose of the probationary period; 
• give clear guidance on standards of work and conduct from the outset; 
• provide appropriate training and resources;  
• review progress on a regular basis (at least once a month); and  
• confirm when probation has been successfully completed; 
• diarise probation reviews in advance. 
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4.3. Review meetings with the employee should be both constructive and 
supportive, giving the opportunity to discuss the employee’s performance so 
far. If there are any apparent issues, the manager and employee should 
decide jointly what action might help to resolve them.  If agreement can not 
be reached, the matter should be referred to Human Resources to mediate. 


4.4. It is important to carefully record the outcome of these meetings. Notes of 
these meetings should be shared with the employee, who should sign them to 
indicate they agree with and have had an opportunity to comment on them.  
This will ensure that the relevant issues for discussion are available at future 
meetings, particularly if there are areas of concern.  


4.5. The following process must be followed to ensure that the probation 
arrangements work effectively. It is the managers’ responsibility to ensure that 
this process is adhered to. 


4.6. Managers must pay due regard to the need to make reasonable adjustments 
for disabled employees. Adequate support must be provided to ensure 
disabled employees have an equal opportunity to achieve a satisfactory level 
of performance.  


5. Three month stage 


5.1. Prior to the end of the first 3 months and at least 2 weeks before, the line 
manager will complete a probation report, and then interview the employee 
before the end of the 3 month period.  The interview is designed to discuss 
the content of the report, highlight any strengths and weaknesses and review 
the overall progress to date.   


5.2. If there are any shortcomings or difficulties then these should be made clear 
to the probationer along with the appropriate steps needed to improve 
standards over the next 3 months.   


5.3. If there are cases where an employee and the manager fail to reach 
agreement on an aspect of the report, the manager should inform Human 
Resources who will discuss concerns with both parties and try to achieve an 
acceptable outcome. 


5.4. A copy of the probation report should be given to the probationer and also be 
sent to Human Resources for their personal file. 


6. Six month stage – Acceptable Performance 


6.1. Prior to the end of the first 6 months and at least 2 weeks before this date, the 
line manager will complete a second probation report (as above).  S/he 
should then interview the employee before the end of the 6 month period. 


6.2. If the performance of the employee is satisfactory, the line manager will 
confirm this, record it on the probation report and send a copy of the final 
report to Human Resources. Human Resources will then send a letter to the 
employee to confirm that they have satisfactorily completed their probation. 



http://www.swansea.gov.uk/index.cfm?articleid=46450

http://www.swansea.gov.uk/index.cfm?articleid=46450
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7. Six Month stage – Unacceptable Performance 


7.1. If the line manager considers that the employee’s performance has been 
unsatisfactory s/he may recommend either an extension of the probationary 
period or immediate termination of employment.  


7.2. If there are cases where an employee and the manager fail to reach 
agreement on an aspect of the report, the manager should inform Human 
Resources who will discuss concerns with both parties and try to achieve an 
acceptable outcome. 


7.3. An extension will normally only be an option in exceptional circumstances 
such as where it is considered that the employee is not entirely satisfactory 
but may be capable of reaching the required standard in a short period of 
time.  Alternatively, external events may have impeded the employee’s 
progress.   


7.4. The employee will be entitled to be accompanied by a companion of their 
choice who may be either a work colleague or a Trade Union representative. 


 
NB - the probationary period may be extended by a m aximum further 3 months.  
 


7.5. If the probation is extended, at the end of the 3 month extension a final report 
will be completed and the probationer’s employment will either be confirmed 
or not.   The Human Resources Officer will then confirm the decision in 
writing. 


7.6. If the line manager recommends immediate termination, s/he should record it 
on the report, inform the probationer and send a copy of the final report to 
Human Resources.  Human Resources will then follow up this decision with a 
letter.   


8. Child and Family Services – Children’s Residenti al Care Units 


8.1. The probationary period is extended to 12 months for those staff who are 
employed within the Child and Family Services Children’s Residential Care 
Units under the recommendations of the Warner Report – “Choosing with 
Care“.  This probationary period is assessed at  


• 6 weeks,  
• 3 months,  
• 6 months,  
• 9 months and,  
• 12 months, 


8.2. It is only after satisfactory completion of this probationary period that an 
appointment will be confirmed. 


8.3. The Probationary Period applies to all such appointments, whether they are 
temporary, permanent or promotional within Children’s Residential Care.  
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8.4. In line with the process set out in sections 5 – 7,, the assessment of 
performance must take place prior to the 6 weeks, 12 weeks, 6 months, 9 
months and 12 months to ensure that the employee is fully aware of her / his 
strengths, weaknesses and specific shortfalls in performance and is given the 
opportunity to address any issues. 


8.5. Managers should refer to sections 5 – 7 when managing an employee during 
their probation period.  


8.6. If at any stage the employee and manager fail to reach agreement on an 
aspect of the report, the manager should inform Human Resources who will 
discuss concerns with both parties and try to achieve an acceptable outcome. 


8.7. The Probation Report Forms must be completed for all employees employed 
in a post involving personal care or one to one contact with vulnerable service 
users. 


9. Appeals 


9.1. For appeals against dismissal, the appeal will be to the Head of Service / 
Director and the employee should inform the Human Resources Operational 
Manager stating their grounds for the appeal.   


 
Click here to access the Probation flow chart 


10. Policy monitoring 


10.1. The Council will monitor the application of this policy and has discretion to 
review it at any time through the appropriate consultation mechanisms.  


10.2. Responsibility for the implementation, monitoring and development of this 
policy lies with the Head of Human Resources. Day to day operation of the 
policy is the responsibility of nominated officers who will ensure that this 
policy is adhered to.  


