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Be able to provide information on performance management activities within an organisation. 
1.1 Explain performance management polices and processes in the organisation and the roles and responsibilities of those involved in them. 
1.2 Explain key sources of information, including legislative information, which underpin performance management activities. 
The induction/onboarding process is one of the key elements to support the performance management (PM) framework, it provides the opportunity to introduce new employees to the organisation’s overall vision and mission (EV1), how we plan to get there through the corporate plan (EV2), and the expected behaviours of all Tai Tarian employees (EV3). When done effectively, new starters settle in well and become productive quicker, it also reduces the chance of attrition in the first year. (CIPD, 2019a). 
There is currently no formal policy to outline the procedural actions and responsibilities within the onboarding process, and what we do have is limited. (EV4-6) Therefore, realistically the success of the induction process is down to the experience and capability of the line manager. I would like to take an approach similar to the Co-Op where they revamped the whole process and reaped the benefit of a more engaged workforce, (Pollitt, 2013) rather than maintaining the current traditional day full of PowerPoint slides. (EV7)
The PM cycle is documented through the Organisations ‘Making a Difference Dialogue (MADD)’ (see Picture 1) which was introduced in 2015. 
Picture 1. Making a Difference Dialogue
[image: ]
(Source: Tai Tarian Internal Intranet, (2020))
As you can see from Picture 1, the system encompasses the full PM cycle, from goal setting to Year-end and all the processes in-between to support. As it is all in one place, it is easily accessible. 
As the PM process should be a ‘natural process of Management’ (Armstrong, 2017, P400) Line Managers are responsible for leading all the activities within the MADD process, with support from the OD team. It is expected that employees work hard to try and achieve their goals and take responsibility for their own career development. 
When the MADD process was implemented, the decision was made to replace the ‘probationary period’ with an ‘Action Plan for Success’ (AP4S)(EV8). Any employee starting a new role will have an AP4S with the aim of mapping out how that person will get up to speed with the role. This includes all new starters, internal job transfers and promotions. Since 2016, completion of APFS for new starters is rewarded with a substantial incremental salary increase. Personally, I do not believe this is the appropriate action, as the majority of new starters are already enthusiastic about getting up and running with the role. I do not believe the incentive of the pay increase would be the main factor of high performance at a faster rate. There is also potential to have a negative impact on long serving employees who are seeing new team members on the same salary as them after 6 months in the business, this could decrease engagement with this set of employees. 
In relation to goal setting (EV9), Managers are encouraged to use the SMART technique when establishing goals (EV10), however, with research finding that 86% of goals set are not actually SMART (Personnel Today, 2019) and the impact effective goal setting can have on organisational performance (Mckinsey, 2019) I believe this is an area that needs work. 
In terms of performance review, the organisation follows the more traditional approach and utilises the annual appraisal. According to the UK Performance Review Report this is similar to many other organisations, with 70% still using annual appraisals. (Clear Review, 2019) 
The formal cycle is April to March and includes 3 manager/employee meetings per year, first being the SMART goal setting meeting (April), second the mid-year review (September) (EV11) and finally the year-end review (March) (EV12). 
Part of the performance review includes a ranking on how employees have performed that year, however this is not related to pay increases, which is quite normal within public sector organisations. (CIPD, 2019b).
In line with more recent trends (Clear Review, 2018), continuous informal feedback is encouraged, which can also be documented on the MADD system (EV13&14). From conversations with employees and Managers, I do not believe this is happening consistently. One of the factors I believe contributing to this, is the lack of manager capability to have challenging conversations. Although this seems consistent in other organisations (HBR, 2016).
The PM process is supported by a number of HR procedures, including Conflict Resolution (EV15) for dealing with conduct concerns, and Capability (EV16) for managing under performers. When managed in a fair and reasonable way, both are fair reasons for dismissal (ACAS, 2020).
Each procedure is written with best practise in mind, guided by the ACAS code of practise for Disciplinary and Grievance, and in accordance with the relevant legislation. Including, the Employment Relations Act (1999), and the Employment Right Act (1966). 
If formal hearings are required in line with procedures, Managers are responsible for leading and deciding on the outcome, HR attend for support on policies and processes and to ensure these are being adhered to correctly and consistently. 
HR consistently review external sources such as ACAS, Xpert HR, and CIPD for employment law updates and to ensure a fair process is always followed.  
1.3 Provide timely and accurate information to colleagues regarding performance management activities. 
Please see attached documents evidencing my assistance in different activities within the performance management process, including:
· Recruitment process – EV17
· Induction – EV18
· Long Term Absence Management – EV19
· Disciplinary process – EV20
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Evidence 17 to 20 are emails that would not attached to this document, therefore have been emailed directly to Deborah Rees.  
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Be able to support line managers to deliver performance management activities within an organisation.
2.1 Analyse the types of support line manager in the organisation need from HR, in relation to performance management activities. 
When I joined Tai Tarian, I arranged group sessions with the Line Mangers within my customer base (EV21). The aim of the session was to introduce myself and understand their thoughts and capabilities on some of the main HR topics. Prior to the meeting, I asked them to fill out a questionnaire on their experience with people management activities. (EV22) 
I found that even though between them they had 3 years average length of service, none had experience in leading formal meetings, whether that be in relation to conduct or capability. For me this was a concern as either, every team member was performing to a high standard with no conduct concerns, or there were issues, but they were not being addressed appropriately by the line managers. 
My thoughts on the latter point were further enhanced when the data from the annual review ratings (see table 1) showed that only 6 employees out of 128 received a ‘do better’ rating, with the majority (90%) put in an average rating category.  
Table 1 – Annual Performance Ratings – Overview of Housing
	Do Better 
	5%

	Did ok
	34%

	Did Well
	56%

	Did Great 
	5%

	Overall Headcount 
	128



(Source – Tai Tarian Annual Performance Review – Housing 2020)
In line with the CIPD thoughts that there is potential for bias in performance rating (2019), I believe there has been potential bias in the ratings. The contributing factor in my mind is Managers having the inability to engage in difficult conversations. 
Findings
Managers need extensive training in conducting formal meetings which is something I am collaborating with the L&D team on providing, unfortunately the current pandemic and circumstances has delayed this.   
To enable line managers to hold difficult/challenging conversations with their teams, I provide coaching support, including role playing, to prepare them for the conversations. On reflection, I believe this is an area where I can personally develop. I find it easier to coach the line managers on how to deliver the conversation, than leading a difficult conversation myself. This is something myself and my manager have spoken about and will be attending a specific course to enhance my skills.  
Most recently, Managers have needed support in managing their teams remotely, which is a new concept to many. With the chances of homeworking becoming the new normal and 70% of individual engagement driven by the manager (Gallup, 2020) it is a concept we have had to adapt to quickly. I have personally found that a higher percentage of my working day is filled with meetings arranged by line managers to discuss concerns on the performance and wellbeing of their teams. 
2.2 Support line managers’ capability to deliver performance management activities. 
Prior to COVID 19, I arranged for Managers to sit in on investigation and disciplinary meetings, followed by a lesson learnt session to understand what they had learnt and what they need further support with. This has resulted in those Managers having the ability to lead their own formal meetings effectively. See EV23 with feedback to one of the line mangers following their completion of an investigation. 
EV24 evidences where I have provided specific advice to a manager on an employee who has underperformed within their Action Plan for Success period. 
EV25 evidences me providing guidance on an Occupational Health referral. 
EV26 are documents I put together to help Managers when they receive an Occupational Health report with adjustments. 
EV27 evidences where I have provided advice on the setting up of an Action Plan for success for a new manager. 
EV28a&b are emails where I have raised concerns around recruitment and the fairness of the process. 
EV29 is a line manager guidance document for the recruitment process which I was heavily involved in developing to aid managers through the process. 
2.3 Work in conjunction with line managers in the provision of employee performance and development reviews. 
As I have not been in the organisation very long, and due to things being on hold because of the current pandemic, I have not had the opportunity to experience and support through the full MADD cycle. However, from my knowledge of how the MADD system operates and previous experience within other roles, I’d like to think I am aware of, and have the experience of the direct assistance needed.  
Prior to the start of every MADD cycle, HR/L&D facilitate training sessions on each of the processes, including goal setting, mid-term reviews and year-end reviews, these training materials are then accessible on the Managers hub of the intranet for them to refer to at any time.
Performance Management should be a continuous cycle, not a start and stop process, so the fact that Managers still need refresher training at the start of each cycle (taking up time for them and HR), along with training materials, I believe is a potential cause for concern. On reviewing the training materials, all the information they need is there, they just do not seem to have the confidence in the process. I think this may be down to a lack of feedback themselves, they don’t know whether they are doing a good job or not. As a new HRBP within the organisation, going forward I will be working closely with Managers and employees on effective goal setting, educating both on the positive impacts of this. (McKinsey, 2017)   
Another large part HR play in the review process is ensuring that the reviews are actually completed, reporting on outstanding reviews and chasing managers to complete. If Managers were more engaged in the process, this wouldn’t be an issue. 
Once reviews are completed, HR collate and analyse the data placing into a 12-grid matrix for review. (EV30)
For employees rated ‘Do Better’, I work with Managers to produce an ‘Action Plan for Success’ document addressing the areas where development is needed, and agreed plans for training and support going forward, with the aim of improvement. 
Unfortunately, there seems to be no natural next step or recognition for those identified as ‘Ready for promotion’ which may result in the organisation struggling to retain good talent (Floyd, 2014). I’ll discuss this under my recommendations in LO3. 
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Evidence numbers 23,24,25,27,28a and 28b would not attach to the document so have been emailed directly to Deborah Rees. 
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Be able to assess the impact of performance management activities on organisational performance and make recommendations for enhancement. 
3.1 Evaluate the organisation’s approach to performance management, including employee performance and development reviews. 
In my opinion the organisation has tried to introduce a blended approach to performance management. The Making a Difference Dialogue includes aspects of the traditional PM process, including goal setting and year end appraisals, (HR-Inform, n.d.)  however, it also combines with some of the more evolved concepts that have been successful with organisations such as Adobe and Microsoft, (Armstrong, 2017), for example, monthly 121s, 2-way feedback and learning needs analysis. 
Although I feel the process has the basic elements for good potential, the data tells me that the organisation is not currently on board with the process. (EV31) shows that in 2016 and 2017 there was a great uptake in the MADD process, with 83% and 99% annual appraisal completion rates. However, more recently (EV32) only one department within the organisation has even used the MADD cycle, equating to 24% of the overall headcount. I believe the substantial decrease is down to Manager want and capability. My thoughts behind this is that compliance was extremely high when the process was first rolled out and managers were handheld by the Organisational Development department who pushed for completion as they wanted to ensure successful implementation. Now the organisation has been left to continue the cycle by themselves without pressure, the numbers have decreased. To help combat this, system buy in and role model behaviour is needed from the top down (McKinsey, 2019). 
Further evidence to support my rationale is the quality of the objectives being set at the start of the cycle. As part of this evaluation I randomly chose 15 goal setting records to review. In my opinion only 5 of these came anywhere close to effective SMART objectives (CMI, 2011) and none interlinked with the organisation’s corporate strategy. Although there are readily available training materials this important part of the PM process is lacking effectiveness. 
Interestingly, the organisation reports on annual completion rates for goal setting and annual appraisals but not on recorded 121s and learning needs, I feel there needs to be a shift in priorities and encourage continuous feedback and development opportunities. 
3.2 Assess the extent to which performance management processes support high performance working (HPW) and contribute to sustained organisational performance. 
One of the characteristics related to high performance working (HPW) is when ‘high performance is recognized and rewarded accordingly’ (Armstrong, 2010, P106). As Tai Tarian does not currently promote a recognition scheme or link high performance with incentives, I do not believe the processes fully support HPW. As I stated earlier, the feedback from managers and employees is that the process is a time-consuming, tick box exercise with no follow up action for those high performers, therefore, I feel does not encourage high performance.  
Although I conclude the current PM process does not do much to promote HPW, the organisation is still highly successful (Tai Tarian, 2020b). I believe a contributing factor is down to the sector and being a not-for profit charity organisation. In my opinion, compared to a larger private organisation striving to make profit, the performance KPIs (EV33) at Tai Tarian are quite straightforward and achievable. 
Another rationale behind the high performance could be related to engagement levels. In line with the 2019 Peak Performance Survey by Harvard Business Review, which found 75% of respondents strongly agreed engaged employees performed better, Tai Tarian’s engagement survey scores have been consistently high over the past 3 years. (Tai Tarian, 2019)  
3.3 Recommend ways for developing performance management processes to enhance their impact on organisational performance
· Remove annual appraisal 
My main recommendation would be to remove the annual appraisal and replace this with a more formal continuous feedback process, focusing on real time performance, not evaluating past. With 81% of Managers and 64% of employees agreeing that more regular performance conversations would be beneficial (UK Performance Report, 2019) along with the negative feedback from Tai Tarian Managers and employees about the appraisal process, I believe the changes could have a major impact on organisational performance. 
· Introduce 360 feedback
Currently, performance reviews are subjective to the evaluation of the direct line manager, leaving potential for bias (CIPD, 2019). Introducing 360 feedback, similar to that of ITV and Vauxhall (Personnel Today, 2009) would allow for a wider range perspective, helping to make it a more objective and fair process. 
· Recognition & Talent Planning
Continue to promote a feedback culture, with new focus on rewarding people through opportunities to achieve, scope to develop skills, and support and guidance on career development. I would suggest an enhancement to the current MADD process, to ensure star performers are recognised and provided with growth development opportunities.  

· Implement an Onboarding policy 
You cannot take back a first impression, therefore, it is crucial that the first experience a potential new employee has with the organisation, is a great one. With this in mind, I would recommend the organisation carry out a full review of their onboarding/Induction process, implementing a formal policy that outlines; actions, roles, and responsibilities, ensuring that every new starter receives the crucial information and training needed for them to become a high performing member of the organisation.   
I believe my above recommendations would have a positive impact on engagement and motivation, which ultimately improves individual performance (Armstrong, 2010, P.112), with the hope to have a positive influence on Organisational performance. 
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Tai Tarian - Our Vision and Mission

We want to have a positive impact on our communities and the people who live in
them. We believe we can do this by providing high quality homes, delivering great
services and creating opportunities. This is reflected in our strategic objectives.

Our vision is to continue to Make a Difference and all our future work must meet
this expectation.

Our mission is Great Homes, Great Communities and we are committed to
ensuring that our customers have homes where they can thrive, in communities
they can feel proud of.
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The Board has agreed our future direction, to guide us in to 2020
and has set our four strategic objectives:

The link to our the corporate plan video

Facus on Our Future 2017- 2020°
s below:

Comporateplanvideo
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‘Our Behaviours’  
 
 







 


 


What is the Tai Tarian Behaviour Framework? 
At Tai Tarian, we recognise that our most important asset is you, our employee.   


At our annual staff conference in 2012, the organisation’s ‘values’ were set by 


employees. Those who attended told us that the values summarised how they wanted 


to be seen by others.   


 


Our Values: 


 


 


In short, this behaviour framework details how you can put the organisation’s values 


into practice and make the difference!  


This framework includes those behaviours which all members of staff, regardless of 


their role and grade in the organisation, are expected to demonstrate in their 


everyday work.  These are referred to as ‘expected’ behaviours.  


The framework also includes those behaviours required by employees looking to 


develop and those who are in supervisory positions.  These are referred to as 


‘leadership’ behaviours. 


What do we mean by behaviour? 


Behaviours demonstrate the attitudes and approach we take to work and they are: 


 How we do things; 


 How we treat others; 


 What we say and how we say it; 


 How we expect to be treated. 


 







 


 


Commitment 
Working with enthusiasm and dedication to deliver high quality services. 


 


 
Expected  


Our required behaviours 
 


 I see things through to completion; 


 I have a positive approach to my work; 


 I use all of my skills and knowledge to achieve my 
objectives;  


 I deliver on time and as promised; 


 I am flexible and work with minimal supervision after 
relevant training; 


 I behave in line with the values of Tai Tarian; 


 I look for better ways to do things and share my ideas. 
 


 
Leadership 


These behaviours are required by employees looking 
to develop and those in supervisory positions 


 


 I work to build engagement and improve my team’s 
behaviour; 


 I act as a role model for loyalty, dedication and reliability; 


 I am commercially aware and ensure value for money; 


 I share vision, meaning and direction; 


 I initiate and lead others through change; 


 I encourage others to do the best they can; 


 I make decisions based on evidence and not assumptions. 


 
When Commitment is not demonstrated 


 You are disinterested and have a negative approach to work; 


 You are disorganised and miss deadlines; 


 You are frequently late or absent from work; 


 You only do the bare minimum; 


 You are disrespectful to customers and colleagues and react defensively to constructive criticism; 


 You are unwilling to consider change; 


 You don’t have pride in your work and never see things through to completion. 
 







 


 


Honesty 


Being truthful, clear and transparent. 


 


 
Expected  


Our required behaviours 


 


 I tell the truth (whilst respecting confidentiality);  


 I am careful not to raise expectations and am realistic 


about what can and can’t be achieved; 


 When I make a mistake I say sorry and don’t try to hide it; 


 I don’t abuse my position or the company’s resources for 


personal gain;  


 I address inappropriate behaviour and do something about 


it; 


 I always act within our policies, rules and regulations. 


 


 


Leadership 


These behaviours are required by employees looking 


to develop and those in supervisory positions 


 


 I have difficult conversations and deal with situations in an 


open and honest way;  


 I raise concerns and work to find acceptable solutions; 


 I make difficult decisions and openly acknowledge errors; 


 I recognise my strengths and weaknesses and always try 


to improve; 


 I enable a blameless culture, empowering and supporting 


my team. 


 


 


When Honesty is not demonstrated 


 You use situations for your own personal gain; 


 You can’t be relied on; 


 You deliberately set out to de-fraud; 


 You pretend to be busy so you don’t get asked to do things; 


 You make promises that you know can’t be delivered. 


 







 


 


Professionalism 


Making a positive impression through skills, behaviours and appearance. 
 


 
Expected  


Our required behaviours 


 


 I am punctual, friendly and have a positive approach to 


work; 


 I take pride in my work and that of my team; 


 I treat everyone I meet with respect; 


 I always behave ethically; 


 I admit and learn from mistakes; 


 I am keen to learn and share with others; 


 I do my job well. 


 


 


Leadership 


These behaviours are required by employees looking 


to develop and those in supervisory positions 


 


 I promote continuous improvement in the workplace; 


 I lead by example, influencing positive behaviour in 
everyone; 


 I ensure that my team and I remain focused on objectives; 


 I always look for creative solutions to problems; 


 I seek opportunities for feedback on my performance; 


 I use my expertise to develop and coach my colleagues. 


 


When Professionalism is not demonstrated 


 You continually miss deadlines; 


 You dress or behave inappropriately; 


 You display a negative attitude towards colleagues and customers; 


 You blame others when things go wrong. 


 


 
 







 


 


Respect 


Treating others as you expect to be treated yourself. 
 


 
Expected  


Our required behaviours 


 


 I say thank you and acknowledge when a good job is done; 


 I say sorry if I have let someone down; 


 When someone speaks to me in confidence, I keep it to 


myself; 


 I treat peoples’ properties and possessions as I would my 


own; 


 I treat everybody equally;  


 I work within the policies, procedures and rules of the 


company. 


 


 


Leadership 


These behaviours are required by employees looking 


to develop and those in supervisory positions 


 


 I empower others to make decisions; 


 I give others autonomy to make mistakes and learn from 


them; 


 I value the input of others; 


 I am a role model for an inclusive leadership style; 


 I adapt my approach to people to ensure good working 


relationships; 


 I encourage and value diversity. 


 


When Respect is not demonstrated 


 You talk inappropriately about and to customers and colleagues; 


 You approach work with a negative attitude; 


 You disregard people’s property or possessions; 


 You make little or no effort to understand things from others’ points of view. 


 







 


 


Teamwork 


Working together by sharing information and supporting each other to achieve our goals. 
 


 


Expected  


Our required behaviours 


 


 I listen to others’ opinions and ideas and consider these in 
my work; 


 I act sensitively to the feelings and needs of others; 


 I take responsibility and deliver on my role within the team; 


 I share relevant information with others where needed; 


 I support colleagues when they are under pressure; 


 I am flexible in my attitude and approach to my work. 
 


 


Leadership 


These behaviours are required by employees looking 


to develop and those in supervisory positions 


 


 I consult with others outside of my team who may be 
affected by my decisions;  


 I welcome challenge and use it to improve services for 
customers; 


 I encourage and support others to learn and develop to 
continually improve in their role;  


 I motivate others by inspiring enthusiasm and willingness 
to get involved; 


 I lead by example. 


 


When Teamwork is not demonstrated 


 You don’t allow others to get involved or voice their opinions; 


 You don’t listen to others; 


 You are insensitive to the feelings of others; 


 You sit back and let others do all the work; 


 You keep things to yourself and work to your own agenda; 


 You don’t recognise when others need help. 