 
 


Version 
Number 


Details of Change Date 


1.0 Introduction of Single Status 1st April 2014 
 



http://www.swansea.gov.uk/index.cfm?articleid=50307

http://www.swansea.gov.uk/index.cfm?articleid=45017

http://www.swansea.gov.uk/index.cfm?articleid=46450
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Hire Date Date probation end Probatio

n period

Employee Number Assignment Number Last Name First NameOrg Level 2 Org Level 3 Org Level 4 Supervisor Name Supervisor Number User Employee Person Type User Assignment Status

03-Feb-2020 02-Aug-2020 6.00880024 880024 James Directorate - Place Corporate Building Services Capital (Corporate Building) Smith, Mr. Huw 867876 Employee Active Assignment

03-Feb-2020 02-Aug-2020 6.00896988 896988 Benjamin Directorate - Place Corporate Building Services Maintenance (Corporate Building) Smith, Mr. Huw 867876 Employee Active Assignment

03-Feb-2020 02-Aug-2020 6.00870894 870894 David Directorate - Place Corporate Building Services Maintenance (Corporate Building) Thomas, Mr. Kyle Aaron 889081 Employee Active Assignment

03-Feb-2020 02-Aug-2020 6.00884262 884262 Richard Directorate - Place Corporate Building Services Maintenance (Corporate Building) Thomas, Mr. Kyle Aaron 889081 Employee Active Assignment

03-Feb-2020 02-Aug-2020 6.00869898 869898 Wayne Directorate - Place Corporate Building Services Maintenance (Corporate Building) Thomas, Mr. Kyle Aaron 889081 Employee Active Assignment

17-Feb-2020 16-Aug-2020 6.00868551 868551 Marek Directorate - Place Corporate Building Services Maintenance (Corporate Building) Ace, Mr. David Peter 862535 Employee Active Assignment

17-Feb-2020 16-Aug-2020 6.00870141 870141 Robert Directorate - Place Corporate Building Services Maintenance (Corporate Building) Jones, Mr. Malcolm David 865872 Employee Active Assignment

17-Feb-2020 16-Aug-2020 6.00896508 896508 Oliver Directorate - Place Highways and Transportation Traffic and Highway Network Management Group Campbell, Mr. Peter Mark 866813 Employee Active Assignment

10-Feb-2020 09-Aug-2020 6.00875102 875102 Lisa Directorate - Place Housing and Public Health(PLACE) Licensing and Food Safety Lewis, Mrs. Yvonne 874118 Employee Active Assignment

02-Feb-2020 01-Aug-2020 6.00866330 866330 Steven Directorate - Place Planning and City Regeneration City Centre Management Burns, Mr. John Edward 064669 Employee Active Assignment

25-Feb-2020 24-Aug-2020 6.00876976 876976 Thomas Directorate - Resources Financial Services and Service Centre Financial Services Elliott, Mrs. Claire 867103 Employee Active Assignment

03-Feb-2020 02-Aug-2020 6.00896380 896380 Matthew Directorate - Resources Financial Services and Service Centre Service Centre Page, Mrs. Lucy Kristina 880848 Employee Active Assignment

10-Feb-2020 09-Aug-2020 6.00890870 890870 Nia Directorate - Resources Financial Services and Service Centre Service Centre Page, Mrs. Lucy Kristina 880848 Employee Active Assignment

24-Feb-2020 23-Aug-2020 6.00873400 873400 Claire Directorate - Resources Financial Services and Service Centre Service Centre John, Mrs. Nia Helen 071636 Employee Active Assignment

03-Feb-2020 02-Aug-2020 6.00871385 871385 Nicola Education Education Planning and Resources Catering and Cleaning Services Cosker, Mrs. Alison Elizabeth 863378 Employee Active Assignment

07-Feb-2020 06-Aug-2020 6.00895530 895530 Jordan Education Education Planning and Resources Catering and Cleaning Services Laven, Mr. Mark Antony 395934 Employee Active Assignment

24-Feb-2020 27-Aug-2020 6.00892999 892999-2 Rosie-MayEducation Education Planning and Resources Catering and Cleaning Services Cosker, Mrs. Alison Elizabeth 863378 Employee Active Assignment

10-Feb-2020 09-Aug-2020 6.00895380 895380 Owen Social Services Adult Services Community Resource (Adult Services) Gibson, Mrs. Sara Patricia 863147 Employee Active Assignment

24-Feb-2020 23-Aug-2020 6.00870811 870811 Nicola Social Services Adult Services Integrated Supported Care Planning Edwards, Mrs. Teresa 861378 Employee Active Assignment

24-Feb-2020 23-Aug-2020 6.00880790 880790 Jodie Social Services Child and Family Safeguarding Performance and Quality Mathias, Mrs. Alison Jayne 869780 Employee Active Assignment

24-Feb-2020 23-Aug-2020 6.00884387 884387 Kerry Social Services Tackling Poverty Service Community Learning and Development Smith, Mrs. Lynne Elizabeth 859666 Employee Active Assignment

10-Feb-2020 09-Aug-2020 6.00899267 899267 Caprice Social Services West Glamorgan NULL Bell, Ms. Tracey 871957 Employee Active Assignment


Microsoft_Excel_Worksheet.xlsx
Sheet 1

		Hire Date		Date probation end		Probation period		Employee Number		Assignment Number		Last Name		First Name		Org Level 2		Org Level 3		Org Level 4		Supervisor Name		Supervisor Number		User Employee Person Type		User Assignment Status

		03-Feb-2020		02-Aug-2020		6.00		880024		880024				James		Directorate - Place		Corporate Building Services		Capital (Corporate Building)		Smith, Mr. Huw		867876		Employee		Active Assignment

		03-Feb-2020		02-Aug-2020		6.00		896988		896988				Benjamin		Directorate - Place		Corporate Building Services		Maintenance (Corporate Building)		Smith, Mr. Huw		867876		Employee		Active Assignment

		03-Feb-2020		02-Aug-2020		6.00		870894		870894				David		Directorate - Place		Corporate Building Services		Maintenance (Corporate Building)		Thomas, Mr. Kyle Aaron		889081		Employee		Active Assignment

		03-Feb-2020		02-Aug-2020		6.00		884262		884262				Richard		Directorate - Place		Corporate Building Services		Maintenance (Corporate Building)		Thomas, Mr. Kyle Aaron		889081		Employee		Active Assignment

		03-Feb-2020		02-Aug-2020		6.00		869898		869898				Wayne		Directorate - Place		Corporate Building Services		Maintenance (Corporate Building)		Thomas, Mr. Kyle Aaron		889081		Employee		Active Assignment

		17-Feb-2020		16-Aug-2020		6.00		868551		868551				Marek		Directorate - Place		Corporate Building Services		Maintenance (Corporate Building)		Ace, Mr. David Peter		862535		Employee		Active Assignment

		17-Feb-2020		16-Aug-2020		6.00		870141		870141				Robert		Directorate - Place		Corporate Building Services		Maintenance (Corporate Building)		Jones, Mr. Malcolm David		865872		Employee		Active Assignment

		17-Feb-2020		16-Aug-2020		6.00		896508		896508				Oliver		Directorate - Place		Highways and Transportation		Traffic and Highway Network Management Group		Campbell, Mr. Peter Mark		866813		Employee		Active Assignment

		10-Feb-2020		09-Aug-2020		6.00		875102		875102				Lisa		Directorate - Place		Housing and Public Health(PLACE)		Licensing and Food Safety		Lewis, Mrs. Yvonne		874118		Employee		Active Assignment

		02-Feb-2020		01-Aug-2020		6.00		866330		866330				Steven		Directorate - Place		Planning and City Regeneration		City Centre Management		Burns, Mr. John Edward		064669		Employee		Active Assignment

		25-Feb-2020		24-Aug-2020		6.00		876976		876976				Thomas		Directorate - Resources		Financial Services and Service Centre		Financial Services		Elliott, Mrs. Claire		867103		Employee		Active Assignment

		03-Feb-2020		02-Aug-2020		6.00		896380		896380				Matthew		Directorate - Resources		Financial Services and Service Centre		Service Centre		Page, Mrs. Lucy Kristina		880848		Employee		Active Assignment

		10-Feb-2020		09-Aug-2020		6.00		890870		890870				Nia		Directorate - Resources		Financial Services and Service Centre		Service Centre		Page, Mrs. Lucy Kristina		880848		Employee		Active Assignment

		24-Feb-2020		23-Aug-2020		6.00		873400		873400				Claire		Directorate - Resources		Financial Services and Service Centre		Service Centre		John, Mrs. Nia Helen		071636		Employee		Active Assignment

		03-Feb-2020		02-Aug-2020		6.00		871385		871385				Nicola		Education		Education Planning and Resources		Catering and Cleaning Services		Cosker, Mrs. Alison Elizabeth		863378		Employee		Active Assignment

		07-Feb-2020		06-Aug-2020		6.00		895530		895530				Jordan		Education		Education Planning and Resources		Catering and Cleaning Services		Laven, Mr. Mark Antony		395934		Employee		Active Assignment

		24-Feb-2020		27-Aug-2020		6.00		892999		892999-2				Rosie-May		Education		Education Planning and Resources		Catering and Cleaning Services		Cosker, Mrs. Alison Elizabeth		863378		Employee		Active Assignment

		10-Feb-2020		09-Aug-2020		6.00		895380		895380				Owen		Social Services		Adult Services		Community Resource (Adult Services)		Gibson, Mrs. Sara Patricia		863147		Employee		Active Assignment

		24-Feb-2020		23-Aug-2020		6.00		870811		870811				Nicola		Social Services		Adult Services		Integrated Supported Care Planning		Edwards, Mrs. Teresa		861378		Employee		Active Assignment

		24-Feb-2020		23-Aug-2020		6.00		880790		880790				Jodie		Social Services		Child and Family		Safeguarding Performance and Quality		Mathias, Mrs. Alison Jayne		869780		Employee		Active Assignment

		24-Feb-2020		23-Aug-2020		6.00		884387		884387				Kerry		Social Services		Tackling Poverty Service		Community Learning and Development		Smith, Mrs. Lynne Elizabeth		859666		Employee		Active Assignment

		10-Feb-2020		09-Aug-2020		6.00		899267		899267				Caprice		Social Services		West Glamorgan		NULL		Bell, Ms. Tracey		871957		Employee		Active Assignment
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Grace Robbins 6 month Probation Report Form

		From

		Sarah Measday

		To

		Karen Evans (C&FS Permanence Section)

		Recipients

		Karen.Evans@swansea.gov.uk



Hi Karen,



 



The 6 month probation report is now due for Grace Robbins. Please complete with Grace and return to myself at this email.



 



Many Thanks



Cofion cynnes/Kind regards



 







 



Sarah Measday
Gweithlu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
Workforce- ARC Officer 



01792-636098



sarah.measday@swansea.gov.uk
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PROBATION REPORT



			EMPLOYEE DETAILS





			Name:


			Grace Robbins





			Position:


			Panel Administration Officer





			Date of commencement:


			11 March 2020





			Grade:


			Grade 5





			6 month review – please state:


			6 month





			Date review is due:


			4th Sept 2020





			MANAGER’S ASSESSMENT



To be completed by the line manager in advance of the 3/6 month stage and then shown to the employee for discussion at the interview.





			1.


			Briefly outline the employee’s key responsibilities:








			2.


			Give brief details of any courses etc. attended since appointment:








			3.


			Sickness - if the employee has been absent due to sickness please state number of days and main reasons:








			4.


			Briefly summarise the employee’s main strengths/weaknesses affecting job performance, giving specific examples, and comment on the employee’s overall performance:








			5.


			If any unsatisfactory aspects of performance have been identified please state what action has been or will be taken to attempt to rectify this: 








			6.


			Briefly outline what training needs have been identified, with timescales, for the employee’s future development:








			RATING SCALES


Manager to indicate their assessment of the employee using



the appropriate performance criteria and rating scales





			Performance Criteria


			Very Good


			Good


			Acceptable


			Unacceptable


			Comments





			Understanding information


			


			


			


			


			





			Retaining knowledge


			


			


			


			


			





			Seeing task through


			


			


			


			


			





			Initiative


			


			


			


			


			





			Working with others


			


			


			


			


			





			Service to customers


			


			


			


			


			





			Communication -Verbal


			


			


			


			


			





			Communication –Written


			


			


			


			


			





			Numerical Skills


			


			


			


			


			





			Staff Management


			


			


			


			


			





			Working under pressure


			


			


			


			


			





			Enthusiasm & Commitment


			


			


			


			


			





			Creativity


			


			


			


			


			





			Time keeping


			


			


			


			


			





			SOCIAL SERVICES STAFF ONLY



During the probationary period how did the employee rate



in each Core Area within the Staff Development Portfolio





			NO.


			CORE AREA


			RATING SCALES





			


			


			Very Good


			Good


			Acceptable


			Unacceptable


			Comments





			1.


			Understand the principles of care


			


			


			


			


			





			2.


			Maintain safe working practices


			


			


			


			


			





			3.


			Understanding your role and agency


			


			


			


			


			





			4.


			Understanding the needs of service users and carers


			


			


			


			


			





			5.


			Understand the effects of service delivery on the service user/worker


			


			


			


			


			





			EMPLOYEE’S COMMENTS



This is an opportunity for you to comment on your line manager’s assessment





			





			Signature of employee:


			





			Date of interview:


			





			MANAGER’S COMMENTS



Indicate any change you may wish to make to your assessment


 in the light of your discussion with the employee.