 







 


 


 


Where and how are the behaviours supported? 


Recruitment 


Applicants are interviewed and selected for cultural-fit as well as job-fit. 


Corporate awards 


Staff demonstrating outstanding behaviour and being an advocate for the values and culture of the organisation are recognised and 


awarded through our Star Awards ceremony during our annual staff conference. 


Performance management 


Staff are managed, supervised and appraised for their work performance (in terms of task delivery) and behaviours (for reviewing 


the approach taken to work). 


Learning and development 


Personal development planning takes place as part of the performance management processes and corporate learning materials 


and training is available to support staff to deliver the required behaviours. 


Policy and Procedures 


The behaviours are fully supported by the policies, processes and guidance designed to support the workforce and our managers. 


Well-being initiatives 


We recognise that an individual’s well-being can be affected by negative behaviour and we will ensure support is available and 


easy to access. 
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Foreword


Tai Tarian would like to take this opportunity to welcome you into your new role and wish you well in your career with us.


Getting started in a new job is often an overwhelming experience.  You want to be able to familiarise yourself with your job role, your colleagues and the organisation without being given too much information to take in on your first day.

The purpose of this document is to help you ease into the organisation and in your new role.  This document is here to help make the whole process as easy and manageable as possible.

1. Introduction to Tai Tarian

About Us


Tai Tarian is a not-for-profit social housing organisation based on the community housing mutual model.  We were set up specifically to take ownership and management of former Council Housing in Neath Port Talbot and invested £220 million from 2011 2017 into our properties in order to bring our tenants homes up to the Welsh Housing Quality Standard (WHQS).


Tai Tarian has charitable status and is a registered social landlord (RSL) (registered with and regulated by the Welsh Government).   As a community housing mutual, Tai Tarian is owned by its members who include the tenants of Tai Tarian.  As a not-for -profit organisation, all surpluses will be ploughed back into the organisation and will be spent on tenants' homes and the communities within the Neath Port Talbot Borough. 

Mission & Values 


Our Strategic Priorities

· Invest in our current homes and communities


· Develop our people


· Maximise our use of technology to deliver what matters to customers


· Build more homes and collaborate with other organisations


Our Values: 

Our values were created by staff and were chosen based on what was important in relation to how we behave and conduct ourselves in work: 

Teamwork, Honesty, Professionalism, Respect, Commitment

With the underpinning ethos: 

‘Making a Difference’

2. Staff Communication – What we do at Tai Tarian  


Tai Tarian invests a lot of time to ensure staff are kept abreast of all developments and initiatives that are going on within the company.  We use a variety of communication methods such as:-

· Fortnightly staff e-bulletin called “The Advisor” sent via email 

· CEX coffee mornings for new starters;

· Staff Intranet site;

· Team Meetings;


· Staff Conferences.


How can you help us?


· Read your e-bulletins and newsletters 

· Use the staff Intranet and website as an information source.


· Tell our Communications team (huw.davies@taitarian.co.uk) if you have any ideas on how to make staff communication more effective.


Good News


We always want to spread the good news of Tai Tarian and staff achievements and need staff to help us achieve this.

Let us know if you want to:

· Promote a new service

· Share personal achievements outside of work (sport/charity etc)


· Promote new opportunities to tenants or staff 

· Promote a key message


· Publicise an event or key project


· Tell an interesting tenant/staff story


· Just give us the facts, either via email, over the phone or by popping into see us and we will do the rest.


Get in Touch

All communication is to be sent via the Communications Team:

Rachel Gardiner-James, Communications Officer 


01639 505860


rachel.gardiner-james@taitarian.co.uk

Huw Davies, Communications Assistant 


01639 505855

huw.davies@taitarian.co.uk

Or call in to see them at Ty Gwyn.

3. Initial days at work programme

The purpose of the initial days at work programme is for you, as a new starter, to be informed of the basic, yet important, everyday actions that you will come across in your job role.  The following table is non compulsory checklist that you & your manager may want to go through together as you settle in to Tai Tarian.  If you need further specialist advice, you can contact the OD department.

		Initial few days



		AREA OF INDUCTION 

		Actioned

· 

		Notes



		1. INITIAL RECEPTION

Roles and responsibilities of you and your colleagues

		

		



		2. ADMINISTRATION 

Review  employee handbook

Review duties and responsibilities of the post  (discuss   and clarify Role Profile)


Lines of reporting and supervision


Hours of work (details of flexi-time arrangements if applicable)

Timekeeping and attendance

Overtime arrangements (if applicable)


Review pay details, pension, contractual details

Review special leave entitlement


Review annual leave entitlement and leave request procedure 

Review sickness reporting procedure (Maximising Attendance at Work Procedure)

Arrangements for I.D. card/smartcard 

Role of trade unions – see Employee Handbook

Complete Declaration of Interest form – on intranet

		

		



		3. IT

Computer login  set up – UAC number 

IPad set up (if applicable)

Permissions granted to appropriate software 


Basic IT functions (i.e. Shared  drives, Intranet)

Email – business and private usage (see handbook)

Use of internet –  business and private use (see Employee handbook)

Awareness of the Technology and Innovation Security Policy (on your desktop) 

Ensure DSE Assessment is completed (if applicable to role – See H&S forms on H&S page of intranet)

		

		



		4. OFFICE PROCEDURES

Introduction to work area


Use of telephone - private and business use (see handbook)

How to answer telephone,  transfer and hold calls


Telephone list for staff/ useful contacts


Postal procedure


Filing system / Documotive (if applicable)

Lone working procedure

Office security

		

		



		5. HEALTH & SAFETY

Departmental Health & Safety requirements explained (incl. relevant work activity risk assessments and understanding of control measures)

Notified of First Aider and Health & Safety representative


Lifting techniques explained (if applicable)


Safety equipment issued (copy of listed items sent to HR)


Accident reporting


PPE

Lone working procedure

Fire regulations:


Fire Alarm Testing 


Fire drill procedure explained 


Employee is aware of meeting point in an event of a fire 


Employee is aware of location of all fire exits

Ensure DSE Assessment is completed (if applicable to role – See H&S form on H&S page of intranet)

REFER TO HANDBOOK FOR MORE INFORMATION

		

		



		6. HEALTH & WELLBEING

Dress code (see Employee handbook);

Location of kitchens: Subsidised Tea & Coffee - £2.00 per month contribution from salary (Ty Gwyn staff only);

Honesty Tuck Shop;


No Smoking Policy;

Substance Misuse and Alcohol Guide (Zero Tolerance);

Location of toilets/welfare facilities;

Health & Wellbeing (Running Clubs/Yoga/Mental health First Aiders etc.); 

Employee Benefits, (Employee Discount Scheme, EAP etc.)

		

		



		7. TOUR OF:  Department and building.

		

		



		8. ANY QUESTIONS?



		

		





The following actions are to be carried out during your first month as you will be beginning to familiarise yourself with your job role and your area of work.

		DURING FIRST MONTH



		Area of Induction 

		Actioned 


· 

		Notes



		Structure: roles and responsibilities of other staff

		

		



		How to obtain equipment/stationary etc.

		

		



		Set up one to one meetings with manager/supervisor 

		

		



		Start of planned meetings with key colleagues and customers (identified by manager)

		

		



		Understanding your role within the organisation

		

		



		Arrangement of team meetings 

		

		



		Car: Travel expenses (Inc. check of licence, MOT, car insurance for business use if applicable)

		

		



		Geography of Tai Tarian  - offices / borough explained

		

		



		Identify any key goals and objectives (see Action Plan for Success)

		

		



		Priorities of the organisation as a whole explained (Strategic Priorities)

		

		



		Individual Learning Plan discussed 

		

		



		Behaviour Framework Reviewed 

		

		





6. Action Plan for Success

All new employees go through an Action Plan for Success, a process whereby the employee and their Manager describe and detail what support an employee needs to succeed in their new role. Related goals will then be set that the employee can achieve to evidence that they are able to deliver what is required in the role.


On Induction, please discuss your upcoming Action Plan for Success with your Line Manager so you and your Manager can start to prepare for the process. 

1 | Page

Getting started pack v5 May 2018




image7.emf
EV5 - Tai Tarian  HANDBOOK - for employees employed after 01.04.16 (March 2020) vs 10.pdf


EV5 - Tai Tarian HANDBOOK - for employees employed after 01.04.16 (March 2020) vs 10.pdf


 


 
 


 
 
 
 
 
 
 
 
 
 


Employee Handbook 


(for employees employed after 01/04/2016) 


 
 
 
 
 
 
 
 
 
 
 
 


VERSION 9 – March 2019 







2 


 


CONTENTS 


1.    INTRODUCTION           5 


2. EQUAL OPPORTUNITIES         7 


 a. About Tai Tarian         


 b. Your Induction / Getting Started Pack      


 c. Your contract of employment        


 d. Action Plan for Success and MADD       


 e. Hours of work          


 f. Employee code of conduct        


 g. Standards of performance and behaviour at work    


  i) Appearance         


  ii) Company premises        


iii) Personal property        


iv) Telephones and correspondence      


v) Confidentiality         


vi) Computer, email and Internet use      


vii) Receipt of gifts (Code of Conduct)      


viii) Bribery /Corrupt behaviour (Code of Conduct)    


h. Data Protection and access to information     


i. Changes in personal information for employment purposes  


j. Equality and Diversity at Work       


  


4. FINANCE AND PAY          15 


 a. Salary Arrangements         


 b. Overtime           


 c. Income Tax          


 d. Business Travel           


 e. Sickness Pay Provision        


  i) Statutory Sick Pay       
  ii) Occupational Sick Pay 


 f. Other / Premium Payments        


  i) Pay and Grading System      


  ii) Allowances         


 g. Pension Scheme          


  







3 


 


5. FLEXIBLE WORKING AND LEAVE        20 


 a. Flexible Working          


 b. Annual Leave          


 c. Maternity Leave           


 d Paternity Leave, Pay and Policy       


 d. Maternity Support Leave        


 e Special Leave          


   


6. HEALTH & SAFETY          27 


 a. Introduction          


 b. Procedure in the event of an accident      


 c. First Aid           


 d. Fire Safety           


 e. Personal Safety          


 f. Personal Protective Equipment       


 


7. HEALTH & WELLBEING         30 


 a. Maximising Attendance at Work Procedures     


  i)  Sickness Absence Reporting       


  ii) Smoking          


  iii) Alcohol and Substance Misuse      


  iv) Muscular Skeletal Injuries       


  v) Mental Health         


  vi) General Health Support       


 b. Employee Benefits         


  i)  Salary Sacrifice Schemes 


  ii) Discounted Schemes 


  iii) Tai Tarian Funded Schemes 


  iv) Other Flexible Benefits 


 


8. LEARNING AND DEVELOPMENT       33 


 a. Learning and Development Policy       


 b. Personal Development Review       


 c. Employee Training         


 


 


 


 







4 


 


 


9. PARTNERSHIP WORKING         35 


a. Trade Union Membership       


b. Employee Relations Procedures      


 


8. LEAVING TAI TARIAN         37 


 a. Notice Periods         


 c. Conditions on Leaving         


      


10. APPENDIX 1  


 Confirmation of Receipt of Handbook        







5 


 


1. INTRODUCTION 


 
i) Welcome to TAI TARIAN 


 
I am delighted that you have taken an interest in taking up a career with us at Tai 
Tarian Ltd.  Our employees have been selected on the basis of their qualifications, 
experience and potential to make a significant contribution to our continued success. 
 


We are working diligently in creating a reputation for 
providing high quality social housing to our local 
communities. 
 
As a dynamic and fast evolving organisation, 
employment with Tai Tarian offers a secure working 
environment with good employment conditions and 
career opportunities. 
Our aim in producing this Handbook is to create a one-
stop information point where you would be able to 
access all the information you are likely to need in 
relation to your employment with us. The Handbook and 
corresponding policy and procedural documents form 
part of your contract of employment with Tai Tarian. 
 
The handbook gives an overview of the terms and 
conditions of your employment and outlines what you 
can expect from us as your employer. In return, we ask 
you for a high degree of commitment, dedication and 
loyalty to help us achieve the aims and objectives of the 
Company. 
 


I hope you find this a useful guide during your employment with us. However, if you 
are unable to find the answer to your question here, please feel free to contact your 
line manager in the first instance who will certainly be able to find an answer for you. 
 
May I wish you a long and happy career with Tai Tarian! 
 


 
 
Chief Executive 
Tai Tarian Ltd 
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ii) Our Services  
 Tai Tarian has four Directorates which operate the following services:-  
 
 Chief Executive 


 Change Management 


 Organisational Development, including Communications, Human 
Resources, Learning & Development 


 Technology & Information  
 
 Assets  


 Including Day to Day, Voids, Customer Services & Property Administration 
(Call Centre), Satellite offices (based in Neath, Port Talbot and Pontardawe 
town centres), Property & Contract Works, Neighbourhood Support, PVC 
Fabrication, WHQS Improvements and Regeneration.  


 
  Finance  


 Finance Services, including Finance & Accountancy Services, Payroll and 
Procurement;  


 
 Housing and Corporate Services 


 Including Tenancy Relations, Income, Lettings, Specialist Services & Policy 
Development  


 Corporate Services, including Internal Audit, Corporate Services & 
Business Planning 
 


 


iii) Our Vision, Mission & Values 


 
Our vision is to continue to make a difference and all our 
future work must meet this expectation. 
 
Our mission is great homes, great communities and we 
are committed to ensuring that our customers have homes 
where they can thrive, in communities they can feel proud 
of. 
 
We believe that how we work with our customers and 
stakeholders is integral to what we do. As such, our values 


underpin the work we carry out and as staff we are committed to continuing to 
upholding them. 
 
Teamwork, commitment, honesty, respect and professionalism run through 
everything we do, helping our customers see and staff ensure that we are an ethical, 
responsible and accountable business. 
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2    THE BASICS 


a.  About Tai Tarian  


Established in March 2011 with a workforce of around 500 staff, Tai Tarian (formerly 
NPT Homes) is a not-for-profit organisation based on the community housing mutual 
model. We have been set up specifically to take ownership and management of 
Council housing in Neath Port Talbot and will have invested £220 million by 2017 in 
bringing properties up to the Welsh Housing Quality Standard (WHQS). 
 


Tai Tarian has charitable status and is a registered social landlord (RSL) (registered 
with and regulated by the Welsh Government). As a community housing mutual, Tai 
Tarian is owned by its members who include the tenants of Tai Tarian.   As a not for 
profit organisation, all surpluses will be ploughed back into the organisation and will 
be spent on tenants’ homes and the communities within Neath Port Talbot Borough.  


Tai Tarian communicates with its employees in a variety of means.  It is important 
you know in your area where you can access information to stay abreast of any 
information and developments.  Staff communication methods include:- 
 


 “Open Door” Policy; 


 Corporate Induction Events ; 


 Team Briefings; 


 Staff Bulletins, including e-bulletins if you use a PC for work; 


 Pay Slip Bulletins and key messages by text if you are remote workers; 


 Chief Executive briefings and events; 


 Company Intranet / TV screens in rest areas; 


 Annual Staff Conference. 


b. Your Induction / Getting Started 


Tai Tarian believes its employees are its greatest asset and recognises its 
responsibility to ensure they are afforded appropriate development throughout their 
employment.  This journey begins at the Recruitment and Selection stage. 
  
Our aim is to support and develop employees in their role, so that they feel confident 
to undertake the responsibilities placed upon them and ultimately are able to 
contribute to the success of the organisation. 
 
The content and duration of the induction programme will be dependent on the 
scope and complexity of your job and your line manager will outline this in detail to 
you.  
 
You will receive a ‘Getting Started Pack’ during your induction. This workbook is for 
you to complete as appropriate to ensure you have a full understanding of rules, 
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policies, procedures and practices within your section and to identify what training 
needs you require and how to arrange them. 
 
You will also be required to attend a formal induction meeting organised by the 
Organisational Development Department. 
 
c. Contract of Employment 
As an employee of Tai Tarian, you will have received a document setting out specific 
terms and conditions of service as they relate to your post. This includes details of: 
 


 the names of the employer and the employee; 


 the date when employment (and the period of continuous employment) began; 


 your salary and the intervals at which it is to be paid; 


 hours of work; holiday entitlement; entitlement to sick leave and sick pay; 


 pensions and pension schemes; 


 the entitlement of employer and employee to notice of termination; 


 job title;  


 where it is not permanent, the period for which the employment is expected to 
continue or, if it is for a fixed term, the date when it is to end; 


 either the place of work or, if required to work in more than one location, an 
indication of this and of the employer's address; and 


 details of the existence of any relevant collective agreements which directly 
affect the terms and conditions of your employment.  


 
Further detailed policies and procedures which may not be mentioned as part of this 
document but which still form part of your conditions of employment with us can be 
accessed through your line manager and the intranet. This handbook summarises 
the main terms of your employment. 
 
Tai Tarian reserves the right to change its terms and conditions and employment 
policies from time to time. You will be notified at the earliest opportunity of these 
changes by way of general notice to all employees affected by the change. Where a 
contractual change in your terms and conditions of employment results in a change 
to your written statement of particulars of employment, we will give you a written 
statement of the change at the earliest opportunity.    
 
These changes are negotiated and agreed jointly with Management and Trade 
Unions although legislative requirements will take precedent to terms currently 
written down.  You can access all the full policies and procedures referred to in this 
handbook from your manager, intranet or the HR section, as stipulated above. 
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d. Action Plan For Success and MADD 


All new employees or employees who are promoted to a new post will go through an 
Action Plan for Success, a process whereby the employee and their Manager 
describe and detail what support an employee needs to succeed in their new role. 
Related goals will then be set that the employee can achieve to evidence that they 
are able to deliver what is required in the role. 


Although the majority of employees will complete their Action Plan for Success in the 
designated time frame, if an employee does not do this an extension may be 
granted to enable the required goals or standards to be achieved.  


Following competition of your Action Plan for Success, an annual performance 
management process (MADD – Making a difference dialogue) will be carried out 
between you and your line manager. This process is designed to help you achieve 
your highest level of performance, ensure you receive feedback on your behaviours 
in line with the Tai Tarian behavioural framework and to also highlight any 
developmental needs. 


e. Hours of Work 


Your normal hours and working pattern will be specified in the paperwork you will 
have received confirming your appointment.  The standard full-time contracted hours 
for all posts within the organisation are 37 hours per week, Monday to Friday.  A 
daily unpaid lunch break of a minimum of 30 minutes must be taken if you work 
more than six hours daily.   Normal lunch break must be taken between the hours of 
11.30am and 2.00pm. 
 
The main working patterns for different occupations are as follows:- 
Occupation Mon – Thurs Friday Fixed / Flexi / Rota 


Trade Staff 08.00 – 16.00 08.00 – 15.30 Fixed 


Office Based 08.45 – 17.00 08.45 – 16.30 Flexi 


Rangers 08.00 – 22.00 08.00 – 22.30 Rota/Flexi 


Neighbourhood 07.30 – 15.30 07.30 - 15.00 Fixed 


Contact Centre        08.00 – 18.00 08.00 – 18.00 Rota / Flexi 


 
Tai Tarian reserves the right to vary your hours and pattern of working, following 
consultation and agreement with you in order to meet the needs of the service.   
 
The core hours where service must be covered are 10.00am-11.30am and 2.00pm–
3.00pm; however the service must be covered outside of these times.  Any 
requests for flexi leave require prior approval from your manager in accordance with 
the policy.   
  
Persistent poor timekeeping means that colleagues are put under pressure to cover 
your duties. This is not acceptable and will be treated as misconduct under our 
disciplinary procedures. 
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f) Employee Code of Conduct 


The public is entitled to expect the highest standards of conduct from all employees 
at Tai Tarian.   In performing your duties, you must act with integrity, honesty, 
impartiality and objectivity.   
 
You should not, directly or indirectly, engage in, or have any interest, financial or 
otherwise, in any other business enterprise which interferes or is likely to interfere 
with your independent exercise of judgement in Tai Tarian’ best interests. 
 
Generally a conflict of interests exists when an employee is involved in an activity: 
 


 which provides products or services directly to, or purchase products or services 
from Tai Tarian; 


 which subjects the employee to unreasonable time demands that prevent the 
employee form devoting proper attention to his or her responsibilities to Tai 
Tarian; 


 which is so operated that the employee’s involvement with the outside business 
activity will reflect adversely on Tai Tarian; 


 that crosses professional boundaries. 
 
Should you be in doubt as to whether an activity involves a conflict of interest or 
crosses professional boundaries, you should discuss the situation with your 
manager. 
 


g) Standards of Performance and Behaviour at Work 


 


i) Appearance 
 You are expected to dress appropriately at all times in relation to your role and 
to ensure that your personal hygiene and grooming are properly attended to 
prior to presenting yourself at work.  
 
If we have supplied you with a uniform, then you must wear this at all times 
when required to do so. It is your responsibility to ensure that this is clean and 
presentable.  If you are supplied with a uniform you are entitled to tax relief for 
the laundering of your uniform (contact Payroll for further information). 
 