			





			Signature of line manager:


			





			Date:


			





			COUNTERSIGNING OFFICER’S COMMENTS



If you do not agree with any comments made by either



the line manager or employee please give details below





			





			Signature of countersigning officer:


			





			Date:


			








			THE FOLLOWING IS ONLY TO BE COMPLETED IN RESPECT OF 6 MONTHLY ASSESSMENTS



BY THE LINE MANAGER AND COUNTERSIGNING OFFICER


Please delete as appropriate





			a)


			I am satisfied that the employee’s performance during the probation period has been satisfactory and I recommend that his/her appointment be confirmed.





			b)


			I am not entirely satisfied that the employee’s performance during the probation period has been satisfactory.  However, I consider that with additional assistance he/she may be capable of reaching the required standard.  I, therefore, recommend that his/her probationary period be extended for a further 3 months and that a final assessment be made at that time.





			c)


			I am not satisfied that the employee’s performance during the probation period has been satisfactory and I, therefore, recommend that his/her employment be ended.





			Signature of line manager:


			





			Date:


			





			Signature of countersigning officer:


			





			Date:


			





			TO BE COMPLETED BY HR & OD



Complete as appropriate





			a)
6 Month Probation satisfactorily completed





			Letter sent to probationer:


			YES/NO





			Date:


			





			Initials:


			





			Copy in file:


			YES/NO





			b)
Probation not satisfactorily completed - probation period extended





			Probation extended to (please state date):


			





			Letter sent to confirm extension:


			YES/NO





			Date:


			





			Initials:


			





			Copy in file:


			YES/NO





			c)
Probation not satisfactorily completed - employment terminated





			Letter of termination of employment sent:


			YES/NO





			Date:


			





			Initials:


			





			Copy in file:


			YES/NO








1
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PROBATION REPORT 


 


EMPLOYEE DETAILS 


Name: Grace Robbins 


Position: Panel Administration Officer 


Date of commencement: 11 March 2020 


Grade: Grade 5 


6 month review – please state: 6 month 


Date review is due: 4th Sept 2020 


MANAGER’S ASSESSMENT 
To be completed by the line manager in advance of the 3/6 month stage and then shown to the employee 


for discussion at the interview. 


1. Briefly outline the employee’s key responsibilities: 
 
 
 
 
 
 
 
 
 


2. Give brief details of any courses etc. attended since appointment: 
 
 
 
 
 
 
 
 
 


3. Sickness - if the employee has been absent due to sickness please state number of days and main 
reasons: 
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4. Briefly summarise the employee’s main strengths/weaknesses affecting job performance, giving 
specific examples, and comment on the employee’s overall performance: 
 
 
 
 
 
 
 
 


5. If any unsatisfactory aspects of performance have been identified please state what action has 
been or will be taken to attempt to rectify this:  
 
 
 
 
 
 
 
 
 


6. Briefly outline what training needs have been identified, with timescales, for the employee’s future 
development: 
 
 
 
 
 
 
 


RATING SCALES 
Manager to indicate their assessment of the employee using 


the appropriate performance criteria and rating scales 
Performance Criteria Very Good Good Acceptable Unacceptable Comments 


Understanding information      


Retaining knowledge      


Seeing task through      


Initiative      


Working with others      


Service to customers      


Communication -Verbal      


Communication –Written      


Numerical Skills      


Staff Management      


Working under pressure      


Enthusiasm & Commitment      


Creativity      


Time keeping      
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SOCIAL SERVICES STAFF ONLY 
During the probationary period how did the employee rate 
in each Core Area within the Staff Development Portfolio 


NO
. 


CORE AREA 
RATING SCALES 


Very Good Good Acceptable Unacceptable Comments 


1. Understand the principles of care      


2. Maintain safe working practices      


3. Understanding your role and 
agency 


     


4. Understanding the needs of 
service users and carers 


     


5. Understand the effects of service 
delivery on the service 
user/worker 


     


EMPLOYEE’S COMMENTS 
This is an opportunity for you to comment on your line manager’s assessment 


 
 
 
 
 
 


Signature of employee:  


Date of interview:  


MANAGER’S COMMENTS 
Indicate any change you may wish to make to your assessment 


 in the light of your discussion with the employee. 


 
 
 
 
 
 


Signature of line manager:  


Date:  


COUNTERSIGNING OFFICER’S COMMENTS 
If you do not agree with any comments made by either 
the line manager or employee please give details below 


 
 
 
 
 
 
 


Signature of countersigning officer:  


Date:  
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THE FOLLOWING IS ONLY TO BE COMPLETED IN RESPECT OF 6 MONTHLY ASSESSMENTS 
BY THE LINE MANAGER AND COUNTERSIGNING OFFICER 


Please delete as appropriate 


a) 
I am satisfied that the employee’s performance during the probation period has been satisfactory 
and I recommend that his/her appointment be confirmed. 


b) 


I am not entirely satisfied that the employee’s performance during the probation period has been 
satisfactory.  However, I consider that with additional assistance he/she may be capable of 
reaching the required standard.  I, therefore, recommend that his/her probationary period be 
extended for a further 3 months and that a final assessment be made at that time. 


c) 
I am not satisfied that the employee’s performance during the probation period has been 
satisfactory and I, therefore, recommend that his/her employment be ended. 


Signature of line manager:  


Date:  


Signature of countersigning officer:  


Date:  


TO BE COMPLETED BY HR & OD 
Complete as appropriate 


a) 6 Month Probation satisfactorily completed 


Letter sent to probationer: YES/NO 


Date:  


Initials:  


Copy in file: YES/NO 


b) Probation not satisfactorily completed - probation period extended 


Probation extended to (please state date):  


Letter sent to confirm extension: YES/NO 


Date:  


Initials:  


Copy in file: YES/NO 


c) Probation not satisfactorily completed - employment terminated 


Letter of termination of employment sent: YES/NO 


Date:  


Initials:  


Copy in file: YES/NO 
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PROBATION REPORT 


 


EMPLOYEE DETAILS 


Name: Grace Robbins 


Position: Panel Administration Officer 


Date of commencement: 5 March 2020 


Grade: Grade 5 


6 month review – please state: 6 month 


Date review is due: 4 September 2020 


MANAGER’S ASSESSMENT 
To be completed by the line manager in advance of the 3/6 month stage and then shown to the employee 


for discussion at the interview. 


1. Briefly outline the employee’s key responsibilities: 


Providing a comprehensive Panel support service for the Foster Swansea and Family & 
Friends teams.  In addition, covering in other areas of Child & Family Services, particularly 
with regard to minute taking. 


This includes the following tasks: 


 Panel preparation duties such as setting and typing agenda, collating and uploading 
reports onto the Legal Portal, liaising with Panel Members and other professionals, 
processing invitation letters, room bookings and setup etc.  (Currently, Grace convenes all 
meetings via Microsoft Teams due to the Covid-19 crisis). 


 Panel minute taking – providing an accurate, structured record of the proceedings and 
liaising with Chair to finalise minutes in readiness for ratification. 


 Post Panel duties such as updating databases, processing ADM letters and Member 
payments. 


 Minute taking at other meetings as required eg Professional Strategy Meetings. 


 Provision of Panel related information and statistics to the fostering teams as required. 


 Maintaining manual and computerised filing systems. 
 


2. Give brief details of any courses etc. attended since appointment: 


Grace has undertaken the following training to date: 


 PARIS 


Due to the Covid-19 crisis, plus heavy workload commitments and covering due to staff 
shortages, Grace has not been in a position to undertake many training courses but will 
ensure that she undertakes the mandatory training courses as soon as practically possible, 
during October/November 2020. I have advised Grace to start with the following courses, in 
the order listed. 


 Corporate Induction 


 Data Protection & Security 


 Cyber Security 


 Safeguarding and Protection of Children  


 Safeguarding Adults 
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3. Sickness - if the employee has been absent due to sickness please state number of days and main 
reasons: 


n/a 
 


4. Briefly summarise the employee’s main strengths/weaknesses affecting job performance, giving 
specific examples, and comment on the employee’s overall performance: 


Strengths: 
Grace has continued to manage the demands of her role whilst mainly working from home 
due to the ongoing Covid-19 pandemic.  Grace has shown a willingness to be flexible in terms 
of attending The Guildhall for panels when necessary and also in covering other meetings due 
to staff shortages. 
 
Grace has consistently produced good quality work over the last 6 months.  She has 
demonstrated the ability to take minutes of diverse types of meetings and is reliable and 
conscientious in her work.  Grace has been required to step in and minute meetings at short 
notice and has taken this in her stride.  Grace’s organisational skills have been tested on such 
occasions in terms of multi-tasking and meeting multiple deadlines but she has managed this 
effectively and without issue. 
 
Grace has very good communication skills and has built strong working relationships with her 
colleagues and with the professionals with whom she is involved.   
 
Grace has continued to progress and develop her skills and familiarise herself with various 
policies and procedures.  She has had a proactive role in reviewing procedures with myself 
and fostering managers and makes an effective contribution to these matters. 
 
Grace continues to be a valued and reliable member of the Permanence Business Support 
Team and I am happy to recommend that she is appointed into this post. 
 
Weaknesses: 
No areas of weakness identified. 
 


5. If any unsatisfactory aspects of performance have been identified please state what action has been 
or will be taken to attempt to rectify this:  


N/A 
 


6. Briefly outline what training needs have been identified, with timescales, for the employee’s future 
development: 


Grace will continue to undertake the prescribed mandatory training courses and any other 
relevant training which might become available. 
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RATING SCALES 
Manager to indicate their assessment of the employee using 


the appropriate performance criteria and rating scales 
Performance Criteria Very Good Good Acceptable Unacceptable Comments 


Understanding information     Excellent 


Retaining knowledge     Excellent 


Seeing task through      


Initiative      


Working with others      


Service to customers n/a     


Communication -Verbal     Excellent 


Communication –Written     Excellent 


Numerical Skills      


Staff Management n/a     


Working under pressure      


Enthusiasm & Commitment      


Creativity      


Time keeping      


SOCIAL SERVICES STAFF ONLY 
During the probationary period how did the employee rate 
in each Core Area within the Staff Development Portfolio 


NO
. 


CORE AREA 
RATING SCALES 


Very 
Good 


Good 
Accept-


able 
Unaccep-


table 
Comments 


1. Understand the principles of care      


2. Maintain safe working practices      


3. Understanding your role and agency      


4. Understanding the needs of service users and carers      


5. Understand the effects of service delivery on the 
service user/worker 


     


EMPLOYEE’S COMMENTS 
This is an opportunity for you to comment on your line manager’s assessment 


I am happy with all the information included within this report.  
 


Signature of employee: 


 
Date of interview: 18/09/20 


MANAGER’S COMMENTS 
Indicate any change you may wish to make to your assessment 


 in the light of your discussion with the employee. 


Grace is aware of the need to undertake the mandatory training courses but has not had time due to the 
demands of her workload and having to cover other meetings whilst learning about fostering procedures 
on the job.  This will be addressed as soon as is practically possible and I have reassured Grace that it is not 
her fault as she started in her post shortly before the lockdown and has done well in assimilating all the 
information and procedures necessary to work effectively in her post whilst having to communicate 
remotely instead of in a face-to-face environment. 


Signature of line manager:  


Date: 18/09/20 
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COUNTERSIGNING OFFICER’S COMMENTS 
If you do not agree with any comments made by either 
the line manager or employee please give details below 


 
 
 
 
 
 
 


Signature of countersigning officer: 


 
Date: 21/9/2020 


THE FOLLOWING IS ONLY TO BE COMPLETED IN RESPECT OF 6 MONTHLY ASSESSMENTS 
BY THE LINE MANAGER AND COUNTERSIGNING OFFICER 


Please delete as appropriate 


a) 
I am satisfied that the employee’s performance during the probation period has been 
satisfactory and I recommend that his/her appointment be confirmed. 


b) 


I am not entirely satisfied that the employee’s performance during the probation period has been 
satisfactory.  However, I consider that with additional assistance he/she may be capable of 
reaching the required standard.  I, therefore, recommend that his/her probationary period be 
extended for a further 3 months and that a final assessment be made at that time. 


c) 
I am not satisfied that the employee’s performance during the probation period has been 
satisfactory and I, therefore, recommend that his/her employment be ended. 