If you have any queries about what is appropriate, these should be directed to 
your line manager or the intranet. 
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ii) Company Premises 
You will be issued with an “ID” or ‘SMART’ card which will give you access to 
the building and ICT systems as appropriate. This remains the property of Tai 
Tarian.   Any damage or loss of card must be reported immediately to your line 
manager. You may also be liable for payment for a replacement card. 
 
You must not bring any unauthorised person on to Tai Tarian’ property without 
prior agreement from your line manager, unless you are authorised to do so as 
part of your job. In these circumstances, you are responsible for ensuring that 
your visitors are appropriately monitored during their stay and that they do not 
access areas or company property inappropriately. 


 
iii)  Personal Property 


Any personal property such as jewellery, cash, credit cards, clothes, cars, 
motorbikes or bicycles etc., left on Tai Tarian’ premises is done so entirely at 
your own risk. You are strongly advised not to leave any valuables 
unattended, either on our premises or in your own vehicle.  Tai Tarian does 
not accept liability for loss or damage to any personal property whatsoever. 


 
iv)  Telephones and Correspondence 


Company telephone / mobile phone or postal facilities must not be used for 
private purposes without prior permission from your line manager. If, for any 
reason, personal use is made of these items then arrangements must be 
made to pay the cost price of all services used. Abuse of these facilities will 
be considered as a disciplinary matter. 
 


v)    Confidentiality 
It is a condition of your employment that you have a duty of confidentiality 
with regards to Tai Tarian.  During the course of your employment, you may 
find yourself in possession of sensitive information, the disclosure of which 
could be construed as a breach of confidentiality.   
 
It is a condition of your employment that you have a duty of confidentiality to 
the Company and you must not discuss any Company sensitive or 
confidential matter whatsoever with any outside organisation, including the 
media. 
 


Any such breach of confidentiality would be deemed as gross misconduct 
except as otherwise provided or as permitted by any current legislation (e.g. 
the UK Public Interest Disclosure Act 1998) and could lead to your dismissal. 
 







12 


 


 


vi)  Computer, email and Internet use 
If you have access to the Company’s computers including email and access 
to the internet as part of your job, you must not abuse this by using these 
facilities for purposes unrelated to Company business.  
 


Limited personal use of the internet is permitted during your formal 
breaks. All internet use is monitored and accessing pornographic or 
other unsuitable material, including auction or certain social 
networking sites is strictly prohibited and would be considered a 
serious disciplinary offence which may result in dismissal.  


 
Only software packages properly authorised and installed by the Company 
may be used on Company equipment, you must therefore not load any 
unauthorised software onto Company computers. 
 
If you have a Company email address, this is provided for responsible use on 
Company business and should not be used in any other way whatsoever.  
 
All staff must make themselves familiar with the Company’s Internet and 
Email Policy which is available on your desktop. 


 


vii) Receipt of Gifts 
Your working relationships may bring you into contact 
with outside organisations where it is normal business 
practice or social convention to offer hospitality and 
sometimes gifts.   
 
Offers of this kind to you or your family can place you in a difficult position.   
 
Therefore, no employee or any member of his or her immediate family should 
accept from a supplier, customer or other person doing business with Tai 
Tarian, payments of money under any circumstances, or special 
considerations, such as discounts or gifts of materials, equipment, services, 
facilities or anything else of value unless: 
 


 They are in each instance of a very minor nature usually associated with 
accepted business practice; 


 They do not improperly interfere with your independence of judgement or 
action in the performance of your employment. 
 


In every circumstance where a gift is offered, the gift be declared to Corporate 
Services.  You will be advised whether you can accept such a gift or not. 
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viii) Bribery and other Corrupt Behaviour 
The Company has a strict anti-bribery and corruption policy in line with the 
Bribery Act (2010), which is contained within the Employee Code of Conduct 
and Anti-Fraud, Corruption, Bribery and Malpractice Policy. A bribe is defined 
as ‘giving someone a financial or other advantage to encourage that person to 
perform their functions or activities improperly or to reward that person for 
having already done so’.  
 
If you bribe (or attempt to bribe) another person, intending either to obtain or 
retain business for the company, or to obtain or retain an advantage in the 
conduct of the Company's business this will be considered gross misconduct.  
 
Similarly accepting or allowing another person to accept a bribe will be 
considered gross misconduct. In these circumstances, you will be subject to 
formal investigation under the Company’s disciplinary procedures and 
disciplinary action up to and including dismissal may be applied. 


h)     Data Protection and Access to Information 


Tai Tarian will comply with all statutory requirements of the General Data 
Protection Regulations (GDPR). The General Data Protection Regulations 
protects individual’s rights concerning information about them and its principles 
regarding data processing are as follows: 


 
Principle 1 - Lawful, fair and transparent  


 Personal data collected must be fair; have a legal basis and we must be open 
and transparent as to how we will use it.  
 
Principle 2 - Purpose limited 


 Personal data collected must be for specified, explicit and legitimate purposes 
and not further processed in a manner that is incompatible with those 
purposes.  
 
Principle 3 - Data minimisation 


 Any personal data collected must be adequate, relevant and limited to what is 
necessary in relation to the purposes for which they are processed. 
 
Principle 4 - Accurate  


 The personal data we process must be accurate and, where necessary, kept 
up to date. 
 
Principle 5 - Retention 


 Any personal data is kept in a form which permits identification of an individual 
for no longer than is necessary for the purposes for which the data is 
processed. 
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Principle 6 - Integrity and confidentiality 


 Personal data is processed in a manner that ensures appropriate security, 
including protection against unauthorised or unlawful processing and against 
accidental loss, destruction or damage, using appropriate technical or 
organisational measures. 
 


 Employees can request access to the information held on them by the 
Company. All requests by employees to gain access to their personal records 
should be made in writing.  


.   
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i) Changes in personal information or circumstances 
It is important that our records are correct.  Inaccurate or out of date information 
may affect your salary, pension or more importantly cause difficulties in 
situations where contact is required for emergencies.   
 
You must notify your line manager and HR immediately of all changes in the 
following personal information:  
 


 Name, home address and telephone number; 


 Bank account details; 


 Examinations passed/qualifications gained; 


 Emergency contact details ; 


 Driving licence penalties (if you are required to drive on company business); 


 Criminal charge, caution or conviction; 


 Conflict or potential conflict of interest; 


 Undertaking additional or secondary employment; 


 Any relationships with employees, tenants, consultants to comply with 
Schedule 1 of the Housing Act. 


 
j) Valuing Diversity and Dignity at Work 


 Tai Tarian is committed to valuing diversity and the dignity of its employees by 
providing all staff with the opportunity for employment, career and personal 
 development on the basis of ability, qualifications and suitability for the work 
as well as their potential to be developed in the job. 


 
We believe that people from different backgrounds can bring fresh 
ideas, thinking and approaches which make the way work is 
undertaken more effective and efficient.  Tai Tarian will not 
tolerate direct or indirect discrimination or harassment whether in 


the field of recruitment, terms and  conditions of employment, career 
progression, training, transfer or dismissal, against any person with a 
protected characteristic as described in the Equality Act  2010.   
 
A protected characteristic is age, disability, gender / gender reassignment, 
marital status / civil partnership, pregnancy / maternity, race, religion or belief, 
sex, or sexual orientation.  
 
It is the responsibility of all staff in their daily actions, decisions and behaviour 
to comply with all relevant legislation and to ensure that they do not 
discriminate against colleagues, customers, suppliers or any other person 
associated with Tai Tarian. 
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3. FINANCE AND PAY  
 
a.  Salary Arrangements  


Your salary will be paid monthly on the 28th of each month by direct credit 
transfer to your designated bank account.  
 
Your basic pay was outlined in your letter of appointment / statement of terms 
and conditions. Any subsequent amendments to your basic pay will be notified to 
you in writing.  Part-time employees will be paid on a pro rata basis based on the 
hours they work. In all other aspects, their salaries will be paid in accordance 
with the pay arrangements for full-time employees. 
 
If any queries arise with regard to pay, or if it looks as if a mistake has been 
made, speak to the Payroll Manager immediately so appropriate action can be 
taken. Unless agreed otherwise, any pay errors, whether of over or 
underpayment, will be rectified in the next salary payment.  
 
Appropriate deductions will be made from pay including Income Tax and 
National Insurance Contributions (NICs), which are subject to each employee's 
earning level and the number of hours worked. 
 


b. Overtime 
Overtime is defined as all hours worked in excess of full time contracted hours 
(37), which has the prior explicit approval of your manager.  Overtime is payable 
to posts which have been specifically designated as qualifying for overtime 
payment.   
 
For periods worked between Monday and Sunday inclusively, overtime is 
payable where overtime is requested by the manager, paid at time and a half.  
Any overtime worked on a voluntarily basis will be paid at single time. 
 


c. Income Tax  
If there are any changes in your personal circumstances which will affect your 
tax status, you should notify the Inland Revenue, who will automatically inform 
the Company of any changes to your tax code.  
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d. Business Travel  
You will be reimbursed for any expenditure necessarily incurred in order to do 
your job when working away from your normal place of work. Public Transport 
and accommodation costs will be reimbursed at actual cost – appropriate 
receipts must accompany all claims.  
 
Mileage rates when travelling by your own private transport are as per agreed 
rates in the Travel Policy.   If you use your own vehicle for work purposes, 
you must ensure you are suitable insured for business use for you to be able 
to claim expenses. 
 
If you are provided with a company vehicle you are not permitted to use the 
vehicle for personal use, other than commuting, unless authorised to do so.   
You are not permitted to carry passengers in a company vehicle without 
permission.  
 
Refer to the company drivers’ handbook for further rules around driving a 
company vehicle.  If you claim mileage for business use, you must provide 
annually a copy of your driver’s licence, insurance and MOT certificate (where 
applicable). 
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e. Sickness Pay Provision 
 


i) Statutory Sick Pay (SSP)   
 Most employees have a right to statutory sick pay (SSP) as long as they 


earn more than the lower earnings level.  SSP is not, however, payable for 
the first three qualifying days of absence (a qualifying day is a day on which 
you are normally expected to work under your contract of employment).  


 
 There is a limit of 28 weeks SSP in any one period of sickness or linked 


periods. SSP is paid in the same way as ordinary pay and is liable to Tax 
and National Insurance contributions.  


 
ii)    Occupational Sick Pay   


 The amount of sick pay you receive will depend on your length of your service 
 with Tai Tarian. This was outlined in your statement of employment document. 


  


When assessing an employee's eligibility for sick pay, the amount of time they 
have had off over the previous 12 months (rolling 12 months) will be taken into 
account.  


 


Tai Tarian reserves the right to refuse to pay sick pay if: 


 it has reasonable cause to think that an employee is not genuinely sick; 


 if it has cause to believe that an employee is abusing the sick pay 
scheme;  


 if an employee has failed to comply with the notification requirements, or 
has not supplied the appropriate certification. 
 


If the sick pay scheme has been abused, disciplinary action may follow. 
  


Payments of sick pay may be terminated, suspended or reduced if: 


 an employee fails to notify the Company of relevant facts; 


 if their absence or continued absence is due to their taking an unwarranted 
risk (in or out of work); 


  conducting themselves in a way that prejudices their recovery; 


  or recklessly endangering the health and safety at 
work of themselves and others. 


 


f. Other / Premium Payments 
 
i) Pay & Grading System   


Your salary will be detailed in your statement of employment document.  Your 
salary review will normally reflect any collective pay award agreed with 
workplace trade unions. 
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ii)      Allowances 
Some posts attract additional allowances.  Please discuss entitlement and 
details of payment with your line manager.  Allowances are reviewed jointly 
and are subject to change. 


 


 Standby & Callout Duty will be paid for formal arrangements.   


 First Aid Payment /Harassment Support Officer Payment will be paid 
to designated officers of Tai Tarian. 


 Market Pay Supplement recognises that some employees may 
possess a specific skill or experience which is critical to the organisation 
and is in short supply, however, the grade for the post may reflect the 
wider labour market. 
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g.  Pension Scheme 
 


Providing you meet the eligibility criteria for automatic enrolment, you will be 
enrolled into the Tai Tarian Pension Plan after three months’ service. For full 
details of the scheme please contact the Payroll Department. Contributions will 
be paid through salary sacrifice unless you tell us otherwise. 


  
  5. FLEXIBLE WORK AND LEAVE ARRANGEMENTS 


a) Flexible Working 


Tai Tarian has many family friendly policies to assist staff to balance their work and 
home life and is therefore willing to consider requests from staff to vary their working 
hours or work pattern.  You will need to check with you manager for eligibility, 
however, examples of flexible working to help maintain a work life balance include: 
 


 Flexible Working Scheme 
If applicable to your role, the flexible working scheme allows flexibility for start 
and finish times. The maximum number of hours that may be carried forward 
from one settlement period to the next are:  


 
  Credit 1 day (pro rata for part-time employees) 
  Debit 1 day  (pro rata for part-time employees) 
  


Nobody will be allowed to carry over a debit balance larger than the permitted 
maximum.  
 
For more information about your flexi scheme please speak to your Manager or 
review you flexi spreadsheet. 


 


 Compressed hours, (i.e. Working 37 hours in 4 days/9 day fortnight) 


 Reduced Hours, Job Share 


 Career Break 
 
Such requests will be considered taking into account the impact on the 
service, work colleagues and any other relevant factors. Should you wish to 
discuss flexible working, you should speak to your line manager in the first 
instance.   Flexible working is operated on the basis of trust and goodwill in 
relation to ensuring the service has adequate cover. 
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b) Annual Leave 
Taking holidays is not just about going away.  Annual leave is also used to assist 
with managing commitments at home (such as childcare). 
 
Holidays must be agreed with your manager before you take it. Your manager, 
where possible, will try to accommodate individual preferences for holiday dates but 
the needs of the business may have to take precedence, particularly where short or 
unreasonable notice is given.  
 


 Your holiday year runs from the 1st of the month following your birthday; 


 The accrual of annual leave is from your first day of employment; 


 If annual leave entitlement has been exceeded on termination, this will be 
deducted from the final salary payment; 


 Annual leave accrued and not taken will be paid only on termination; 


 You must take at least 28 days leave (including bank holidays) each year. This 
is a statutory requirement;   


 You can carry over a maximum of 5 days over to the next year. 
 


Tai Tarian recognises the 8 statutory Bank Holidays in addition to basic annual leave 
entitlement. 
 


 All annual leave is calculated in proportion to your working hours;    


 Employees are entitled to 25 days annual leave 


 The 8 Public Holidays are recognised as : 
 


New Years Day  
Good Friday and Easter Monday  
May Day  
Spring Bank Holiday  
August Bank Holiday 
Christmas Day and Boxing Day 


 
 
When you commence or leave employment, your holiday entitlement in that year will 
be calculated on a pro-rata basis. We may require you to take up to 3 days annual 
leave over the Christmas period. This will be notified in advance each year. 
 
 
 







22 


 


Calculating leave for employees who do no work a standard working week (i.e. 
Monday – Friday, 7.24 hours per day). 
 
Part Time or Employees who do not work a standard week (i.e. compressed 
hours/reduced hours) will need to record their leave in hours rather than days. 
 


Annual leave and Public holidays are accrued on a pro-rata basis of contracted 


hours compared to that of a full time employee, i.e. if an employee worked 30 hours 


they would receive an hourly annual leave and public holiday entitlement together 


which equates to a % of the full time equivalent.   


 


The entitlement for part time employees will be given as a pro-rata entitlement of 


annual leave and public holidays together. Part-time employees must ensure they 


allocate the correct amount of leave to the public holidays at the start of the new 


leave year.  


 


It is essential that you understand how leave is calculated and keep accurate 
records to avoid any over or under entitlement of leave. 
 
For any queries relating to leave entitlement, please contact the HR Section on 
hr@taitarian.co.uk or 01639 505853. 
 
 



mailto:hr@taitarian.co.uk
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c) Maternity Leave and Pay Policy 


Pregnant employees will be entitled to take 26 weeks Ordinary Maternity Leave 
(OML) and 26 weeks Additional Maternity Leave (AML) irrespective of their length of 
service or the number of hours worked each week. 
  
You may not return to work during the two weeks immediately following the birth of 
your child.  You are free to choose when you would like your maternity leave to start, 
however, the earliest you can chose to start your maternity leave is during the 11th 
week before the expected week of your child’s birth. 
  
In certain circumstances, your maternity leave may start automatically earlier than 
the date you chose as the start date for your maternity leave.  This applies where 
you are absent from work wholly or partly because of pregnancy at any time during 
the four weeks before the expected week of childbirth, or if you give birth early. 
 
If you have at least 26 weeks service by the end of the 15th week before your child is 
expected to be born, you may be entitled to Statutory Maternity Pay (SMP), provided 
your average weekly earnings are at or above the Lower Earnings Limit for National 
Insurance. 
  
SMP is payable for 39 weeks.  For the first six weeks, SMP will be paid at 90% of 
your average weekly earnings.  For the remaining 33 weeks, SMP will be paid at the 
standard rate which is prescribed by regulations and is adjusted from time to time.   
 
If you have reached 2 years’ service at your EWC, you will receive your SMP plus 
12 weeks half pay, repayable if you do not return to work for at least 12 weeks. 
 
During OML, you will continue to receive your contractual benefits and your normal 
terms and conditions will continue to apply, except for those terms relating to wages 
and salary.  You will continue to accrue holiday (but holiday must be taken in the 
year it is earned).  
   
Once an employee informs their manager of their pregnancy, a risk assessment will 
be carried out to assess any risks during the pregnancy in relation to the role 
undertaken by the employee. If you have concerns about your own health and safety 
at any time you should consult your line manager immediately.     
 
If you decide not to return to work after maternity leave, you should confirm this in 
writing and give the notice required by your contract of employment.  On your return 
from maternity leave, your line manager will arrange a meeting with you to discuss 
any changes which have taken place during your absence.   
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d) Paternity Leave and Pay 


Statutory Paternity Leave is a maximum of two weeks leave, following the birth of a 
child, taken in order to support the mother or care for the new child.  It can be taken 
as a single week or two consecutive weeks. It cannot be taken as odd days or as 
two separate weeks.  
  
Statutory Paternity Leave must be taken within 56 days of the birth.  If the baby is 
born earlier than expected, it must be taken within 56 days from the date the baby 
was due. 
  
To qualify, you must have worked for the Company for at least 26 weeks by the end 
of the 15th week before the expected birth week.   
 
Statutory Paternity Pay is paid at a fixed rate per week (determined by legislation) or 
90% of average earnings if that is less.  It is paid less Tax and National Insurance 
contributions in the normal way. 
 
During Statutory Paternity Leave, you are entitled to all of your normal contractual 
terms and conditions as if you were not absent, apart from basic wages and salary.  
You have the right to return to exactly the same job, on the same terms and 
conditions after Statutory Paternity Leave. 
 
Paternity leave and pay are also available for the adoption of a child. 
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e) Maternity Support Leave 
Maternity support leave of up to 5 working days with pay shall be granted to the 
child’s father or the partner or nominated carer of an expectant mother at or 
around the time of the birth.  
 
All employees are entitled to maternity support leave regardless of their length 
of service.  A nominated carer is the primary person nominated by the mother to 
assist in the care of the child and to provide support to the mother at or around 
the time of the birth.  
 
Employees who anticipate exercising this provision should keep their manager 
informed of their intentions and, in any event, submit the proposed leave dates 
at least 5 days before the expected birth date. It is appreciated that these dates 
may need to vary depending on actual circumstances.  
 


 Where the employee has an entitlement to both Statutory Paternity Pay/Leave 
and Maternity Support Leave and wishes to claim more than one weeks leave; 
the first week will be treated as Maternity Support Leave and the second week 
will be treated as Statutory Paternity Leave. 


 
 


 


 
 
 


Parallel arrangements are available for adoption. 
 
 


f) Special Leave   


i) Parental Leave 


An employee who has or expects to have responsibility for a child is entitled to 
take Parental Leave to care for that child.  This includes the child’s registered 
father or anyone else who has or expects to have formal parental 
responsibility for the child.   


 
To be eligible to take Parental Leave, an employee must have been employed 
by the Company for at least one year. Parental Leave consists of 13 weeks 
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unpaid leave or 18 weeks unpaid leave if the child is disabled.  Up to four 
weeks Parental Leave can be taken in respect of each child, each year, in 
blocks of one week or more.   


 
Employees cannot take the leave in blocks of less than one week, unless the 
child is disabled. You must give your line manager at least 21 days notice of 
your intention to take Parental Leave. 


ii) Time Off For Dependants / Domestic Leave 


You are legally entitled to take a reasonable amount of time off to deal with 
certain prescribed emergencies involving certain dependants. This leave is 
called ‘time off for dependants’.  ‘Time off for dependants’ can be taken, for 
example, if a dependant falls ill or is injured, if care arrangements break down, 
or to arrange or attend a dependant's funeral.   


 
A dependant is your child (including adopted child), husband, wife or parent. It 
also includes someone who lives in your household and someone who 
reasonably relies on you, such as an elderly relative. Any time taken off must 
be necessary and reasonable in the particular circumstances. ‘Time off for 
dependants’ is not paid. 


 


iii) Medical 


 Reasonable time off allowed for medical treatment (not including travel); 


 Up to an hour granted for Doctor and Dentist Appointments; 


 Reasonable time off granted for blood donation. 
 
ii) Other 


 One day special leave paid is granted for parents of children on their first 
day at school (reception year/academic year they turn 5). 


 
For full details on these and other special leave arrangements, 


please refer to the Special Leave Scheme. 
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6. HEALTH AND SAFETY 


a. Introduction 


Tai Tarian recognises and accepts its responsibility as an employer to maintain, so 
far as is reasonably practicable, the safety and health of its employees and of other 
persons who may affected by its activities. 
 
It is your duty as an employee not to put at risk, yourself or others, by your acts or 
omissions. You should also ensure that you are familiar with the Company Health 
and Safety Policy and Procedure arrangements. (Policy Statement Below) 
   


 
 
Should you feel concern over any health and safety aspects of your work, this 
should be brought to the attention of your line manager immediately.  Alternatively 
you can inform the Health and Safety Dept. 
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b) Procedure in the event of an accident 
Any accident or near miss occurrence (i.e. no one was injured but the incident had 
the potential to injure or kill) at work must be reported immediately to your line 
manager. An Accident or Incident Report form must be completed with your line 
manager. It is the responsibility of each individual employee to report and record any 
accident or incident involving personal injury. 
 
All employees who are absent from work following an accident must complete a self-
certification form, which clearly states the nature and cause of the injury. 
 
For any employee who suffers an injury at work which results in them being away 
from work, or unable to do their normal work, for Seven days or more (including 
weekends, rest days or holidays) the Health and Safety Executive will be informed. 
 
The Health and Safety Officer can advise you in these circumstances. 
 
c) First Aid  
Details of “Designated First Aiders” will be displayed on your local notice board, from 
your line manager or the Intranet and you should familiarise yourself with names and 
contact details. 
 
 
d) Fire Safety 
 
Fire safety will be explained to you in your initial induction.  
 
 
Action to take when the fire alarm goes off: 
 


 Immediately stop what you are doing and walk (do not run) to the nearest 
available safe fire exit. If your nearest exit/route is obstructed, choose another 
route.  Make sure that you are aware of the fire exits and routes in your area; 


 Follow the instructions of your designated Fire Warden; 
 Direction signs should indicate the route to your fire exit;  
 Do not use a lift to leave the building - always use designated stairs; 
 Make your way to the appropriate assembly point; 
 Once you are at the assembly point you should report to the Fire Warden, so 


that they can account for the people in their designated area; 
 Do not leave the designated assembly point, or attempt to re-enter the 


building, until you have been instructed to do so by the Fire Warden. 
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Action to take if you discover a fire: 
 


 RAISE THE ALARM! This can be achieved by pressing the glass on the call 
points or by shouting the instruction “Fire – call the fire brigade”; 


 Raise the alarm even if your building is fitted with an automatic fire alarm 
system, which has not yet activated - you must not wait for it to do so of its 
own accord. The alarm must be raised for every occurrence of a fire, no matter 
how small it appears to be. This will ensure that people in the building have 
adequate notice to evacuate should it begin to spread quickly;  


 Call the fire brigade at the earliest available, and safe, opportunity and do not 
attempt to tackle the fire unless you have been appropriately trained and can 
safely do so e.g. a small fire in a waste paper basket. Unless you have been 
trained you could be putting yourself or somebody else at risk. 


 


e) Personal Safety 
If you work alone, then you need to develop an awareness of the 
risks and how to minimise them. 
Prior to making an appointment with someone you do not know, 
obtain as much information as possible about the person you are 
meeting and arrange to meet the person in Company premises.   
 
If visiting properties, let your colleagues know where you are 
going, with whom and what time you are expecting to return.  If 
you think that you are going to run over your original timescales, 
let your colleagues know.   


        
If you are at all concerned that you are being placed in a dangerous situation 
through your employment, you must discuss this with your line manager. 
 
f. Personal Protective Equipment (PPE) 
The role you are employed to do will determine what personal protective equipment 
will be issued to you to ensure your safety at work. 
 


A risk assessment will determine what PPE is required for the 
tasks you have to carry out as part of your role and it is important that 
you wear the equipment properly to ensure your health, safety and 
welfare at work.  


 


ii) DSE Assessments 


All relevant new starters must complete a DSE user Assessment when they first join 
Tai Tarian. This is available under H&S on the intranet. 
 


Any breach of health & safety rules and regulations  
will result in disciplinary action being taken. 
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7. HEALTH AND WELLBEING 
 
Tai Tarian has been awarded the Platinum Standard Corporate Health Award. 
There are a number of procedures which deal with a variety of topics under the 
health and wellbeing agenda.  Please refer to the intranet site for full procedures and 
details on how to contact support services. 


a) Maximising Attendance at Work 


Tai Tarian values good attendance at work and is committed to improving the 
general wellbeing of its employees to achieve this.   
 
i) Notification of Sickness Absence 
Your line manager should be notified by telephone as early as possible if absence 
from work is anticipated for hospitalisation and other medical treatment. 
  
If you are unable to attend work due to sickness or injury, your line 
manager must be notified by telephone before your normal start time or 
as soon thereafter for every day of absence, if possible indicating a date 
of return.   
 
Notification should be made by you personally, unless impossible due to the nature 
of the illness, whereby you should arrange for someone else to call on your behalf.  
During prolonged periods of absence, your manager should be kept informed (by 
weekly contact) of progress and an expected date of return. 
 
Your manager will be discussing with you early on during any illness to 
establish what your capabilities are and what support or adjustments can be 
accommodated to assist you with returning to work to maximise your 
attendance whilst you recover. 
  
From your first day of absence, you will be required to complete a self-certification 
form available through your line manager on your return. If the absence is more than 
7 days, you will require a statement of Fitness for Work from your G.P. 
 
Any employee who has been absent due to sickness and is found not to have been 
genuinely ill, or not returned when they were able to do so, will be subject to 
disciplinary action, which could include dismissal. 
 
ii) Smoking  
Tai Tarian is a non-smoking organisation.   Smoking is not permitted during 
working time.  Employees, who require assistance to give up smoking, refer to the 
intranet for contact details. 
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iii) Alcohol and Substance Misuse 
Bringing and using alcohol or any unlawful drugs to the workplace, is strictly 
prohibited both during work time and during a period prior to work where the effects 
carry over to the workplace.  
 
Any such instances will be dealt with under the disciplinary procedure and may lead 
to your summary dismissal. 
 
Employees also need to be aware of the effects of prescription drugs and the duties 
undertaken as part of their role. 
 
Iv)   Muscular Skeletal Injuries 
Tai Tarian offers a variety of support and treatment provisions for staff who are 
suffering with a muscular skeletal related injury or illness. 
 


 Employees can access one session with an Osteopath which is fully funded by 
Tai Tarian; 


 Employees can self-refer to an NHS Walk in Clinic at the local hospital. 
 
iv) Mental Health  


Stress is “the adverse reaction people have to excessive pressure or other types of 
demand placed on them”. This makes an important distinction between pressure 
(which can be a positive state if managed correctly) and stress (which can be 
detrimental to health). 


Although stress is not an illness, the psychological impact can contribute to 
problems with ill health. As well as anxiety and depression, stress has been 
associated with heart disease, back pain and gastrointestinal illnesses.   


 Employees can self-refer to the EAP (Employee Assistance Programme) 
which can include up to 6 counselling sessions funded by Tai Tarian; 


 Employees can self-refer to a counsellor through the wellbeing through work 
programme. 


 
 v) General Health Support 
Other general support available to staff include:-  
 


 Occupational Health Service; 


 Health MOT’s. 
 
 
 
 







32 


 


 
b) Employee Benefits  
 
Tai Tarian offers a number of staff benefits which staff can access which include:- 
 
i) Salary Sacrifice Schemes 


 Cycle to Work Scheme, where you can purchase bikes with Tax & NI 
Savings; 


 Childcare Vouchers, the Sodexo childcare voucher scheme is now closed 
to new entrants, however you may still be able to apply for Tax-Free 
childcare by visiting  https://www.gov.uk/get-tax-free-childcare 


 
ii)     Discounted Schemes 


 Discounted Leisure membership at local facilities; 


 Discounted treatment for Osteopathy. 
 


iii) Tai Tarian Funded Schemes  


 Discount Vouchers which enables your money to go further; 


 Free Eye Test & VDU / Safety Glasses; 


 Access to Occupational Health, EAP and counselling services; 


 Health Surveillance and Screening; 


 Workplace support officers; 


 Time to attend smoking cessation, back awareness and stress 
management course etc.; 


 Financial Advice through our financial inclusion team. 
 
iv) Other Schemes 


 Fitness Classes (Keep Fit / Foot Ball/ Walking); 


 Free access to pool bikes; 


 Social and fund raising activities; 
 
 
 
 
 


 
Tai Tarian are continuously reviewing options to 


increase benefit options for staff.    
 
 
 


 
 
 
 


 



https://www.gov.uk/get-tax-free-childcare
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7. LEARNING AND DEVELOPMENT 


a. Learning and Development Policy 


Tai Tarian is committed to providing training opportunities to all employees by 
providing:  
 


 Induction meetings which all staff will be required to 
undertake and will assist staff settling into their new role/job 


 


 Competency profiles for each job role, outlining the essential 
learning and development activities required; 


 
 


 


 Individual learning and development plans to enable staff to develop 
relevant skills and acquire knowledge to underpin their current role and 
career aspirations.  This includes support in higher and further education in 
post related qualifications; 


 
 


 Annual performance appraisals, in which personal objectives are set, 
additional learning and development needs are identified and clear links are 
made between these and operational/strategic objectives.  


 
 
b. Employee Training  
 
Tai Tarian is committed to creating a culture of learning where employees will be 
prepared to accept change, develop new skills and take responsibility for their own 
continual professional development.   
 
To ensure the successful achievement of both business and personal goals, all 
learning and development activities will support and directly link to Tai Tarian’ over- 
arching business aims. 
 
A Tai Tarian employee is entitled to: 
 


 Equality of opportunity in all aspects of development; 


 An understanding of the direction and objectives of Tai Tarian; 


 An understanding of the contribution which is expected of them and their 
department; 


 Clear and measurable objectives for their performance; 


 An annual performance review with regular supervisions; 


 A personal development plan which addresses development needs; 


 A manager who is committed to staff development. 
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All employees will be encouraged to undertake continuous professional 
development throughout their employment.  Where possible, development will be 
encouraged to enhance an individual’s career prospects which may include day 
release training to obtain a qualification and/or planned work experience in a 
different department or organisation to broaden their skills and knowledge. 
 
Training can be delivered in a number of different forms including: 
 


       On the job training; 


       E learning 


       One to one meetings; 


       Departmental meetings; 


       Formal training courses (internal and external); 


       Guided reading. 
 
Learners will be expected to share the knowledge they gain through learning and 
development with their colleagues.   
 
Should you decide to leave Tai Tarian whilst a training agreement is still live, you will 
be liable for paying back some or all of the fees of sponsorship. 
 
For any queries regarding training, please email training@taitarian.co.uk or 
ring 01639 505850. 
 



mailto:training@taitarian.co.uk
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8. PARTNERSHIP WORKING 
 
i) Trade Union Membership 
It is your choice as to whether you wish to belong to a trade union recognised by the 
Company or not. Whilst acknowledging that trade union membership cannot be a 
condition of employment, Tai Tarian recognises the benefits that may accrue.  The 
Company recognises the following Trade Unions: 
 


 
 


    
 


   


 
 
Matters concerning employment are negotiated with the recognised unions through 
collective bargaining and in this way the trade unions bargain on behalf of all 
employees within the organisation.  Trade union membership is one way in which 
you will be able to make your views known on all issues affecting staff within the 
Company and have a recognised route to resolve issues affecting groups of staff 
where other methods have not been effective. In addition, the unions can provide 
personal representation for you if you experience difficulties at work via their 
accredited representative system.   
 
Trade union members enjoy a range of additional benefits associated with 
membership.  These may include free will service for employees and their family, 
discounts on insurance, welfare benefits, access to legal advice, access to 
independent financial advice, discounts on travel, preferential mortgage and banking 
and a host of other benefits which may vary from time to time.   
 
 
 


 


 


 
 


 
Craig Parsons, based in Assets, Sean Anderson, based in Housing  
 



http://www.unison.org.uk/

http://www.gmb.org.uk/default.aspx

http://upload.wikimedia.org/wikipedia/en/1/17/UCATT_logo.png

http://www.unitetheunion.org/default.aspx
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ii) Maintaining Employee Relations  
 
Tai Tarian has an extensive list of policies and procedures which 
form part of your contract of employment.  You need to familiarise 
yourself with these in due course.  


 
The full version of all Tai Tarian’ policies and procedures are available on the 
Intranet, from your line manager or the HR Unit. 
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9. LEAVING TAI TARIAN 
 


a. Notice Periods 


As per your statement of employment, when you leave Tai Tarian you are required 
to give a period of notice in writing.  
 
If you plan to work beyond your state retirement age, you are still required to provide 
the usual notice for when you intend to retire.  There is no default retirement age. 
 
If you are not sure what your state retirement age is, you need to contact the 
Department of Work and Pensions.  
 
If your contract of employment is terminated by agreement or you are dismissed 
where summary dismissal is not justified, you will be given the appropriate notice (1 
weeks’ notice for each year’s service to a maximum of 12 weeks).  
 
Your employment may be terminated without notice where dismissal follows 
disciplinary proceedings. 
 
i) Working Notice  


In all cases, the Company reserves the right to enforce your full notice period.  Your 
full remaining annual leave entitlement should be taken during your notice period in 
agreement with your line manager. Exceptionally, if this is not possible, your 
manager may agree to make a payment in lieu of this.  
 
If you resign and are in possession of Company property (including computer files), 
you should make your manager aware of these and arrange how they will be 
handed back to the Company. You remain bound by the confidentiality 
arrangements outlined in your contract of employment during this period. 
 
In exceptional circumstances, if deemed appropriate and as an alternative to 
working your notice, the Company reserves the right either to transfer you to other 
suitable duties during your notice period or to require you to accept payment in lieu 
of any entitlement to notice. 
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b) Other Conditions on Leaving 
On leaving, the Company will deduct from any money due to you such sums as you 
may owe to the Company.  These may include, but are not restricted to, any loans, 
outstanding salary sacrifice agreements, court orders and payment made for 
holidays taken in excess of entitlement. 
 
If you leave without giving notice and without the Company’s agreement, you are in 
breach of your contract and you may forfeit some or all of the salary due to you. 
 
Before leaving, you must hand over to your manager all articles belonging to Tai 
Tarian, including your SMARTCARD and any documents, equipment and computer 
software used at home.  You should not retain any copies, drafts, reproductions, 
extracts or summaries of documents and software. 
 
After you have left the Company, you must not: 
 


 Solicit or seek to entice away any Company staff; 


 Use or divulge to any person or organisation any confidential information 
relating to the business of Tai Tarian. 


 
Should your employment be terminated following disciplinary action, it is likely you 
will receive payment in lieu of notice.  However, as there are numerous reasons as 
to why someone is dismissed, payment in lieu of notice will be reviewed on an 
individual basis taking into consideration the reasons behind the dismissal. 
 
Should you be dismissed for reasons of gross misconduct, your employment will be 
terminated immediately without the benefit of notice or payment in lieu of notice. 
 
c) Retirement 
 
You should, where possible, ensure that you inform your line manager at least 6 
months before you plan to retire to ensure all appropriate arrangements are made 
(e.g. sourcing a replacement, transfer of skill, mobilising your Company pension 
etc.). 
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1. INTRODUCTION 


 
i) Welcome to TAI TARIAN 


 
I am delighted that you have taken an interest in taking up a career with us at Tai 
Tarian Ltd.  Our employees have been selected on the basis of their qualifications, 
experience and potential to make a significant contribution to our continued success. 
 


We are working diligently in creating a reputation for 
providing high quality social housing to our local 
communities. 
 
As a dynamic and fast evolving organisation, 
employment with Tai Tarian offers a secure working 
environment with good employment conditions and 
career opportunities. 
Our aim in producing this Handbook is to create a one-
stop information point where you would be able to 
access all the information you are likely to need in 
relation to your employment with us. The Handbook and 
corresponding policy and procedural documents form 
part of your contract of employment with Tai Tarian. 
 
The handbook gives an overview of the terms and 
conditions of your employment and outlines what you 
can expect from us as your employer. In return, we ask 
you for a high degree of commitment, dedication and 
loyalty to help us achieve the aims and objectives of the 
Company. 
 


I hope you find this a useful guide during your employment with us. However, if you 
are unable to find the answer to your question here, please feel free to contact your 
line manager in the first instance who will certainly be able to find an answer for you. 
 
May I wish you a long and happy career with Tai Tarian! 
 


 
 
Chief Executive 
Tai Tarian Ltd 
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ii) Our Services  
 Tai Tarian has four Directorates which operate the following services:-  
 
 Chief Executive 


 Change Management 


 Organisational Development, including Communications, Human 
Resources, Learning & Development 


 Technology & Information  
 
 Assets  


 Including Day to Day, Voids, Customer Services & Property Administration 
(Call Centre), Satellite offices (based in Neath, Port Talbot and Pontardawe 
town centres), Property & Contract Works, Neighbourhood Support, PVC 
Fabrication, WHQS Improvements and Regeneration.  


 
  Finance  


 Finance Services, including Finance & Accountancy Services, Payroll and 
Procurement;  


 
 Housing and Corporate Services 


 Including Tenancy Relations, Income, Lettings, Specialist Services & Policy 
Development  


 Corporate Services, including Internal Audit, Corporate Services & 
Business Planning 
 


 


iii) Our Vision, Mission & Values 


 
Our vision is to continue to make a difference and all our 
future work must meet this expectation. 
 
Our mission is great homes, great communities and we 
are committed to ensuring that our customers have homes 
where they can thrive, in communities they can feel proud 
of. 
 
We believe that how we work with our customers and 
stakeholders is integral to what we do. As such, our values 


underpin the work we carry out and as staff we are committed to continuing to 
upholding them. 
 
Teamwork, commitment, honesty, respect and professionalism run through 
everything we do, helping our customers see and staff ensure that we are an ethical, 
responsible and accountable business. 
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2    THE BASICS 


a.  About Tai Tarian  


Established in March 2011 with a workforce of around 500 staff, Tai Tarian (formerly 
NPT Homes) is a not-for-profit organisation based on the community housing mutual 
model. We have been set up specifically to take ownership and management of 
Council housing in Neath Port Talbot and will have invested £220 million by 2017 in 
bringing properties up to the Welsh Housing Quality Standard (WHQS). 
 


Tai Tarian has charitable status and is a registered social landlord (RSL) (registered 
with and regulated by the Welsh Government). As a community housing mutual, Tai 
Tarian is owned by its members who include the tenants of Tai Tarian.   As a not for 
profit organisation, all surpluses will be ploughed back into the organisation and will 
be spent on tenants’ homes and the communities within Neath Port Talbot Borough.  


Tai Tarian communicates with its employees in a variety of means.  It is important 
you know in your area where you can access information to stay abreast of any 
information and developments.  Staff communication methods include:- 
 


 “Open Door” Policy; 


 Corporate Induction Events ; 


 Team Briefings; 


 Staff Bulletins, including e-bulletins if you use a PC for work; 


 Pay Slip Bulletins and key messages by text if you are remote workers; 


 Chief Executive briefings and events; 


 Company Intranet / TV screens in rest areas; 


 Annual Staff Conference. 


b. Your Induction / Getting Started 


Tai Tarian believes its employees are its greatest asset and recognises its 
responsibility to ensure they are afforded appropriate development throughout their 
employment.  This journey begins at the Recruitment and Selection stage. 
  
Our aim is to support and develop employees in their role, so that they feel confident 
to undertake the responsibilities placed upon them and ultimately are able to 
contribute to the success of the organisation. 
 
The content and duration of the induction programme will be dependent on the 
scope and complexity of your job and your line manager will outline this in detail to 
you.  
 
You will receive a ‘Getting Started Pack’ during your induction. This workbook is for 
you to complete as appropriate to ensure you have a full understanding of rules, 
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policies, procedures and practices within your section and to identify what training 
needs you require and how to arrange them. 
 