Signature of line manager:  


 


Date: 18/09/20 


Signature of countersigning officer: 


 
Date: 21/09/2020  


TO BE COMPLETED BY Workforce Team member – Inform HR if extending probation  
Complete as appropriate 


a) 6 Month Probation satisfactorily completed 


Letter sent to probationer: YES 


Date:  


Initials: S. N. Measday 


Copy in file: YES 


b) Probation not satisfactorily completed - probation period extended 


Probation extended to (please state date):  


Letter sent to confirm extension: YES/NO 


Date:  


Initials:  


Copy in file: YES/NO 
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c) Probation not satisfactorily completed - employment terminated 


Letter of termination of employment sent: YES/NO 


Date:  


Initials:  


Copy in file: YES/NO 
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Service Centre -  Workforce Team 


The Guildhall, Swansea, SA1 4PE 


www.swansea.gov.uk 


Please ask for: 


Direct Line: 


E-Mail: 


Our Ref: 


Your Ref: 


Date: 


 


             To receive this information in alternative format, or in Welsh please contact the above. 
 I dderbyn yr wybodaeth hon mewn fformat arall neu yn Gymraeg, cysylltwch â’r person uchod. 


Dear Grace 
 


Confirmation of Employment 
 
 


I am pleased to inform you that following the completion of your 6 month probation 
period, your employment with Swansea Council is now confirmed.  The terms of your 
employment remain as those set out in your letter of appointment and contract of 
employment. 
 
I would also like to take this opportunity to wish you well in your future career with the 
Council. 
 
 
 
Yours sincerely, 


 
 
 
Sarah Measday 
Workforce ARC Officer 
 
 
 
 
 
 
 
 
 
 


Sarah Measday 


01792 636098 


Sarah.measday@swansea.gov.uk 


SCW SNM 


 


21st September 2020 


Grace Robbins 


10 Heol Eifion 


Gorseinon 


Swansea 


SA4 4PH 



mailto:Sarah.measday@swansea.gov.uk





 


 
 
 
 
 
Your Privacy 
Swansea Council is the data controller for the personal information you provide here.  
We will use the information we collect from this form, and from the supporting evidence 
you provide, to process your application for employment.  Should you be successful in 
your application, we will also use this information to fulfil certain legal obligations and 
administer any service or benefit that we are responsible for as part of your employment 
eg Statistical Information and Reporting.   
 
We may check information provided by you, or other information about you provided by 
a third party, against other information we hold.  We may also contact third parties to 
verify the accuracy of the information.  For example, we may contact your previous 
employer with specific questions about your employment with them.  We will only do this 
to prevent or detect fraud, as we are permitted to do by law.  
 
Data protection law describes the legal basis for our processing of your data as one 
based on the pursuit of our legitimate interests.  For further information about how 
Swansea Council uses your personal data, including your rights as a data subject, 
please see our corporate privacy statement at 
https://www.swansea.gov.uk/privacynotice on our website. 
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Service Centre - Workforce 


The Guildhall, Swansea, SA1 4PE 


www.swansea.gov.uk 


Please ask for: 


Direct Line: 


E-Mail: 


Our Ref: 


Your Ref: 


Date: 


 


To receive this information in alternative format, or in Welsh please contact the above. 
I dderbyn yr wybodaeth hon mewn fformat arall neu yn Gymraeg, cysylltwch â’r person uchod. 


 
Dear ….., 
 
PROBATION REPORT 
 
As you are aware, on commencement in your current post, you were subject to a six month period 
of probation.  
 
I am now in receipt of your Probationary Report, which was undertaken on …………..by ……….and 
would confirm that your period of probation is to be extended by 3 months, i.e. until Date. 
 
In this connection, a final Probationary Report will be completed in July when you will be seen 
again by your Line Manager who will carry out a further assessment. 
 
I would remind you of Paragraph 14 of your Schedule of your Main Terms and Conditions wherein it 
is stated that failure to reach satisfactory standards during your probationary period will result in 
your employment being terminated.   
 
Please do not hesitate to contact your Line Manager or myself if you have any queries in 
connection with this matter. 


 
 
Yours sincerely, 
 
 


 
Workforce ARC Officer 
 


Sarah Measday 


639098 


Sarah.measday@swansea.gov.uk 


SCW SNM 


 


7th July 2020 


 



mailto:Sarah.measday@swansea.gov.uk
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From: Jane O'Connor <Jane.O'Connor@swansea.gov.uk> 
Sent: 23 September 2020 14:04
To: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Subject: RE: Grace Robbins Probation Report

 

Sorry Sarah I forgot to say thank you for your help. 

 

thanks 

 

Jane 



 

       Jane O’Connor

       Rheolwr Cefnogi Busnesau

       Business Support Manager 

 

      Gwasanaethau Plant a Theuluoedd

      Child & Family Services

 

(  01792 635170

* jane.o’connor@swansea.gov.uk

 

 

**Please use either email or TEAMS to contact me directly** 

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin â gohebiaeth Gymraeg a Saesneg i'r un safonau ac amserlenni.
                                    We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.
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Staff home

Coronavirus (Covid-19) | Self serve | Departments Staff information Meetings + buildings |
Training | More...
You are here: Staff home > Self serve > Managers' toolkit

Managers' toolkit

In this toolkit you will find resources to help you in your everyday work as a manager or supervisor.

As managers or supervisors within the City and County of Swansea, one of the primary responsibilities is to provide team members with guidance,
direction and assistance, to help them maximize their potential and help contribute to the ongoing success of the organisation.

We always welcome feedback so please make any suggestions or let us know of any missing information on the staffnet feedback form.

If you need to contact your HR officer please ring the helpdesk on (63)6098 or email servicecentrehelpdesk@swansea.gov.uk

Manager self-service on Management of attendance Manager appraisal guide
Oracle and absence Online appraisals are now
Managers are able to view The application of the available and guidance can be
employment and absence details management of absence policy found here, along with paper
(flexi, sickness, maternity, and procedure will ensure a fair, forms for managers who do not
paternity and special leave) for consistent and supportive have access to Oracle.

any staff for whom they have approach to managing sickness

direct supervisory responsibilities absence.

(excluding any agency workers).
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Manager self-service on
Oracle

Managers are able to view
employment and absence details
(flexi, sickness, maternity,
paternity and special leave) for
any staff for whom they have
direct supervisory responsibilities
(excluding any agency workers).

Leaver checklist / exit

Using the checklist below, work
with colleagues in your HR team
to make sure that employees
leaving the council get the
information they need.

Health and safety for
managers

Health and safety encompasses
occupational health, help with
stress management and more for
staff.

Downloads

Management of attendance
and absence

The application of the
management of absence policy
and procedure will ensure a fair,
consistent and supportive
approach to managing sickness
absence.

Manager training
Managers must complete the
mandatory courses listed here.