You will also be required to attend a corporate induction training day which will give 
you an overview of the organisation as a whole. 
 
c. Contract of Employment 
As an employee of Tai Tarian, you will have received a document setting out specific 
terms and conditions of service as they relate to your post (if you have not received 
this, you will do so within 8 weeks of your commencement date). This includes 
details of: 
 


 the names of the employer and the employee; 


 the date when employment (and the period of continuous employment) began; 


 your salary and the intervals at which it is to be paid; 


 hours of work; holiday entitlement; entitlement to sick leave and sick pay; 


 pensions and pension schemes; 


 the entitlement of employer and employee to notice of termination; 


 job title;  


 where it is not permanent, the period for which the employment is expected to 
continue or, if it is for a fixed term, the date when it is to end; 


 either the place of work or, if required to work in more than one location, an 
indication of this and of the employer's address; and 


 details of the existence of any relevant collective agreements which directly 
affect the terms and conditions of your employment.  


 
Further detailed policies and procedures which may not be mentioned as part of this 
document but which still form part of your conditions of employment with us can be 
accessed through your line manager and the intranet. This handbook summarises 
the main terms of your employment. 
 
Tai Tarian reserves the right to change its terms and conditions and employment 
policies from time to time. You will be notified at the earliest opportunity of these 
changes by way of general notice to all employees affected by the change. Where a 
contractual change in your terms and conditions of employment results in a change 
to your written statement of particulars of employment, we will give you a written 
statement of the change at the earliest opportunity.    
 
These changes are negotiated and agreed jointly with Management and Trade 
Unions although legislative requirements will take precedent to terms currently 
written down.  You can access all the full policies and procedures referred to in this 
handbook from your manager, intranet or the HR section, as stipulated above. 
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d. Action Plan For Success and MADD 


All new employees or employees who are promoted to a new post will go through an 
Action Plan for Success, a process whereby the employee and their Manager 
describe and detail what support an employee needs to succeed in their new role. 
Related goals will then be set that the employee can achieve to evidence that they 
are able to deliver what is required in the role. 


Although the majority of employees will complete their Action Plan for Success in the 
designated time frame, if an employee does not do this an extension may be 
granted to enable the required goals or standards to be achieved.  


Following competition of your Action Plan for Success, an annual performance 
management process (MADD – Making a difference dialogue) will be carried out 
between you and your line manager. This process is designed to help you achieve 
your highest level of performance, ensure you receive feedback on your behaviours 
in line with the Tai Tarian behavioural framework and to also highlight any 
developmental needs. 


e. Hours of Work 


Your normal hours and working pattern will be specified in the paperwork you will 
have received confirming your appointment.  The standard full-time contracted hours 
for all posts within the organisation are 37 hours per week, Monday to Friday.  A 
daily unpaid lunch break of a minimum of 30 minutes must be taken if you work 
more than six hours daily.   Normal lunch break must be taken between the hours of 
11.30am and 2.00pm. 
 
The main working patterns for different occupations are as follows:- 
Occupation Mon – Thurs Friday Fixed / Flexi / Rota 


Trade Staff 08.00 – 16.00 08.00 – 15.30 Fixed 


Office Based 08.45 – 17.00 08.45 – 16.30 Flexi 


Rangers 08.00 – 22.00 08.00 – 22.30 Rota/Flexi 


Neighbourhood 07.30 – 15.30 07.30 - 15.00 Fixed 


Contact Centre        08.00 – 18.00 08.00 – 18.00 Rota / Flexi 


 
Tai Tarian reserves the right to vary your hours and pattern of working, following 
consultation and agreement with you in order to meet the needs of the service.   
 
The core hours where service must be covered are 10.00am-11.30am and 2.00pm–
3.00pm; however the service must be covered outside of these times.  Any 
requests for flexi leave require prior approval from your manager in accordance with 
the policy.   
  
Persistent poor timekeeping means that colleagues are put under pressure to cover 
your duties. This is not acceptable and will be treated as misconduct under our 
disciplinary procedures. 
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f) Employee Code of Conduct 


The public is entitled to expect the highest standards of conduct from all employees 
at Tai Tarian.   In performing your duties, you must act with integrity, honesty, 
impartiality and objectivity.   
 
You should not, directly or indirectly, engage in, or have any interest, financial or 
otherwise, in any other business enterprise which interferes or is likely to interfere 
with your independent exercise of judgement in Tai Tarian’ best interests. 
 
Generally a conflict of interests exists when an employee is involved in an activity: 
 


 which provides products or services directly to, or purchase products or services 
from Tai Tarian; 


 which subjects the employee to unreasonable time demands that prevent the 
employee form devoting proper attention to his or her responsibilities to Tai 
Tarian; 


 which is so operated that the employee’s involvement with the outside business 
activity will reflect adversely on Tai Tarian; 


 that crosses professional boundaries. 
 
Should you be in doubt as to whether an activity involves a conflict of interest or 
crosses professional boundaries, you should discuss the situation with your 
manager. 
 


g) Standards of Performance and Behaviour at Work 


 


i) Appearance 
 You are expected to dress appropriately at all times in relation to your role and 
to ensure that your personal hygiene and grooming are properly attended to 
prior to presenting yourself at work.  
 
If we have supplied you with a uniform, then you must wear this at all times 
when required to do so. It is your responsibility to ensure that this is clean and 
presentable.  If you are supplied with a uniform you are entitled to tax relief for 
the laundering of your uniform (contact Payroll for further information). 
 
If you have any queries about what is appropriate, these should be directed to 
your line manager or the intranet. 
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ii) Company Premises 
You will be issued with an “ID” or ‘SMART’ card which will give you access to 
the building and ICT systems as appropriate. This remains the property of Tai 
Tarian.   Any damage or loss of card must be reported immediately to your line 
manager. You may also be liable for payment for a replacement card. 
 
You must not bring any unauthorised person on to Tai Tarian’ property without 
prior agreement from your line manager, unless you are authorised to do so as 
part of your job. In these circumstances, you are responsible for ensuring that 
your visitors are appropriately monitored during their stay and that they do not 
access areas or company property inappropriately. 


 
iii)  Personal Property 


Any personal property such as jewellery, cash, credit cards, clothes, cars, 
motorbikes or bicycles etc., left on Tai Tarian’ premises is done so entirely at 
your own risk. You are strongly advised not to leave any valuables 
unattended, either on our premises or in your own vehicle.  Tai Tarian does 
not accept liability for loss or damage to any personal property whatsoever. 


 
iv)  Telephones and Correspondence 


Company telephone / mobile phone or postal facilities must not be used for 
private purposes without prior permission from your line manager. If, for any 
reason, personal use is made of these items then arrangements must be 
made to pay the cost price of all services used. Abuse of these facilities will 
be considered as a disciplinary matter. 
 


v)    Confidentiality 
It is a condition of your employment that you have a duty of confidentiality 
with regards to Tai Tarian.  During the course of your employment, you may 
find yourself in possession of sensitive information, the disclosure of which 
could be construed as a breach of confidentiality.   
 
It is a condition of your employment that you have a duty of confidentiality to 
the Company and you must not discuss any Company sensitive or 
confidential matter whatsoever with any outside organisation, including the 
media. 
 


Any such breach of confidentiality would be deemed as gross misconduct 
except as otherwise provided or as permitted by any current legislation (e.g. 
the UK Public Interest Disclosure Act 1998) and could lead to your dismissal. 
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vi)  Computer, email and Internet use 
If you have access to the Company’s computers including email and access 
to the internet as part of your job, you must not abuse this by using these 
facilities for purposes unrelated to Company business.  
 


Limited personal use of the internet is permitted during your formal 
breaks. All internet use is monitored and accessing pornographic or 
other unsuitable material, including auction or certain social 
networking sites is strictly prohibited and would be considered a 
serious disciplinary offence which may result in dismissal.  


 
Only software packages properly authorised and installed by the Company 
may be used on Company equipment, you must therefore not load any 
unauthorised software onto Company computers. 
 
If you have a Company email address, this is provided for responsible use on 
Company business and should not be used in any other way whatsoever.  
 
All staff must make themselves familiar with the Company’s Internet and 
Email Policy which is available on your desktop. 


 


vii) Receipt of Gifts 
Your working relationships may bring you into contact 
with outside organisations where it is normal business 
practice or social convention to offer hospitality and 
sometimes gifts.   
 
Offers of this kind to you or your family can place you in a difficult position.   
 
Therefore, no employee or any member of his or her immediate family should 
accept from a supplier, customer or other person doing business with Tai 
Tarian, payments of money under any circumstances, or special 
considerations, such as discounts or gifts of materials, equipment, services, 
facilities or anything else of value unless: 
 


 They are in each instance of a very minor nature usually associated with 
accepted business practice; 


 They do not improperly interfere with your independence of judgement or 
action in the performance of your employment. 
 


In every circumstance where a gift is offered, the gift be declared to Corporate 
Services.  You will be advised whether you can accept such a gift or not. 
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viii) Bribery and other Corrupt Behaviour 
The Company has a strict anti-bribery and corruption policy in line with the 
Bribery Act (2010), which is contained within the Employee Code of Conduct 
and Anti-Fraud, Corruption, Bribery and Malpractice Policy. A bribe is defined 
as ‘giving someone a financial or other advantage to encourage that person to 
perform their functions or activities improperly or to reward that person for 
having already done so’.  
 
If you bribe (or attempt to bribe) another person, intending either to obtain or 
retain business for the company, or to obtain or retain an advantage in the 
conduct of the Company's business this will be considered gross misconduct.  
 
Similarly accepting or allowing another person to accept a bribe will be 
considered gross misconduct. In these circumstances, you will be subject to 
formal investigation under the Company’s disciplinary procedures and 
disciplinary action up to and including dismissal may be applied. 


h)     Data Protection and Access to Information 


Tai Tarian will comply with all statutory requirements of the General Data 
Protection Regulations (GDPR). The General Data Protection Regulations 
protects individual’s rights concerning information about them and its principles 
regarding data processing are as follows: 


 
Principle 1 - Lawful, fair and transparent  


 Personal data collected must be fair; have a legal basis and we must be open 
and transparent as to how we will use it.  
 
Principle 2 - Purpose limited 


 Personal data collected must be for specified, explicit and legitimate purposes 
and not further processed in a manner that is incompatible with those 
purposes.  
 
Principle 3 - Data minimisation 


 Any personal data collected must be adequate, relevant and limited to what is 
necessary in relation to the purposes for which they are processed. 
 
Principle 4 - Accurate  


 The personal data we process must be accurate and, where necessary, kept 
up to date. 
 
Principle 5 - Retention 


 Any personal data is kept in a form which permits identification of an individual 
for no longer than is necessary for the purposes for which the data is 
processed. 
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Principle 6 - Integrity and confidentiality 


 Personal data is processed in a manner that ensures appropriate security, 
including protection against unauthorised or unlawful processing and against 
accidental loss, destruction or damage, using appropriate technical or 
organisational measures. 
 


 Employees can request access to the information held on them by the 
Company. All requests by employees to gain access to their personal records 
should be made in writing.  


.   
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i) Changes in personal information or circumstances 
It is important that our records are correct.  Inaccurate or out of date information 
may affect your salary, pension or more importantly cause difficulties in 
situations where contact is required for emergencies.   
 
You must notify your line manager and HR immediately of all changes in the 
following personal information:  
 


 Name, home address and telephone number; 


 Bank account details; 


 Examinations passed/qualifications gained; 


 Emergency contact details ; 


 Driving licence penalties (if you are required to drive on company business); 


 Criminal charge, caution or conviction; 


 Conflict or potential conflict of interest; 


 Undertaking additional or secondary employment; 


 Any relationships with employees, tenants, consultants to comply with 
Schedule 1 of the Housing Act. 


 
j) Valuing Diversity and Dignity at Work 


 Tai Tarian is committed to valuing diversity and the dignity of its employees by 
providing all staff with the opportunity for employment, career and personal 
 development on the basis of ability, qualifications and suitability for the work 
as well as their potential to be developed in the job. 


 
We believe that people from different backgrounds can bring fresh 
ideas, thinking and approaches which make the way work is 
undertaken more effective and efficient.  Tai Tarian will not 
tolerate direct or indirect discrimination or harassment whether in 


the field of recruitment, terms and  conditions of employment, career 
progression, training, transfer or dismissal, against any person with a 
protected characteristic as described in the Equality Act  2010.   
 
A protected characteristic is age, disability, gender / gender reassignment, 
marital status / civil partnership, pregnancy / maternity, race, religion or belief, 
sex, or sexual orientation.  
 
It is the responsibility of all staff in their daily actions, decisions and behaviour 
to comply with all relevant legislation and to ensure that they do not 
discriminate against colleagues, customers, suppliers or any other person 
associated with Tai Tarian. 
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3. FINANCE AND PAY  
 
a.  Salary Arrangements  


Your salary will be paid monthly on the 28th of each month by direct credit 
transfer to your designated bank account.  
 
Your basic pay was outlined in your letter of appointment / statement of terms 
and conditions. Any subsequent amendments to your basic pay will be notified to 
you in writing.  Part-time employees will be paid on a pro rata basis based on the 
hours they work. In all other aspects, their salaries will be paid in accordance 
with the pay arrangements for full-time employees. 
 
If any queries arise with regard to pay, or if it looks as if a mistake has been 
made, speak to the Payroll Manager immediately so appropriate action can be 
taken. Unless agreed otherwise, any pay errors, whether of over or 
underpayment, will be rectified in the next salary payment.  
 
Appropriate deductions will be made from pay including Income Tax and 
National Insurance Contributions (NICs), which are subject to each employee's 
earning level and the number of hours worked. 
 


b. Overtime 
Overtime is defined as all hours worked in excess of full time contracted hours 
(37), which has the prior explicit approval of your manager.  Overtime is payable 
to posts which have been specifically designated as qualifying for overtime 
payment.   
 
For periods worked between Monday and Sunday inclusively, overtime is 
payable where overtime is requested by the manager, paid at time and a half.  
Any overtime worked on a voluntarily basis will be paid at single time. 
 


c. Income Tax  
If there are any changes in your personal circumstances which will affect your 
tax status, you should notify the Inland Revenue, who will automatically inform 
the Company of any changes to your tax code.  
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d. Business Travel  
You will be reimbursed for any expenditure necessarily incurred in order to do 
your job when working away from your normal place of work. Public Transport 
and accommodation costs will be reimbursed at actual cost – appropriate 
receipts must accompany all claims.  
 
Mileage rates when travelling by your own private transport are as per agreed 
rates in the Travel Policy.   If you use your own vehicle for work purposes, 
you must ensure you are suitable insured for business use for you to be able 
to claim expenses. 
 
If you are provided with a company vehicle you are not permitted to use the 
vehicle for personal use, other than commuting, unless authorised to do so.   
You are not permitted to carry passengers in a company vehicle without 
permission.  
 
Refer to the company drivers’ handbook for further rules around driving a 
company vehicle.  If you claim mileage for business use, you must provide 
annually a copy of your driver’s licence, insurance and MOT certificate (where 
applicable). 
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e. Sickness Pay Provision 
 


i) Statutory Sick Pay (SSP)   
 Most employees have a right to statutory sick pay (SSP) as long as they 


earn more than the lower earnings level.  SSP is not, however, payable for 
the first three qualifying days of absence (a qualifying day is a day on which 
you are normally expected to work under your contract of employment).  


 
 There is a limit of 28 weeks SSP in any one period of sickness or linked 


periods. SSP is paid in the same way as ordinary pay and is liable to Tax 
and National Insurance contributions.  


 
ii)    Occupational Sick Pay   


 The amount of sick pay you receive will depend on your length of your service 
 with Tai Tarian. 
 


No of Years Service Period on 
full pay 


Period on half pay or SSP only 


During 1st Year 1 Month 2 Months (after 4 months service) 


During Year 2 2 Months 2 Months 


During Year 3 4 Months 4 Months 


During Year 4 5 Months 5 Months 


During Year 5 5 Months 5 Months 


After 5+ 6 Months 6 Months 


 
  


When assessing an employee's eligibility for sick pay, the amount of time they 
have had off over the previous 12 months (rolling 12 months) will be taken into 
account.  


 


      Tai Tarian reserves the right to refuse to pay sick pay if: 


 it has reasonable cause to think that an employee is not genuinely sick; 


 if it has cause to believe that an employee is abusing the sick pay scheme;  


 if an employee has failed to comply with the notification requirements, or has 
not supplied the appropriate certification. 


 
If the sick pay scheme has been abused, disciplinary action may follow. 
  


     Payments of sick pay may be terminated, suspended or reduced if: 


 an employee fails to notify the Company of relevant facts; 


 if their absence or continued absence is due to their taking an unwarranted 
risk (in or out of work); 


 conducting themselves in a way that prejudices their recovery; 


 or recklessly endangering the health and safety at work of themselves and 
others. 
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f. Other / Premium Payments 
 
i) Pay & Grading System   


Your salary for the post you have been appointed will be detailed in your offer 
of employment. Incremental progression to the maximum of the grade is 
based on service subject to: 
 


 Increments are received from 1st April each year except where employment 
commences between October and March. In this instance, employees will 
receive an increment 6 months after their appointment/ promotion; 


 Employees with designated career grades will progress through the grade 
in accordance with the criteria of their career/post; 


 Arrangements for temporarily “acting up” to taking on additional duties will 
be paid in accordance with the Acting Up and/or Honorarium Scheme. 


 Posts, where duties change significantly on a permanent basis, will have 
their post and grade reviewed; 


 Overtime (excess of 37 per week) and weekend enhancements will be 
paid at time and a half. Part time employees will receive the same payment 
only at times and in circumstances that would qualify. Any additional hours 
carried out on a volunteer basis will be paid at single time. 
 


 
ii)      Allowances 


Some posts attract additional allowances.  Please discuss entitlement and 
details of payment with your line manager.  Allowances are reviewed jointly 
and are subject to change. 


 


 Standby & Callout Duty will be paid for formal arrangements.   


 First Aid Payment /Harassment Support Officer Payment will be paid 
to designated officers of Tai Tarian. 


 Market Pay Supplement recognises that some employees may 
possess a specific skill or experience which is critical to the organisation 
and is in short supply, however, the grade for the post may reflect the 
wider labour market. 
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g.  Pension Scheme 
 


For those employed before 01/04/2016, Tai Tarian’s pension provider is the 
City and County of Swansea who administer membership into the Local 
Government Pension Scheme. 
 


                                                    
  
 


You should have received all the relevant joining forms with your offer of 
employment. 
 
Please note that Tai Tarian are not able to advise you on financial matters. If 
you are unsure, you should seek independent financial advice. 
 
If you wish to contact the Pensions Section to discuss the scheme, your 
benefits or opting out please contact the Pensions Section:  
 
Telephone   01792 636000 
Email   Pensions@Swansea.gov.uk 



https://lgpsmember.org/index.php

https://lgpsmember.org/index.php

https://www.swansea.gov.uk/

mailto:Pensions@Swansea.gov.uk
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  5. FLEXIBLE WORK AND LEAVE ARRANGEMENTS 


a) Flexible Working 


Tai Tarian has many family friendly policies to assist staff to balance their work and 
home life and is therefore willing to consider requests from staff to vary their working 
hours or work pattern.  You will need to check with you manager for eligibility, 
however, examples of flexible working to help maintain a work life balance include: 
 


 Flexible Working Scheme 
If applicable to your role, the flexible working scheme allows flexibility for start 
and finish times. The maximum number of hours that may be carried forward 
from one settlement period to the next are:  


 
  Credit 1 day (pro rata for part-time employees) 
  Debit 1 day  (pro rata for part-time employees) 
  


Nobody will be allowed to carry over a debit balance larger than the permitted 
maximum.  
 
For more information about your flexi scheme please speak to your Manager or 
review you flexi spreadsheet. 


 


 Compressed hours, (i.e. Working 37 hours in 4 days/9 day fortnight) 


 Reduced Hours, Job Share 


 Career Break 
 
Such requests will be considered taking into account the impact on the 
service, work colleagues and any other relevant factors. Should you wish to 
discuss flexible working, you should speak to your line manager in the first 
instance.   Flexible working is operated on the basis of trust and goodwill in 
relation to ensuring the service has adequate cover. 
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b) Annual Leave 
Taking holidays is not just about going away.  Annual leave is also used to assist 
with managing commitments at home (such as childcare). 
 
Holidays must be agreed with your manager before you take it. Your manager, 
where possible, will try to accommodate individual preferences for holiday dates but 
the needs of the business may have to take precedence, particularly where short or 
unreasonable notice is given.  
 


 Your holiday year runs from the 1st of the month following your birthday; 


 The accrual of annual leave is from your first day of employment; 


 If annual leave entitlement has been exceeded on termination, this will be 
deducted from the final salary payment; 


 Annual leave accrued and not taken will be paid only on termination; 


 You must take at least 28 days leave (including bank holidays) each year. This 
is a statutory requirement;   


 You can carry over a maximum of 5 days over to the next year. 
 


Tai Tarian recognises the 8 statutory Bank Holidays in addition to basic annual leave 
entitlement. 
 


 All annual leave is calculated in proportion to your working hours;    


 Employees are entitled to 24 days annual leave 


 The 8 Public Holidays are recognised as : 


 Tai Tarian also provides an extra statutory day, determined by the Chief 
Executive. This is usually taken around the Christmas period. 


 
New Years Day  
Good Friday and Easter Monday  
May Day  
Spring Bank Holiday  
August Bank Holiday 
Christmas Day and Boxing Day 


 


 Tai Tarian also provides an extra statutory day, determined by the Chief 
Executive. This is usually taken around the Christmas period. 


 
When you commence or leave employment your holiday entitlement in that year will 
be calculated on a pro-rata basis.  
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Calculating leave for employees who do no work a standard working week (i.e. 
Monday – Friday, 7.24 hours per day). 
 
Part Time or Employees who do not work a standard week (i.e. compressed 
hours/reduced hours) will need to record their leave in hours rather than days. 
 
Annual leave and Public holidays are accrued on a pro-rata basis of contracted 


hours compared to that of a full time employee, i.e. if an employee worked 30 hours 


they would receive an hourly annual leave and public holiday entitlement together 


which equates to a % of the full time equivalent.   


 


The entitlement for part time employees will be given as a pro-rata entitlement of 


annual leave and public holidays together. Part-time employees must ensure they 


allocate the correct amount of leave to the public holidays at the start of the new 


leave year.  


 
It is essential that you understand how leave is calculated and keep accurate 
records to avoid any over or under entitlement of leave. 
 
For any queries relating to leave entitlement, please contact the HR Section on 
hr@taitarian.co.uk or 01639 505853. 
 
 



mailto:hr@taitarian.co.uk
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c) Maternity Leave and Pay Policy 


Pregnant employees will be entitled to take 26 weeks Ordinary Maternity Leave 
(OML) and 26 weeks Additional Maternity Leave (AML) irrespective of their length of 
service or the number of hours worked each week. 
  
You may not return to work during the two weeks immediately following the birth of 
your child.  You are free to choose when you would like your maternity leave to start, 
however, the earliest you can chose to start your maternity leave is during the 11th 
week before the expected week of your child’s birth. 
  
In certain circumstances, your maternity leave may start automatically earlier than 
the date you chose as the start date for your maternity leave.  This applies where 
you are absent from work wholly or partly because of pregnancy at any time during 
the four weeks before the expected week of childbirth, or if you give birth early. 
 
If you have at least 26 weeks service by the end of the 15th week before your child is 
expected to be born, you may be entitled to Statutory Maternity Pay (SMP), provided 
your average weekly earnings are at or above the Lower Earnings Limit for National 
Insurance. 
  
SMP is payable for 39 weeks.  For the first six weeks, SMP will be paid at 90% of 
your average weekly earnings.  For the remaining 33 weeks, SMP will be paid at the 
standard rate which is prescribed by regulations and is adjusted from time to time. 
You will also be entitled to Occupational Maternity Pay (OMP). 
 
During OML, you will continue to receive your contractual benefits and your normal 
terms and conditions will continue to apply, except for those terms relating to wages 
and salary.  You will continue to accrue holiday (but holiday must be taken in the 
year it is earned).  
   
Once an employee informs their manager of their pregnancy, a risk assessment will 
be carried out to assess any risks during the pregnancy in relation to the role 
undertaken by the employee. If you have concerns about your own health and safety 
at any time you should consult your line manager immediately.     
 
If you decide not to return to work after maternity leave, you should confirm this in 
writing and give the notice required by your contract of employment.  On your return 
from maternity leave, your line manager will arrange a meeting with you to discuss 
any changes which have taken place during your absence.   
 
The non-return to work following maternity leave will result in the Occupational 
Maternity pay being reclaimed. 
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d) Paternity Leave and Pay 


Statutory Paternity Leave is a maximum of two weeks leave, following the birth of a 
child, taken in order to support the mother or care for the new child.  It can be taken 
as a single week or two consecutive weeks. It cannot be taken as odd days or as 
two separate weeks.  
  
Statutory Paternity Leave must be taken within 56 days of the birth.  If the baby is 
born earlier than expected, it must be taken within 56 days from the date the baby 
was due. 
  
To qualify, you must have worked for the Company for at least 26 weeks by the end 
of the 15th week before the expected birth week.   
 
Statutory Paternity Pay is paid at a fixed rate per week (determined by legislation) or 
90% of average earnings if that is less.  It is paid less Tax and National Insurance 
contributions in the normal way. 
 
During Statutory Paternity Leave, you are entitled to all of your normal contractual 
terms and conditions as if you were not absent, apart from basic wages and salary.  
You have the right to return to exactly the same job, on the same terms and 
conditions after Statutory Paternity Leave. 
 
Paternity leave and pay are also available for the adoption of a child. 
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e) Maternity Support Leave 
Maternity support leave of up to 5 working days with pay shall be granted to the 
child’s father or the partner or nominated carer of an expectant mother at or 
around the time of the birth.  
 
All employees are entitled to maternity support leave regardless of their length 
of service.  A nominated carer is the primary person nominated by the mother to 
assist in the care of the child and to provide support to the mother at or around 
the time of the birth.  
 
Employees who anticipate exercising this provision should keep their manager 
informed of their intentions and, in any event, submit the proposed leave dates 
at least 5 days before the expected birth date. It is appreciated that these dates 
may need to vary depending on actual circumstances.  
 


 Where the employee has an entitlement to both Statutory Paternity Pay/Leave 
and Maternity Support Leave and wishes to claim more than one weeks leave; 
the first week will be treated as Maternity Support Leave and the second week 
will be treated as Statutory Paternity Leave. 


 
 


 


 
 
 


Parallel arrangements are available for adoption. 
 


f) Special Leave   


i) Parental Leave 


An employee who has or expects to have responsibility for a child is entitled to 
take Parental Leave to care for that child.  This includes the child’s registered 
father or anyone else who has or expects to have formal parental 
responsibility for the child.   


 
To be eligible to take Parental Leave, an employee must have been employed 
by the Company for at least one year. Parental Leave consists of 13 weeks 
unpaid leave or 18 weeks unpaid leave if the child is disabled.  Up to four 
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weeks Parental Leave can be taken in respect of each child, each year, in 
blocks of one week or more.   


 
Employees cannot take the leave in blocks of less than one week, unless the 
child is disabled. You must give your line manager at least 21 days notice of 
your intention to take Parental Leave. 


ii) Time Off For Dependants / Domestic Leave 


You are legally entitled to take a reasonable amount of time off to deal with 
certain prescribed emergencies involving certain dependants. This leave is 
called ‘time off for dependants’.  ‘Time off for dependants’ can be taken, for 
example, if a dependant falls ill or is injured, if care arrangements break down, 
or to arrange or attend a dependant's funeral.   


 
A dependant is your child (including adopted child), husband, wife or parent. It 
also includes someone who lives in your household and someone who 
reasonably relies on you, such as an elderly relative. Any time taken off must 
be necessary and reasonable in the particular circumstances. ‘Time off for 
dependants’ is not paid. 


 


iii) Medical 


 Reasonable time off allowed for medical treatment (not including travel); 


 Up to an hour granted for Doctor and Dentist Appointments; 


 Reasonable time off granted for blood donation. 
 
ii) Other 


 One day special leave paid is granted for parents of children on their first 
day at school (reception year/academic year they turn 5). 


 
For full details on these and other special leave arrangements, 


please refer to the Special Leave Scheme. 
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6. HEALTH AND SAFETY 


a. Introduction 


Tai Tarian recognises and accepts its responsibility as an employer to maintain, so 
far as is reasonably practicable, the safety and health of its employees and of other 
persons who may affected by its activities. 
 
It is your duty as an employee not to put at risk, yourself or others, by your acts or 
omissions. You should also ensure that you are familiar with the Company Health 
and Safety Policy and Procedure arrangements. (Policy Statement Below) 
   


 
 
Should you feel concern over any health and safety aspects of your work, this 
should be brought to the attention of your line manager immediately.  Alternatively 
you can inform the Health and Safety Dept. 
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b) Procedure in the event of an accident 
Any accident or near miss occurrence (i.e. no one was injured but the incident had 
the potential to injure or kill) at work must be reported immediately to your line 
manager. An Accident or Incident Report form must be completed with your line 
manager. It is the responsibility of each individual employee to report and record any 
accident or incident involving personal injury. 
 
All employees who are absent from work following an accident must complete a self-
certification form, which clearly states the nature and cause of the injury. 
 
For any employee who suffers an injury at work which results in them being away 
from work, or unable to do their normal work, for Seven days or more (including 
weekends, rest days or holidays) the Health and Safety Executive will be informed. 
 
The Health and Safety Officer can advise you in these circumstances. 
 
c) First Aid  
Details of “Designated First Aiders” will be displayed on your local notice board, from 
your line manager or the Intranet and you should familiarise yourself with names and 
contact details. 
 
 
d) Fire Safety 
 
Fire safety will be explained to you in your initial induction.  
 
 
Action to take when the fire alarm goes off: 
 


 Immediately stop what you are doing and walk (do not run) to the nearest 
available safe fire exit. If your nearest exit/route is obstructed, choose another 
route.  Make sure that you are aware of the fire exits and routes in your area; 


 Follow the instructions of your designated Fire Warden; 
 Direction signs should indicate the route to your fire exit;  
 Do not use a lift to leave the building - always use designated stairs; 
 Make your way to the appropriate assembly point; 
 Once you are at the assembly point you should report to the Fire Warden, so 


that they can account for the people in their designated area; 
 Do not leave the designated assembly point, or attempt to re-enter the 


building, until you have been instructed to do so by the Fire Warden. 
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Action to take if you discover a fire: 
 


 RAISE THE ALARM! This can be achieved by pressing the glass on the call 
points or by shouting the instruction “Fire – call the fire brigade”; 


 Raise the alarm even if your building is fitted with an automatic fire alarm 
system, which has not yet activated - you must not wait for it to do so of its 
own accord. The alarm must be raised for every occurrence of a fire, no matter 
how small it appears to be. This will ensure that people in the building have 
adequate notice to evacuate should it begin to spread quickly;  


 Call the fire brigade at the earliest available, and safe, opportunity and do not 
attempt to tackle the fire unless you have been appropriately trained and can 
safely do so e.g. a small fire in a waste paper basket. Unless you have been 
trained you could be putting yourself or somebody else at risk. 


 


e) Personal Safety 
If you work alone, then you need to develop an awareness of the 
risks and how to minimise them. 
Prior to making an appointment with someone you do not know, 
obtain as much information as possible about the person you are 
meeting and arrange to meet the person in Company premises.   
 
If visiting properties, let your colleagues know where you are 
going, with whom and what time you are expecting to return.  If 
you think that you are going to run over your original timescales, 
let your colleagues know.   


        
If you are at all concerned that you are being placed in a dangerous situation 
through your employment, you must discuss this with your line manager. 
 
f. Personal Protective Equipment (PPE) 
The role you are employed to do will determine what personal protective equipment 
will be issued to you to ensure your safety at work. 
 


A risk assessment will determine what PPE is required for the 
tasks you have to carry out as part of your role and it is important that 
you wear the equipment properly to ensure your health, safety and 
welfare at work.  


 


ii) DSE Assessments 


All relevant new starters must complete a DSE user Assessment when first join Tai 
Tarian. This is available under H&S on the intranet. 
 


Any breach of health & safety rules and regulations  
will result in disciplinary action being taken. 
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7. HEALTH AND WELLBEING 
 
Tai Tarian has been awarded the Platinum Standard Corporate Health Award. 
There are a number of procedures which deal with a variety of topics under the 
health and wellbeing agenda.  Please refer to the intranet site for full procedures and 
details on how to contact support services. 


a) Maximising Attendance at Work 


Tai Tarian values good attendance at work and is committed to improving the 
general wellbeing of its employees to achieve this.   
 
i) Notification of Sickness Absence 
Your line manager should be notified by telephone as early as possible if absence 
from work is anticipated for hospitalisation and other medical treatment. 
  
If you are unable to attend work due to sickness or injury, your line 
manager must be notified by telephone before your normal start time or 
as soon thereafter for every day of absence, if possible indicating a date 
of return.   
 
Notification should be made by you personally, unless impossible due to the nature 
of the illness, whereby you should arrange for someone else to call on your behalf.  
During prolonged periods of absence, your manager should be kept informed (by 
weekly contact) of progress and an expected date of return. 
 
Your manager will be discussing with you early on during any illness to 
establish what your capabilities are and what support or adjustments can be 
accommodated to assist you with returning to work to maximise your 
attendance whilst you recover. 
  
From your first day of absence, you will be required to complete a self-certification 
form available through your line manager on your return. If the absence is more than 
7 days, you will require a statement of Fitness for Work from your G.P. 
 
Any employee who has been absent due to sickness and is found not to have been 
genuinely ill, or not returned when they were able to do so, will be subject to 
disciplinary action, which could include dismissal. 
 
ii) Smoking  
Tai Tarian is a non-smoking organisation.   Smoking is not permitted during 
working time.  Employees, who require assistance to give up smoking, refer to the 
intranet for contact details. 
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iii) Alcohol and Substance Misuse 
Bringing and using alcohol or any unlawful drugs to the workplace, is strictly 
prohibited both during work time and during a period prior to work where the effects 
carry over to the workplace.  
 
Any such instances will be dealt with under the disciplinary procedure and may lead 
to your summary dismissal. 
 
Employees also need to be aware of the effects of prescription drugs and the duties 
undertaken as part of their role. 
 
Iv)   Muscular Skeletal Injuries 
Tai Tarian offers a variety of support and treatment provisions for staff who are 
suffering with a muscular skeletal related injury or illness. 
 


 Employees can access one session with an Osteopath which is fully funded by 
Tai Tarian; 


 Employees can self-refer to an NHS Walk in Clinic at the local hospital. 
 
iv) Mental Health  


Stress is “the adverse reaction people have to excessive pressure or other types of 
demand placed on them”. This makes an important distinction between pressure 
(which can be a positive state if managed correctly) and stress (which can be 
detrimental to health). 


Although stress is not an illness, the psychological impact can contribute to 
problems with ill health. As well as anxiety and depression, stress has been 
associated with heart disease, back pain and gastrointestinal illnesses.   


 Employees can self-refer to the EAP (Employee Assistance Programme) 
which can include up to 6 counselling sessions funded by Tai Tarian; 


 Employees can self-refer to a counsellor through the wellbeing through work 
programme. 


 
 v) General Health Support 
Other general support available to staff include:-  
 


 Occupational Health Service; 


 Health MOT’s. 
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b) Employee Benefits  
 
Tai Tarian offers a number of staff benefits which staff can access which include:- 
 
i) Salary Sacrifice Schemes 


 Cycle to Work Scheme, where you can purchase bikes with Tax & NI 
Savings; 


 Childcare Vouchers, the Sodexo childcare voucher scheme is now closed 
to new entrants, however you may still be able to apply for Tax-Free 
childcare by visiting  https://www.gov.uk/get-tax-free-childcare 


 
ii)     Discounted Schemes 


 Discounted Leisure membership at local facilities; 


 Discounted treatment for Osteopathy. 
 


iii) Tai Tarian Funded Schemes  


 Discount Vouchers which enables your money to go further; 


 Free Eye Test & VDU / Safety Glasses; 


 Access to Occupational Health, EAP and counselling services; 


 Health Surveillance and Screening; 


 Workplace support officers; 


 Time to attend smoking cessation, back awareness and stress 
management course etc.; 


 Financial Advice through our financial inclusion team. 
 
iv) Other Schemes 


 Fitness Classes (Keep Fit / Foot Ball/ Walking); 


 Free access to pool bikes; 


 Social and fund raising activities; 
 
 
 
 
 


 
Tai Tarian are continuously reviewing options to 


increase benefit options for staff.    
 
 
 


 
 
 
 


 



https://www.gov.uk/get-tax-free-childcare
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7. LEARNING AND DEVELOPMENT 


a. Learning and Development Policy 


Tai Tarian is committed to providing training opportunities to all employees by 
providing:  
 


 Induction meetings which all staff will be required to 
undertake and will assist staff settling into their new role/job 


 


 Competency profiles for each job role, outlining the essential 
learning and development activities required; 


 
 


 


 Individual learning and development plans to enable staff to develop 
relevant skills and acquire knowledge to underpin their current role and 
career aspirations.  This includes support in higher and further education in 
post related qualifications; 


 
 


 Annual performance appraisals, in which personal objectives are set, 
additional learning and development needs are identified and clear links are 
made between these and operational/strategic objectives.  


 
 
b. Employee Training  
 
Tai Tarian is committed to creating a culture of learning where employees will be 
prepared to accept change, develop new skills and take responsibility for their own 
continual professional development.   
 
To ensure the successful achievement of both business and personal goals, all 
learning and development activities will support and directly link to Tai Tarian’ over- 
arching business aims. 
 
A Tai Tarian employee is entitled to: 
 


 Equality of opportunity in all aspects of development; 


 An understanding of the direction and objectives of Tai Tarian; 


 An understanding of the contribution which is expected of them and their 
department; 


 Clear and measurable objectives for their performance; 


 An annual performance review with regular supervisions; 


 A personal development plan which addresses development needs; 


 A manager who is committed to staff development. 
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All employees will be encouraged to undertake continuous professional 
development throughout their employment.  Where possible, development will be 
encouraged to enhance an individual’s career prospects which may include day 
release training to obtain a qualification and/or planned work experience in a 
different department or organisation to broaden their skills and knowledge. 
 
Training can be delivered in a number of different forms including: 
 


       On the job training; 


       E learning 


       One to one meetings; 


       Departmental meetings; 


       Formal training courses (internal and external); 


       Guided reading. 
 
Learners will be expected to share the knowledge they gain through learning and 
development with their colleagues.   
 
Should you decide to leave Tai Tarian whilst a training agreement is still live, you will 
be liable for paying back some or all of the fees of sponsorship. 
 
For any queries regarding training, please email training@taitarian.co.uk or 
ring 01639 505850. 
 



mailto:training@taitarian.co.uk
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8. PARTNERSHIP WORKING 
 
i) Trade Union Membership 
It is your choice as to whether you wish to belong to a trade union recognised by the 
Company or not. Whilst acknowledging that trade union membership cannot be a 
condition of employment, Tai Tarian recognises the benefits that may accrue.  The 
Company recognises the following Trade Unions: 
 


 
 


    
 


   


 
 
Matters concerning employment are negotiated with the recognised unions through 
collective bargaining and in this way the trade unions bargain on behalf of all 
employees within the organisation.  Trade union membership is one way in which 
you will be able to make your views known on all issues affecting staff within the 
Company and have a recognised route to resolve issues affecting groups of staff 
where other methods have not been effective. In addition, the unions can provide 
personal representation for you if you experience difficulties at work via their 
accredited representative system.   
 
Trade union members enjoy a range of additional benefits associated with 
membership.  These may include free will service for employees and their family, 
discounts on insurance, welfare benefits, access to legal advice, access to 
independent financial advice, discounts on travel, preferential mortgage and banking 
and a host of other benefits which may vary from time to time.   
 
 
 


 


 


 
 


 
Craig Parsons, based in Assets, Sean Anderson, based in Housing  
 



http://www.unison.org.uk/

http://www.gmb.org.uk/default.aspx

http://upload.wikimedia.org/wikipedia/en/1/17/UCATT_logo.png

http://www.unitetheunion.org/default.aspx
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ii) Maintaining Employee Relations  
 
Tai Tarian has an extensive list of policies and procedures which 
form part of your contract of employment.  You need to familiarise 
yourself with these in due course.  


 
The full version of all Tai Tarian’ policies and procedures are available on the 
Intranet, from your line manager or the HR Unit. 
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9. LEAVING TAI TARIAN 
 


a. Notice Periods 


As per your statement of employment, when you leave Tai Tarian you are required 
to give a period of notice in writing.  
 
If you plan to work beyond your state retirement age, you are still required to provide 
the usual notice for when you intend to retire.  There is no default retirement age. 
 
If you are not sure what your state retirement age is, you need to contact the 
Department of Work and Pensions.  
 
If your contract of employment is terminated by agreement or you are dismissed 
where summary dismissal is not justified, you will be given the appropriate notice (1 
weeks’ notice for each year’s service to a maximum of 12 weeks).  
 
Your employment may be terminated without notice where dismissal follows 
disciplinary proceedings. 
 
i) Working Notice  


In all cases, the Company reserves the right to enforce your full notice period.  Your 
full remaining annual leave entitlement should be taken during your notice period in 
agreement with your line manager. Exceptionally, if this is not possible, your 
manager may agree to make a payment in lieu of this.  
 
If you resign and are in possession of Company property (including computer files), 
you should make your manager aware of these and arrange how they will be 
handed back to the Company. You remain bound by the confidentiality 
arrangements outlined in your contract of employment during this period. 
 