Recruitment manager guide
Your guide to attracting and
selecting the best people for the
City and County of Swansea.

e

B

Q

=}

Manager appraisal guide
Online appraisals are now
available and guidance can be
found here, along with paper
forms for managers who do not
have access to Oracle.

Financial information for
managers

Information about Oracle, iSiop
etc

Workforce planning

Guidance and templates to help
managers undertake workforce
planning and succession planning
for their
team/service/directorate.
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Advice on Manager's Toolkit and training for New supervisors.msg
RE: Letter of resignation

		From

		Alix Love

		To

		Sarah Measday

		Recipients

		Sarah.Measday@swansea.gov.uk



Thanks Sarah



 



That would be great.  I have meetings between 10 and 12.30 but apart from that I am available.  



 



Alix



 



 



From: Sarah Measday <Sarah.Measday@swansea.gov.uk> 
Sent: 15 September 2020 10:11
To: Alix Love <Alix.Love@swansea.gov.uk>
Subject: RE: Letter of resignation



 



Hi Alix,



 



Apparently, there is no training apart from any e learning that you are directed to on the manager’s toolkit. Normally the expectation is that your manager talk’s you through it all. I guess Gavin hasn’t been able to do that.



 



I have asked my Supervisor  Christine,  if she is able to help you as I don’t supervise anyone so can’t access managers part of oracle.



 



If you’re interested then she could do this tomorrow. Let me know and I can pass on your details.



 



Cofion cynnes/Kind regards



 







 



Sarah Measday
Gweithlu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
Workforce- ARC Officer 



01792-636098



sarah.measday@swansea.gov.uk



 



 



Please consider the environment. Do you really need to print this email?



 



 



 



From: Alix Love <Alix.Love@swansea.gov.uk> 
Sent: 14 September 2020 13:38
To: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Subject: RE: Letter of resignation



 



Hi Sarah



 



Yes I am aware of who I am supervising – I would ask (again) if there is any training (on Oracle would be a start).  Or are you expecting people to fill in a system they have no idea about.  Angela has passed me on to you so no help there.



 



Alix



 



From: Sarah Measday <Sarah.Measday@swansea.gov.uk> 
Sent: 14 September 2020 13:34
To: Alix Love <Alix.Love@swansea.gov.uk>
Subject: RE: Letter of resignation



 



Hi Alix,



 



If you are a supervisor for staff you effectively manage them – so the only information I can give is to direct you to the manger’s toolkit as this gives you everything you need to manage and supervise staff. If you have any difficulties with that then you would need to flag this with Gavin or HR Officers – so I would suggest going back to Angela if Gavin has no help he can offer  



 



You are currently on the system as managing Toboline, Rachel Goodwin and Kenneth Sturge.



If you think you are not managing staff, then someone else should be in as the supervisor for these.



 



I’m sorry I can’t direct you to anything else as it would only be the toolkit or your manager.



 



Cofion cynnes/Kind regards



 







 



Sarah Measday
Gweithlu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
Workforce- ARC Officer 



01792-636098



sarah.measday@swansea.gov.uk



 



 



Please consider the environment. Do you really need to print this email?



 



 



 



 



 



From: Alix Love <Alix.Love@swansea.gov.uk> 
Sent: 14 September 2020 13:17
To: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Subject: RE: Letter of resignation



 



No.  I don’t know if this has been filled in, again I would ask if there is any training on this?



 



Alix



 



From: Sarah Measday <Sarah.Measday@swansea.gov.uk> 
Sent: 14 September 2020 13:13
To: Alix Love <Alix.Love@swansea.gov.uk>
Cc: Gavin Evans <Gavin.Evans@swansea.gov.uk>
Subject: RE: Letter of resignation



 



Hi Alix,



 



On oracle you are in as supervisor / manager for Toboline. Does someone else deal with her requests?? 







 



From: Alix Love <Alix.Love@swansea.gov.uk> 
Sent: 14 September 2020 12:55
To: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Cc: Gavin Evans <Gavin.Evans@swansea.gov.uk>
Subject: RE: Letter of resignation



 



Again, not a manager.  If I am being asked to manage staff I would assume that there is some form of training.



 



Alix 



 



From: Sarah Measday <Sarah.Measday@swansea.gov.uk> 
Sent: 14 September 2020 12:36
To: Alix Love <Alix.Love@swansea.gov.uk>
Cc: Gavin Evans <Gavin.Evans@swansea.gov.uk>
Subject: RE: Letter of resignation



 



Have you looked at all the info on the Managers Toolkit page on staff net 



 



Here’s the link - https://www.swansea.gov.uk/staffnet/managerstoolkit



 



Cofion cynnes/Kind regards



 







 



Sarah Measday
Gweithlu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
Workforce- ARC Officer 



01792-636098



sarah.measday@swansea.gov.uk



 



 



Please consider the environment. Do you really need to print this email?



 



 



 



From: Alix Love <Alix.Love@swansea.gov.uk> 
Sent: 14 September 2020 12:32
To: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Cc: Gavin Evans <Gavin.Evans@swansea.gov.uk>
Subject: RE: Letter of resignation



 



I have asked Gavin and we don’t have any business support.  We have had a number of previous managers.  I have previously asked about Oracle about training and there is not any (apparently).



 



Thanks



 



Alix



 



From: Sarah Measday <Sarah.Measday@swansea.gov.uk> 
Sent: 14 September 2020 12:29
To: Alix Love <Alix.Love@swansea.gov.uk>
Subject: RE: Letter of resignation



 



No worries. I’m sure the records are up-to-date and when it transfer’s to the new manager they should be able to see all the taken leave via the inter flex system etc



 



But they sometimes ask for confirmation from the previous manager.



 



I’m sure there is training for using oracle etc – ask Gavin or if you have a clerical officer in the team maybe they can help.



 



Cofion cynnes/Kind regards



 







 



Sarah Measday
Gweithlu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
Workforce- ARC Officer 



01792-636098



sarah.measday@swansea.gov.uk



 



 



Please consider the environment. Do you really need to print this email?



 



 



 



 



 



 



From: Alix Love <Alix.Love@swansea.gov.uk> 
Sent: 14 September 2020 12:21
To: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Subject: RE: Letter of resignation



 



This is the leave that I am aware of since starting on 9/3/20 and not any leave that was taken before this.  As far as I am aware Tobe has about 2 days left of leave.  I don’t have this information as this would presumably been (according to your system) the previous manager.