In exceptional circumstances, if deemed appropriate and as an alternative to 
working your notice, the Company reserves the right either to transfer you to other 
suitable duties during your notice period or to require you to accept payment in lieu 
of any entitlement to notice. 
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b) Other Conditions on Leaving 
On leaving, the Company will deduct from any money due to you such sums as you 
may owe to the Company.  These may include, but are not restricted to, any loans, 
outstanding salary sacrifice agreements, court orders and payment made for 
holidays taken in excess of entitlement. 
 
If you leave without giving notice and without the Company’s agreement, you are in 
breach of your contract and you may forfeit some or all of the salary due to you. 
 
Before leaving, you must hand over to your manager all articles belonging to Tai 
Tarian, including your SMARTCARD and any documents, equipment and computer 
software used at home.  You should not retain any copies, drafts, reproductions, 
extracts or summaries of documents and software. 
 
After you have left the Company, you must not: 
 


 Solicit or seek to entice away any Company staff; 


 Use or divulge to any person or organisation any confidential information 
relating to the business of Tai Tarian. 


 
Should your employment be terminated following disciplinary action, it is likely you 
will receive payment in lieu of notice.  However, as there are numerous reasons as 
to why someone is dismissed, payment in lieu of notice will be reviewed on an 
individual basis taking into consideration the reasons behind the dismissal. 
 
Should you be dismissed for reasons of gross misconduct, your employment will be 
terminated immediately without the benefit of notice or payment in lieu of notice. 
 
c) Retirement 
 
You should, where possible, ensure that you inform your line manager at least 6 
months before you plan to retire to ensure all appropriate arrangements are made 
(e.g. sourcing a replacement, transfer of skill, mobilising your Company pension 
etc.). 
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Day 1 Induction – Notes for HR Facilitator –  
 
 
Name –  
 


 


Information to be given to new starter: Complete 


Pay arrangements (paid monthly 28th, salary broken down into 12 equal 
instalments, payslips via online portal) 


 
 
 
 


 APFS (replaces probationary period, designed to help you 
develop into role) 


 Skills set framework  
- Role specific – confirm with new employee  


 
 
 
 


Holidays (run from birth month to birth month unless FTC, request can 
be made to Manager via email, only start accruing from first whole 
month worked) 


 
 
 
 


Absence reporting (must call Manager as soon as aware you wont be in, 
no texts or emails, self cert for 7 days absence or less, Fit Note for 
absence over 7 days) 
 


 


Location of important documents incl. Getting Started Pack and 
Handbook (intranet, point out OD and H&S section) 


 
 
 
 


Fire Alarm Testing every Wednesday morning  


Flexi process  


EAP  


Pensions – Auto enrolment after 3 months, defined contribution scheme 


 
 
 
 


Facilities (showers, snacks upstairs, sandwich van at Midday, coffee/tea 
for £2) and parking at Ty Gwyn.  
 


 


Location of OD Room  


Training – E learning to be completed by new starters within first 6 
months 


 


Explain Full OD induction incl. breakfast with Chief Exec coming   
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Any questions -   


 
 
 
Signed Employee: 
 
Signed HR Representative: 
 
Date: 
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Agenda For Today

09:00 Human Resources

09:15 Linda Whittaker (Chief Executive)
10:00 Coffee Break

10:15 Corporate Governance

10:45 Union Representative

11:00 Health & Safety

11:15 Payroll & Pensions

11:30 Organisational Development
12:30-13:15 Human Resources

.QQO
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Goal Setting Training 2015 









1









Aims:

To give an overview of the MADD process

To explain why goal setting is critical

To enable all participants to write effective goals

Clarify what’s expected of you

To demonstrate how to enter goals in the MADD document



Content:

Why Goal Setting is Important

Five principles of effective goal setting

SMART goals

The 80% Rule

Using the MADD on-line tool





Goal Setting 2015
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What are your expectations of the learning event?

Goal Setting: 

How is it done now?

What works well?

What would you like to improve? 





Introductions & Expectations







Trainer Notes

Capture expectations and go through them checking that you have understood correctly and what you will cover today. It maybe somebody expects something that is not covered in the programme. Clarify how this can be covered in the future or a separate learning event or conversation. You could also include it if you have time or adapt the programme.

Goal setting what works well and what would you like to improve? Clarify that we are talking about the process and dialogue between manager and employee and having effective goals that will help us deliver the NPT Corporate Plan and be more effective in role for us as managers and our employees.
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The Three MADD Stages – Key Points



Stage 1:

Goal Setting; Creating Clarity & Direction

Manager creates the form in system

Briefs team on key business aims for the year

Employees think about goal ideas

Meeting for each team member to agree and record goals in system 
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The Three MADD Stages – Key Points



Stage 2:

Mid Term Review – Evaluating Your Behaviours

Goals

Revisit the goals to evaluate progress

Update, add and delete goals as needed

Behaviour Framework

Managers & team members agree behaviours to discuss

Honest dialogue and feedback about behaviours

Interim performance rating
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The Three MADD Stages – Key Points



Stage 3:

Year End Review – Evaluating Performance & Potential

Performance

Manager decides a final rating balancing “what” & “how”

Potential

Manager rates employee potential for next 2 years

Feedback

Employee gives manager feedback

Learning

Specific learning needs agreed
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Any Questions?

Here’s What The MADD Form Looks Like….

Questions, MADD Library Demo







First bullet point – ask Group “Why Communicate”?

Changes or improvements are the foundation of goals – where can value be added? 
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Exercise: In Your Groups…..

Debate and discuss the following, and be ready to give feedback to the whole group

What are the two main concerns your group has about the process?

What are the two main questions you want answered?

What is the main obstacle to success for this process?

Time: 20 minutes







Dr Edwin Locke's 1968 article "Toward a Theory of Task Motivation and Incentives," stated that employees were motivated by clear goals and appropriate feedback. Locke went on to say that working toward a goal provided a major source of motivation to actually reach the goal – which, in turn, improved performance

A few years after Locke published his article, another researcher, Dr Gary Latham, studied the effect of goal setting in the workplace. His results supported exactly what Locke had found, and the inseparable link between goal setting and workplace performance was formed.

Goal setting theory is generally accepted as among the most valid and useful motivation theories in organizational psychology, human resource management, and organizational behaviour

Mercer’s Global 2013 Performance Management Global Survey identifies goal setting as essential to effective performance management.  It’s results show that organisations say only 9% of managers are highly skilled, while 29% of managers have marginal skills.
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Break – 15 Minutes





Dr Edwin Locke's 1968 article "Toward a Theory of Task Motivation and Incentives," stated that employees were motivated by clear goals and appropriate feedback. Locke went on to say that working toward a goal provided a major source of motivation to actually reach the goal – which, in turn, improved performance

A few years after Locke published his article, another researcher, Dr Gary Latham, studied the effect of goal setting in the workplace. His results supported exactly what Locke had found, and the inseparable link between goal setting and workplace performance was formed.

Goal setting theory is generally accepted as among the most valid and useful motivation theories in organizational psychology, human resource management, and organizational behaviour

Mercer’s Global 2013 Performance Management Global Survey identifies goal setting as essential to effective performance management.  It’s results show that organisations say only 9% of managers are highly skilled, while 29% of managers have marginal skills.
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Goal Setting: Why it’s Important

Research over 40 years proves the link between goal setting & workplace performance

Leading global consultancy Mercer claim that Goal Setting is the second most important element of effective performance management

But only 9% of managers are highly skilled at doing it

Does anyone have an example they can share regarding a challenge with goal setting?

So, goal setting can be seen to be essential, but to work it has to be motivating.







Dr Edwin Locke's 1968 article "Toward a Theory of Task Motivation and Incentives," stated that employees were motivated by clear goals and appropriate feedback. Locke went on to say that working toward a goal provided a major source of motivation to actually reach the goal – which, in turn, improved performance

A few years after Locke published his article, another researcher, Dr Gary Latham, studied the effect of goal setting in the workplace. His results supported exactly what Locke had found, and the inseparable link between goal setting and workplace performance was formed.

Goal setting theory is generally accepted as among the most valid and useful motivation theories in organizational psychology, human resource management, and organizational behaviour

Mercer’s Global 2013 Performance Management Global Survey identifies goal setting as essential to effective performance management.  It’s results show that organisations say only 9% of managers are highly skilled, while 29% of managers have marginal skills.
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Goal Setting Responsibilities - Manager

Preparation:

Organise meeting with employee in advance & communicate

Create MADD document for the employee

Ask employee to prepare ideas for goals 

Identify key deliverables for coming year 

Any update to role or job description?  Any relevant 1:1 notes?

Meeting:

Create a calm and professional environment (no interruptions) 

Clarify meeting purpose and ask them to discuss their goal ideas

Have a good quality dialogue – encourage employees to think broadly

Ensure Goals are SMART and stretch – where relevant

Next Steps: 

Clarify approval process responsibilities in MADD tool 

Explain the mid term and end year review, and when these will take place







First bullet point – ask Group “Why Communicate”?

Changes or improvements are the foundation of goals – where can value be added? 
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Preparation:

Prepare ideas for goals – your key responsibilities and focus areas

Consider business, department and individual work areas that are important, areas for improvement and efficiency  

Meeting:

Be ready to discuss goal ideas and areas that could be improved 

Be open to managers ideas and agree together

If a goal needs new skills suggest ideas and agree action

Next Steps: 

Take ownership for your own goals and goal setting approval process responsibilities in MADD tool 





Goal Setting Responsibilities - Employee







First bullet point – ask Group “Why Communicate”?

Changes or improvements are the foundation of goals – where can value be added? 
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How to Cascade Goals





From Strategy to Execution:



The most effective goals start at the top of the organisation and cascade down through the Directorates, departments and teams to individuals 



As goals roll down the detail increases to actionable deliverables so they can be embraced and owned by all levels



The result is aligned performance goals reflecting NPT Homes Corporate Plan,  distributed throughout the organisation and owned by each group and each individual





Trainer Notes       YOU NEED A COMPASS FOR THIS ACTIVITY

Tell everyone that you would like to invite them to do a small activity and so ask everyone to stand up and move away from their chairs and ensure that they have an arm length space between them and their colleagues. When they are comfortable please close their eyes (nothing bad is going to happen) and point to where they think North is. Tell everyone to keep pointing and then when everybody has done it ask them to open their eyes and see where everyone else is pointing. Say ‘some of us appear to have a different north’! 

‘So can you all please walk to the nearest wall that you are pointing to’. ‘Okay would anybody like to change their mind to where they think north is? If so please move now’. Using a compass then show at least one person the correct north.



Discuss with the group that it is important that everyone knows where the true north is, and there were some differences and what happened when they walked to the north wall they had to cross some people or go around them. What could that mean in the business? Say ‘When we think of the company and our goals do we all know where our true north is? If not what can we do about it? Why is it important that we all know. This is about alignment, being focussed on the same strategy, goals and achieving successes quicker.    
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Five Principles of Effective Goal Setting
“The whole point of goal setting is to facilitate success”

		Expert goal setting is essential to personal performance, So its worth giving some extra attention
Here are five principles to inspire quality goal setting		

		Clarity		Clarify at the start and keep clarifying as things change!
Clarity is motivating, while unclear goals cause confusion

		Challenge		People are motivated by achieving something tough
Balance challenge with realism

		Commitment		Goals must be understood and agreed  to be effective
Employees are more likely to "buy into" a goal  they were part of creating

		Feedback		Take time to clarify expectations, adjust goal difficulty, and give recognition
Regular informal check-ins are important

		Complexity		Reflect complexity of the task in the goal setting
Provide time to practice or learn what is expected to deliver success









Notes:  As you go through this slide ask for reflections from the Group about each of the 5 principles.  Do they have personal experience to illustrate the importance of these factors? 

Clarity

Clear goals are measurable and unambiguous. When a goal is clear and specific, with a definite time set for completion, there is less misunderstanding about what behaviours will be rewarded. You know what's expected, and you can use the specific result as a source of motivation. When a goal is vague – or when it's expressed as a general instruction, like "Take initiative" – it has limited motivational value. 

To improve your or your team's performance, set clear goals that use specific and measurable standards. "Reduce job turnover by 15%" or "Respond to employee suggestions within 48 hours" are examples of clear goals. 

When you use the SMART acronym to help you set goals, you ensure the clarity of the goal by making it Specific, Measurable and Time-bound.
Challenge

One of the most important characteristics of goals is the level of challenge. People are often motivated by achievement, and they'll judge a goal based on the significance of the anticipated accomplishment. When you know that what you do will be well received, there's a natural motivation to do a good job. 

Setting SMART goals that are relevant will further the aims of your organization, and these are the kinds of  goals that most employers will be happy to reward.

When setting goals, make each goal a challenge. If an assignment is easy and not viewed as very important – and if you or your employee doesn't expect the accomplishment to be significant – then the effort may not be impressive. Note:  It's important to strike an appropriate balance between a challenging goal and a realistic goal. Setting a goal that you'll fail to achieve is possibly more de-motivating than setting a goal that's too easy. 

Commitment

Goals must be understood and agreed upon if they are to be effective. Employees are more likely to "buy into" a goal if they feel they were part of creating that goal. The notion of participative management rests on this idea of involving employees in setting goals and making decisions. This doesn't mean that every goal has to be negotiated with and approved by employees. It does mean that goals should be consistent and in line with previous expectations and organisational concerns. Interestingly, goal commitment and difficulty often work together. The harder the goal, the more commitment is required. If you have an easy goal, you don't need a lot of motivation to get it done. When you're working on a difficult assignment, you will likely encounter challenges that require a deeper source of inspiration and incentive.

As you use goal setting in your workplace, make an appropriate effort to include people in their own goal setting. Encourage employees to develop their own goals, and keep them informed about what's happening elsewhere in the organization. This way, they can be sure that their goals are consistent with the overall vision and purpose that the company seeks. 
Feedback

In addition to selecting the right type of goal, an effective goal program must also include feedback. This provides opportunities to clarify expectations, adjust goal difficulty, and gain recognition. It's important to provide benchmark opportunities or targets, so individuals can determine for themselves how they're doing. 

These regular progress reports, which measure specific success along the way, are particularly important where it's going to take a long time to reach a goal. In these cases, break down the goals into smaller chunks, and link feedback to these intermediate milestones.

With all your goal setting efforts, make sure that you build in time for providing formal feedback. Certainly, informal check-ins are important, and they provide a means of giving regular encouragement and recognition. However, taking the time to sit down and discuss goal performance is a necessary factor in long-term performance improvement.

Task Complexity

For goals or assignments that are highly complex, take special care to ensure that the work doesn't become too overwhelming. People who work in complicated and demanding roles probably have a high level of motivation already. However, they can often push themselves too hard if measures aren't built into the goal expectations to account for the complexity of the task. It's therefore important to do the following: 

Give the person sufficient time to meet the goal or improve performance. 

Provide enough time for the person to practice or learn what is expected and required for success.

The whole point of goal setting is to facilitate success. Therefore, you want to make sure that the conditions surrounding the goals don't frustrate or inhibit people from accomplishing their objectives.
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SMART Goal Setting
The Key To Directing High Performance

		Specific		Descibe exactly what is to be achieved

		Measurable		Set the quantitative or qualitative indicator

		Ambitious		Decide how to set a challenge that’s achievable

		Relevant		Is this really under the control of the person?

		Time bound		Establish the time limit / deadline for delivery



SMART goals, well written, reviewed regularly, drive performance

Goals are about adding value on top of the job description

Each employee should have a minimum of 2 up to a maximum of 5







At this stage, touch on the fact that effective job performance is more than just goal achievement.  We need people to deliver their core role as described in their job description to a high standard.  There are also ad hoc tasks that come up which also need to be taken care of in a professional way.  Goals are however, the key way for managers and employees to describe and agree how to drive improved performance.
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Write Them – Then Test Them:

The 80% Rule!

MADD Goals should only set clear individual targets which satisfy the “80% Rule” which is:



The employees personal contribution is the direct & main influence on the result.  80%+ of the outcome is directly connected to the employees work

Example: Elite Sprinters

A SMART goal for a elite 100m sprinter could be:

“Win the 100m Olympic Gold Medal at the 2016 Olympics in Rio”

Does this pass the “80% Rule”?







Discussion Example: Elite Sprinters

You may wish to introduce an element of group discussion at this stage

You would imagine that the goal for the top 100m sprinters in the World would be simple – “Win Gold At the Olympics”

So does this meet the “80% Rule”? No it doesn’t!

Winning is outside of the athletes control!  Even if the athlete runs a World record time, someone may run faster on the day.  The word “win” doesn’t give the athlete the specific, measurable element to work on.

Let’s look more closely…
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		Specific: 		Plan my training to reach my peak conditioning & performance during August 2012

		Measurable: 		Average times in practice  to be x 1/100th second faster than same period last year

		Ambitious: 		Achieve personal best times in the semi final & final

		Relevant: 		Run an Olympic record time of 9.63 seconds

		Time Bound		At the Olympic 100m final on 5th August 2012



SMART Goal Setting: The 80% Rule 
A SMART Approach Usain Bolt Might Have Used in 2012:

This fictitious SMART example describes an approach that meets the 80% rule.

It describes high performance but only with focus on what the individual can influence.







Discuss this example in the Group.  It is always tempting to write goals that equate to “win”  - as in the previous slide, but people can only improve things that are largely in their control.  So – “achieve profit of”, “Grow market share by” etc. will often not meet the 80% rule.  It is therefore important to describe exactly what the employee should deliver in order to bring about a particular outcome.  This is covered in more detail in the next slide when you can get the Group to do some short practical work.
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When Goals Motivate:
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SMART Goal Setting: The 80% Rule
Some Examples to Discuss In The Group

		Consider these example goals:		80% Test Passed?

		For a Health & Safety Manager:
“Eliminate all workplace accidents by end 2015”		

		For a Tenant Empowerment Officer
Increase tenant membership by x%		

		For a Customer Services Manager:
Achieve 100% tenant satisfaction 		









Optional Exercise:

If you feel an exercise is appropriate or needed you may wish to discuss this slide with the entire group or split into teams.  You can provide more examples or get the teams to write a Goal each and then evaluate and give feedback on each others attempts.

On the cases above, the first two do not meet the 80% rule, while the third does.
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Exercise: SMART Goal Setting:
Discuss In The Group



Write 3 goals per group that could be used for employees reporting to you

Time: 15 minutes

Hand your goals to the next team.  Each team to critically evaluate the goals 

that have been written and provide feedback in writing.

Time: 5 minutes 

Each team present their original goals to the entire group and describe the

feedback they’ve had .  What changes were suggested?

Time: 5 minutes 





Optional Exercise:

If you feel an exercise is appropriate or needed you may wish to discuss this slide with the entire group or split into teams.  You can provide more examples or get the teams to write a Goal each and then evaluate and give feedback on each others attempts.

On the cases above, the first two do not meet the 80% rule, while the third does.
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Goal Setting – To Summarise

Goal setting is a main driver of good performance 

Well written goals, reviewed regularly, drive performance

There are “Five Principles” in effective goal setting

Using the SMART approach can help you meet the Five Principles

Write it SMART – then test it with the 80% Rule











In summary – as you go through the slide ask the group

First bullet – according to the Mercer survey, where does Goal Setting rank in order of importance in effective performance management?  What percentage of managers in that survey are “highly skilled” at goal setting? (Answers: Second and 9%)

Second bullet – what sort of regular review might be appropriate?  Emphasise feedback through regular “check in” as well as formal reviews to keep goals relevant and efforts on course.

What are the “Five Principles”

Does anyone have any concerns about the SMART acronym?  Discuss and resolve if so.

Recap on the 80% Rule – how do people feel about that?
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Goal Setting – Next Steps

From later this week – create a document for each of your employees

Arrange goal setting meetings

Complete SMART goal setting by end of May

Ensure goal setting is approved by both you and the employee









In summary – as you go through the slide ask the group

First bullet – according to the Mercer survey, where does Goal Setting rank in order of importance in effective performance management?  What percentage of managers in that survey are “highly skilled” at goal setting? (Answers: Second and 9%)

Second bullet – what sort of regular review might be appropriate?  Emphasise feedback through regular “check in” as well as formal reviews to keep goals relevant and efforts on course.

What are the “Five Principles”

Does anyone have any concerns about the SMART acronym?  Discuss and resolve if so.

Recap on the 80% Rule – how do people feel about that?
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Here are the Top 8 factors, in order of statistical importance:

-

(1. 1 can vividly picture how great it will feel when | achieve my goals. ‘

O W

o

8. My goals are aligned with the organization’s top priorities for this year.

| will have to learn new skills to achieve my assigned goals for this year.
My goals are absolutely necessary to help this company.

| actively participated in creating my goals for this year.

| have access to any formal training that | will need to accomplish

my goals.

My goals for this year will push me out of my comfort zone.

My goals will enrich the lives of somebody besides me (customers, the
community, etc.).
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CONFLICT RESOLUTION  
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HARASSMENT & BULLYING) 
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Organisational Development 


Head of Organisational Development 


September 2017 


October 2020 or upon any change in 
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Section 1 – Principles 
 
Tai Tarian has an open policy for communication and consultation on staffing matters.  Tai Tarian 
expect all their employees to behave appropriately at work.    
 