 



 



I am actually a consultant Social Worker and am having a lot of difficulties with oracle (both personally and with the people I am apparently supposed to ‘manage’)



 



Alix



From: Sarah Measday <Sarah.Measday@swansea.gov.uk> 
Sent: 14 September 2020 12:16
To: Alix Love <Alix.Love@swansea.gov.uk>
Cc: Gavin Evans <Gavin.Evans@swansea.gov.uk>
Subject: RE: Letter of resignation



 



Hi Alix,



 



Apologies, I missed the info on the resignation email about not leaving the authority. This info won’t be required as you rightly say her leave will be carried over to training.



 



 



We do not keep a record of leave here in workforce or HR. It is the line manager / supervisors responsibility as you are responsible for approving the leave etc. 



You would be able to access all the information on oracle. 



 



The new manager may ask for an update on her leave balances – Tobolines leave year starts in December as her birthday is in November and she has 33 days according to the below.



Leave taken would be 20 days which means she has 13 says left to use until the end of November 2020 .  



 



Toboline Mupita



1st December – 30th November (33)



July 27th – July 31st 2020 - 5 days



August 17th – August 21st 2020 - 5 days



August 24th – August 28th 2020 - 5 days



September 1st – September 2nd  2020 -  2 days



September 28th –September 30th 2020 – 3 days



 



Total days taken so far = 20 days



 



Apologies once again for missing the info on the resignation email about not leaving the authority.



 



Cofion cynnes/Kind regards



 







 



Sarah Measday
Gweithlu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
Workforce- ARC Officer 



01792-636098



sarah.measday@swansea.gov.uk



 



 



Please consider the environment. Do you really need to print this email?



 



From: Alix Love <Alix.Love@swansea.gov.uk> 
Sent: 14 September 2020 11:44
To: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Cc: Gavin Evans <Gavin.Evans@swansea.gov.uk>
Subject: RE: Letter of resignation



 



Hi Sarah



 



I am sending you the requests for annual leave that I have had, however since I have no idea what her annual leave is or whether she has taken this or has any left over.  Surely this is a function for ‘workforce’ or ‘HR’.  Could you confirm her annual leave allowance (and this is definitely you not me) and I can tell you what she has taken so far and asked for until 1/10/20.  After that this will move to Training, as this is who she will be employed by.



 



Thanks



 



Alix 



 



From: Sarah Measday <Sarah.Measday@swansea.gov.uk> 
Sent: 14 September 2020 11:18
To: Alix Love <Alix.Love@swansea.gov.uk>
Subject: RE: Letter of resignation



 



Hi Alix,



 



As her manager do you not approve her leave etc. 



Cofion cynnes/Kind regards



 







 



Sarah Measday
Gweithlu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
Workforce- ARC Officer 



01792-636098



sarah.measday@swansea.gov.uk



 



 



Please consider the environment. Do you really need to print this email?



 



 



 



From: Alix Love <Alix.Love@swansea.gov.uk> 
Sent: 14 September 2020 11:16
To: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Subject: RE: Letter of resignation



 



How would I know this?



 



Thanks



 



Alix



 



From: Sarah Measday <Sarah.Measday@swansea.gov.uk> 
Sent: 14 September 2020 11:11
To: Alix Love <Alix.Love@swansea.gov.uk>
Subject: FW: Letter of resignation



 



Hi Alix,



 



Please can you confirm that all Toboline’s Annual Leave is balanced. If there is any outstanding then this will need to be taken prior to finishing date.



 



Cofion cynnes/Kind regards



 







 



Sarah Measday
Gweithlu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
Workforce- ARC Officer 



01792-636098



sarah.measday@swansea.gov.uk



 



 



Please consider the environment. Do you really need to print this email?



 



 



 



From: Service Centre Helpdesk <ServiceCentreHelpdesk@swansea.gov.uk> 
Sent: 14 September 2020 10:41
To: Workforce Transactional <Workforce.Transactional@swansea.gov.uk>
Subject: FW: Letter of resignation



 



From: Angela Edwards <Angela.Edwards@swansea.gov.uk> 
Sent: 14 September 2020 09:21
To: Alix Love <Alix.Love@swansea.gov.uk>
Cc: Service Centre Helpdesk <ServiceCentreHelpdesk@swansea.gov.uk>
Subject: RE: Letter of resignation



 



Hi Alix



 



Apologies for not replying to your email, I have been on leave.



 



For future reference, any HR related queries can be sent through to the Service Centre Helpdesk.  They will be distribute all queries to the relevant HR/Employee Services officer to respond.  



 



I have copied them in on this email for info and to check that they have received the resignation letter for Toboline and they can advise you in terms of any Exit paperwork or questionnaire’s you need to complete. 



 



I am not sure what you would like us to do with the JD?  Do you wish to advertise the vacancy or change the existing JD in any way?  If so, please let us know and we can advise you further. 



 



Ang 



 



 



From: Alix Love <Alix.Love@swansea.gov.uk> 
Sent: 08 September 2020 15:26
To: Angela Edwards <Angela.Edwards@swansea.gov.uk>
Subject: FW: Letter of resignation



 



Hi Angela 



 



Please see below.  Toboline Mupita will be leaving us at the end of September.



 



Gavin has asked me to send these to you.  I have attached the job spec for Tobe’s post and her resignation email.  What else do you need or are there any other forms I need to fill in.



 



Thanks



 



Alix



 



From: Toboline Mupita <Toboline.Mupita@swansea.gov.uk> 
Sent: 14 August 2020 11:28
To: Alix Love <Alix.Love@swansea.gov.uk>
Subject: Letter of resignation



 



Hi Alix



 



I am writing to notify you of my formal resignation from my role as an Intervention specialist as I have been offered a different position in another department within the Local Authority.   As my contract requires that I give notice, my last day with IFSS will be 30th September 2020.



Thank you for the opportunities for professional and personal development,  and appreciate the support given during my time with IFSS. I’ve enjoyed working with the team, 



Kind regards,



 



 



 



Toboline Mupita



Arbenigwr Ymyrraeth-Uwch Ymarfererydd /Intervention Specialist- Senior Practitioner                  



Gwasanaeth Integredig Cymorth i Deuluoedd y Bae Gorllewinol /Intergrated Family Support Services         



Neuadd y Ddinas /Guildhall                                                                   



Ffon/Phone: 01792635180



FfonSymudol/Mobile Phone: 07887 055279



 



E-Bost/ E-mail: toboline.mupita@swansea.gov.uk



 



 







Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin â gohebiaeth Gymraeg a Saesneg i’r un safonau ac amserlenni.



 



We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.
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