The impact that poor behaviour, conduct and performance can have on service delivery and 
employee’s colleagues is a negative one, and this is generally where disciplinary matters occur. 
The managers’ key obligation is to resolve these cases promptly and thoroughly.  
 
Grievances, including allegations of harassment and bullying occur where employees feel they 


have been treated unfairly or feel they have suffered unwanted treatment.  Generally an 
employee may have a grievance where a duty owed has not been met by the employer. 
 
What the procedure is for:- 


The aim of this procedure is to provide fair, speedy and effective arrangements for dealing with 
matters that arise during the course of employment.  
 
The Discipline procedure is to encourage an employee, whose conduct is unsatisfactory, to 


improve.  In instances of gross misconduct, or regular misconduct, unfortunately this may result 
in the employee’s contract being terminated. 
 
Where a Grievance is raised, its main purpose is to resolve problems to the satisfaction of both 


the employee and employer where possible.  
 
Who this procedure applies to:- 
All Employees but it may also apply to agency workers and consultants. 
 
What are the guidelines:- 


 Employees are expected to behave appropriately in line with the Tai Tarian expectations as 
outlined in the employee code of conduct, our behaviour framework, along with behaviour 
governed by law e.g. Equality Act. 


 Where issues arise, it is expected that these are dealt with promptly in order to seek early 
resolution. 


 Tai Tarian will manage any matters arising fairly and promptly. 


 All cases will be fully investigated to ensure all relevant facts are gathered and mitigating 
factors are understood. 


 Employees are expected to engage in any supportive measures offered in order to improve 
conduct.  This could be training, mentoring etc. 


 Managers will give employees reasonable notice of any meetings arranged (this may be 
verbal as well as in writing).   


 Where formal meetings are arranged, employees have the right to be accompanied by a 
trade union representative or a work colleague, however employees can also be supported at 
the informal stages.   


 At all stages, employees will have the opportunity to put their case forward. 


 Meeting dates will be mutually agreed, but not unreasonably delayed. 


 Where, in exceptional circumstances, an employee does not attend a hearing, or a date 
cannot be agreed, the case may proceed in their absence.  


 Warning appeals will be heard generally by the next level of management.   


 Dismissal appeals will be heard by the Chief Executive other than in cases involving all direct 
reports (Directors/Head of Service). 


 An appeal hearing will be a review of the original case.  The outcome of the appeal hearing 
will be to confirm, reject or ‘amend’ the action previously decided upon.   This could result in 
the original sanction being increased. 
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What else you need to know:- 


 


 A contract of employment exists on trust & confidence between employees and managers. 


 Any cases that are dealt with under this procedure will be dealt with confidentially.  


 No formal disciplinary action will be taken against a trade union representative until the 
relevant full time official has been notified.  


 Where an employee has been charged with a criminal offence, this will not be treated as an 
automatic reason for disciplinary action or dismissal. Consideration will be given to the nature 
of the offence and its relevance to the post held.  


 Where misconduct reoccurs after the expiration of a warning, the process will not necessary 
start again and the next stage of warning may still be issued. 


 There may be other procedures which run in tandem with this procedure, where there are 
multiple issues that need addressing. 


 In cases of suspected financial irregularity, Internal Audit will be consulted prior to any fact-
finding investigation being undertaken. 


 In cases of any criminal charges, work stations or evidence may need to be secured 
appropriately pending police investigation.  


 Where there is a collective disciplinary or grievance issue, specific agreement will be sought 
by all parties involved to proceed as one case.  In these circumstances the facts case must 
be seen to be equally relevant to all employees involved.   


 For any employee going through these processes, the services of Occupational Health are 
available as support.  


 A process for executive directors is outlined in Appendix 4. 
 
 


Unite Union Statement 


Following our consultation process we support the published procedures and policies.   Nothing 


in these documents represents a change to any fundamental terms for employees, whether those 


who transferred from the local authority under TUPE or those who have joined Tai Tarian since. 


Any proposed changes will only be made in future through consultation and, where relevant, 


collective bargaining. 


In all employment matters, the Unite position is that where a contractual term is more favourable 


than a statutory one, the contractual term will apply. 
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Section 2a – Examples of Disciplinary Offences 
 
In giving examples of disciplinary offences, lists are neither exclusive nor exhaustive, but are an 
indication of how an offence may be viewed. 
 
MISCONDUCT   


Such breaches of discipline will not normally result in dismissal for a first offence, but may result 
in dismissal if the employee has previous ‘live’ warnings on record or offences are repeated:- 
 


• Breach of company procedures, drivers and staff handbooks and employee code of conduct; 


• Poor time-keeping or unauthorised absences; 
• Demonstrating negative behaviours as outlined in “Our Behaviours” 


• Negligence or abuse causing injury or damage to property/vans or equipment; 
• Neglect or unsatisfactory standards in performance of duties; 


• Offensive behaviour, insubordination or using abusive language; 


• Disclosure of confidential information/personal information (data protection); 
• Unauthorised use of computer hardware, software and/or data including inappropriate use of 


the Internet and electronic mail. 
 


 
GROSS MISCONDUCT  
These offences are so serious that in most cases the result will normally be summary dismissal 
without notice pay.  
 


• Abuse of the occupational sick pay scheme; 


• Refusal to carry out a reasonable instruction; 


• Regularly and consistently demonstrating negative behaviour as outlined in “Our Behaviours” 
• Falsification of time sheets, expenses claims, car allowance claims, flexi time or any other 


documents in order to defraud Tai Tarian; 


• Serious or consistent breach of company procedures, drivers and staff handbooks and 
employee code of conduct; 


• Theft of property belonging to Tai Tarian or fellow employees or tenants; 


• Fraud and/or offences of bribing another person/offences relating to being bribed/performing 
a function or activity to which a bribe relates;  


• Malicious damage to property/vans belonging to Tai Tarian or fellow employees; 


• Violent behaviour, including physical assault; 
• Sexual misconduct at work; 


• Serious violation of safety rules and standards; 


• Criminal or any other serious misconduct outside the workplace which reflects adversely 
upon Tai Tarian and/or on the employee’s suitability for the post; 


• Knowingly providing false information on any matter relating to the employee’s employment; 
• Discrimination on the grounds of any protected characteristics as outlined in the Equality Act 


2010. 


• Harassment or bullying or on any grounds; 
• Incapacity through being under the influence of alcohol or drugs (legal or illegal); 


• Disclosure of confidential information/personal information (data protection); 
• Regular and consistent unauthorised use of computer hardware/software and/or data 


including inappropriate use of the Internet and electronic mail. 
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Section 2b – Examples of Grievances 
 
In giving examples of a grievance topic, lists are neither exclusive nor exhaustive, but are an 
indication of what topic may be covered. 
 


• The application of terms and conditions of service; 


• Staff mobility/transfers; 
• Staff welfare; 


• Working relationships and arrangements (including formal allegations of bullying & 
harassment). Harassment officers would help you through this process. 


• Health and Safety matters; 


• Training opportunities; 
• Recruitment and selection matters, where applicants feel they have been treated unfairly. 
 
 
This procedure will NOT apply to:- 


 


• Items and processes agreed at Partnership Group. 
• Issues covered by the disciplinary process, unless relating to the application of the process. 


• Termination of employment of new employees with less than 6 months service. 
 
Any malicious grievances raised will be viewed as a disciplinary offence, such as 
deliberately trying to delay the process without just cause. 
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Section 2c  -  Harassment & Bullying 
 
Harassment is a serious form of discrimination defined as any action or practice which is 


unwelcome, unreciprocated, causing distress.  It results in violating a person’s dignity or creates 


an intimidating, hostile, degrading, humiliating or offensive environment for that person.   


It may be done deliberately or unknowingly.  It may be an isolated incident or a series of events.  


It can range from extreme forms such as violence and abusive language to less obvious actions 


like ignoring someone.   


Bullying is generally a misuse of power leaving individuals feeling powerless.  However, there 


is a difference between reasonable pressure being applied in order to improve 


performance and bullying behaviour.  This misuse of power can be between colleagues and 


not necessarily only between managers and their employees. 


 


Examples of Harassment include:- 


 


 Name calling, teasing about protected characteristics (sex, age, religion etc). 


 Physical or mental abuse including unnecessary contact or conduct. 


 Unjustified assumptions about a persons protected characteristics. 


 


Examples of bullying include: 


 


 humiliating someone in front of colleagues e.g. using belittling language; 


 scapegoating one person when there is a common problem; 


 Constantly giving negative feedback with no support or encouragement for improvement. 
 


Examples of reasonable pressures are: 
 


 setting realistic deadlines; 


 progress chasing/monitoring of work; 


 setting out standards of acceptable behaviour and work performance. 
 
The Harassment Officer(s) or a member of the HR Team will be able to provide you with a 
detailed guide around the subject and help you through the process. 
 
There is an Employee Guide to Harassment and Bullying available to guide you through 
your options and the process. 
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Section 3 – Process 
 
Informal Process 
 
Managers need to deal promptly with incidents of misconduct, or grievances raised.    
 
For Discipline matters, managers are expected to clearly explain the employee’s failings, clarify 


the expected standards and agree what action is required to achieve and maintain the expected 
standard of behaviour for the future. 
 
Where an employee raises a Grievance, managers are expected to listen to the employee, 


gather facts and provide reasons for decisions made. 
 
In cases of Harassment and Bullying, the first point of call is to contact a Harassment Officer or 
the HR Team.  A confidential meeting will be arranged to discuss your case and support you 
through the process. 
 
Record discussions on the Counselling Form and submit to HR for recording and monitoring. 
Where issues do not improve in the agreed timescales, or the conduct is repeated, please 
contact the HR Officer for advice on commencing the formal process. 
 


Formal Process 
 
There will be occasions where an informal approach proves to be unsuccessful and the formal 
procedure is more appropriate.  This could be where the alleged disciplinary offences are 
repeated or more serious, or employees remain unsatisfied with decisions given.  
 
Your manager will confirm if a discipline case is to be formally investigated following a review of 


the basic facts of the case.      
 
Where the formal grievance procedure is to be initiated, this will be led by the employee, once a 
valid grievance has been determined.   The employee will need to request a formal procedure, on 
the basis the informal stages are deemed to be unsuccessful or not appropriate.  
 
In cases of harassment and bullying, where the offence is undisputed and witnessed, the 
employee who committed the offence will be dealt with under the disciplinary process.  
Safeguarding and protecting the victim needs to be considered throughout this process.    
 
For both procedures, a manager will be identified to fully investigate the case, and produce a 
report to determine if there is a case to answer (unless the evidence for the case is clear and 
transparent and no further investigation is required).   The HR Officer will provide support during 
the process.   
 
An investigation will include a formal interview with the employee(s) along with reviewing any 
evidence related to the case.  (i.e. tracking information, CCTV, email accounts, statements  etc.).  
Managers need to be mindful of searching through personal information and should be 
accompanied by the HR Officer.     
 
An investigation may also include covert surveillance.  In these circumstances the initial 
investigation will be for the purposes of fact finding and to determine if there is a cause of 
concern. 
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Suspension 
 
In certain circumstances it will be inappropriate for the employee to remain at the workplace, so   
senior manager will consider a brief period of suspension whilst an investigation is conducted. 
This will be determined by the severity of the allegations and associated risks. 
 
Suspension is a neutral act, which does not prejudge any outcomes of the case and employees 
will receive normal pay provisions provided the rules outlined in the letter are followed. 
 
The details and rules around suspension will be relayed verbally to the employee and confirmed 
in writing.   
 
The HR Department will produce the necessary correspondence and advise managers 
accordingly.    
 
Where certificated sickness absence coincides with suspension for pending allegations of 
gross misconduct, the organisation will not pay employees occupational sick pay. 


 
Section 4 - The Formal Hearing 
 
The HR Department will make appropriate arrangements for the hearing, which may include 
arranging provisional dates during the course of the investigation.   
 
The employee will be notified in writing of the arrangements for the hearing and be provided with 
a copy of the management case, and details of any witnesses to be called.  Similarly, employees 
will be required to submit any evidence for their defense prior to the hearing. 
 
Witnesses, who are employees of Tai Tarian, will normally be required to attend hearings.   
 
Appropriate discretion will be applied having regard to the sensitive nature of the case, impact on 
relationships and service delivery needs.    No employee who acts as a witness will suffer any 
detriment as a result of doing so.     
 


New evidence will only be accepted on the day of the hearing if the information submitted was 
not previously available. 
 
A hearing may be adjourned at any time where it is considered necessary and reasonable to do 
so, e.g. to obtain additional information, natural break for due consideration etc. 
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Section 5a - Formal Action - Discipline 


In deciding what form of penalty to impose, any unexpired warnings will be taken into account; 
along with any other relevant mitigating factors e.g. length of service. 
 
Stage 1 - Oral / Verbal Warning - live for a period of 6 months. 
Stage 2 - First Written Warning - live for a period of 6 months 
Stage 3 - Final Written Warning- live for a period of 12 months or more, if circumstances 


warrant. 
 
Where a warning is issued the employee will receive written confirmation of the warning, its 
duration and the right of appeal.       
 
Stage 4 Dismissal (Summary Dismissal without notice) 
 
Employment contract will be terminated on the grounds of gross misconduct or repeated 
misconduct.   
 
Where the employee’s contract is terminated the employee will receive written confirmation of the 
outcome along with the right of appeal.     
 
All appeal hearings will be convened as soon as it is reasonably practicable where all the 
required documentation is available and has been exchanged.  The date of the appeal hearing 
will be mutually agreed, but not unreasonably delayed. 


 


Other Sanctions 


Depending on the nature of the case, there may be other penalties which are deemed as 


appropriate sanctions for the offences committed.  Examples include:- 


 Financial penalty where there has been financial loss to the organisation; 


 Redeployment/Demotion to another post without protection; 


 Withdrawal of staff benefits (i.e. temporary removal of a Vehicle/withholding of salary 
increments, refusal to partake in salary sacrifice schemes) 


 
The HR Department will produce the necessary correspondence and advice accordingly 
along with the right of appeal. 
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Section 5b - Formal Action – Grievance/Harassment and Bullying 


The Grievance procedure is initiated by the employee(s).      
 
The employee(s) representative can take an active part in this process in order to support the 
employee(s) as appropriate. 
 


In the first instance, employees should speak with their managers in formally to try to resolve any 
issues they may have. 
 
Stage 1 – Formal   


 
- Employee to complete and submit a GR1 form to Manager and HR Officer (Part A) fully 


stating why are aggrieved and what outcome they are seeking,  
- Meeting will be arranged to discuss the facts of the case. 
- Manager to confirm outcome of the grievance to employee by completing GR1 (Part A&B). 
- Outcome of the grievance will be rejected, upheld or determined to be an unresolvable case. 


 
Stage 2 – Formal    
 
- Employee to complete and submit a GR1 form to the next level of manager and HR Officer 


fully stating the reasons they remain aggrieved.  
- Hearing will be arranged to discuss the facts of the case. 
- Manager to confirm the outcome of the grievance to employee. 
- Outcome of the grievance will be rejected, upheld or determined to be an unresolvable case. 


 
There will be no further right of appeal, and the internal process will be exhausted. 
 
Following the completion of the grievance procedure, and where a grievance has been upheld, 
disciplinary action may be taken against an individual who has behaved inappropriately.  
 
The HR Officer will produce the necessary correspondence and advise accordingly. 
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Appendix 1 
 


Hearing/Appeal Procedure  
 
The following people will normally be in attendance: 


 


The Manager chairing the hearing and HR adviser; 


The Employee, together with his/her Trade Union Representative or work colleague; 


Investigating Officer(s)/Witnesses as required. 


 


The hearing will be conducted under the discretion of the manager chairing the hearing 


who will manage the process to achieve a balanced and objective outcome and make the 


ultimate decision.  The process guidelines are as follows:- 


 


1. Clarify the Procedure / Process 


 


The Investigating Officer(s) and Employee Representatives to be called in together. 


The Chair will introduce those present and explain how the hearing will be conducted. 


The Chair will seek confirmation of witnesses and the documentation to be referred to 


during the hearing. 


 


2. The Investigating Officer will present key details of the case. 


 


The Employee and Chair/HR Advisor may ask questions of the management case. 


The investigating officer(s) may call witnesses to attend for points of clarification. 


The Employee and Chair/HR Advisor may ask questions of the witnesses. 


Additional questions may be asked for clarification purposes. 


 


3. The Employee (and/or representative) will respond to the case. 


 


The Management and Chair/HR Advisor may ask questions of the employee case. 


The Employee (or representative) may call witnesses to attend for points of clarification. 


The Investigating Officer(s) and Chair/HR Advisor may ask questions of the witnesses. 


Additional questions may be asked for clarification purposes. 


 


4. The Management and Employee will sum up.   


 


New information will be allowed in exceptional circumstances and where it was not 


previously available. 


The investigating officer and employee parties will then withdraw. 


The Chair and HR adviser will then deliberate in private.   


If any further points of clarification are required, both parties will be called. 


 


5. Both parties will be recalled and informed of the Chair’s decision.  


 


This decision will be relayed verbally and confirmed in writing to the employee. 


(Depending on the case, the delivery of the outcome maybe adjourned) 
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Appendix 2 


  


INFORMAL CAUTION 
 
 


Employee name      Employee number  


Job Title               Department 


 


Please clearly explain any failings of behaviour or conduct, using evidence where possible 


to demonstrate these failings.    


1. Timekeeping     2.  Work Performance    


3. Conduct /Attitude/behaviour   4. Sickness absence    


5. Training      6. Other Misconduct (specify)  


Please remind employee of the standards expected in relation to the relevant process. 


Brief details of incident (Date etc) 


 


 


 


Date of meeting …………………………………………………………………… 


Present ……………………………………………………………………………… 


Summary of Discussion…………………………………………………………… 


 


 


 


 


 


CAUTION ISSUED (NO EXPIRY DATE)      


Signed by Employee           ………………………………………………………………. 


Signed by Line Manager     ………………………………………………………...... 


Complete and forward to HR – hr@taitarian.co.uk HR to add to employee electronic record 


 


 


 


 


 


  


 


 


  


 


 



mailto:hr@taitarian.co.uk
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          APPENDIX 3 


GRIEVANCE MONITORING FORM (GR1) 
 
Employee name      Staff number  


Job Title               Section 


 
Date of Informal Discussions:  


 


 
Brief Detail of Grievance:- (attach separate documentation if necessary) 


 
 
 
 


 
Outcome Sought:- 


 
 
 


 
 


 
Signed:-………………………………………… Date …………………………….  
 
Grievance Record: 
 


 Date Resolved 
Yes/No 


Outcome and brief reason. 


Stage One 
Informal 


   
 
 


Stage Two    
 
 


Unresolvable   
 
 


  
Grievance concluded by:  


 
 
Employee signature:  


 
 


  


  







14 | P a g e  


 


 
Appendix 4 
 
Procedure for Disciplinary action against Executive Directors  
 
The Chief Executive has the authority to take disciplinary action against executive 
directors, up to and including dismissal. 
 
Appeals against disciplinary action or dismissal of executive directors will be heard 
by the Chair of the Board, taking advice from a suitably qualified external person or 
body where appropriate. 
 
The Chair of the Board has the authority to take disciplinary action against the 
Chief Executive and Company Secretary, up to and including dismissal. 
 
In the event of an appeal against disciplinary action or dismissal by the Chief 
Executive or Company Secretary, the board will appoint a suitably qualified 
external person or body to conduct the appeal and will secure its own independent 
legal advice in order to present the case. 
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Theme  : WORKING TOGETHER 


 


Procedure Name 


Procedure reference number    


Issue number:   


Department responsible:  


Person responsible  


Procedure implementation date: 


Procedure review date :  


 


 


CAPABILITY  (Performance Improvement) 


01 


00 


Organisational Development 


Head of Organisational Development  


October  2017 


December 2020 or upon any change in 


legislation 
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Section 1 – Principles 
 
Tai Tarian has an open policy for communication and consultation on staffing matters.  Tai Tarian 
expect all their employees to perform to the required standards.    
 
Poor performance has a negative impact on service delivery and employee’s colleagues. The 
manager’s key obligation is to resolve these cases promptly and thoroughly.  
 
What the procedure is for:- 
The aim of this procedure is to provide a supportive framework to improve performance, where 
despite receiving all the relevant training, instruction and support, performance standards are not 
being achieved.     
 
This procedure will also be used to support the Making a Difference Dialogue where employees have 
been rated as “should do better” and no improvement has been made. 
 
Who this procedure applies to:- 
All Employees. 
 
What are the guidelines:- 


 Employees are expected to behave appropriately in line with the Tai Tarian expectations as 
outlined in the employee code of conduct, “Our behaviours”, and behaviours governed by law 
e.g. Equality Act. 


 Where issues arise, it is expected that these are dealt with promptly to seek early resolution. 


 Tai Tarian will manage any matters arising fairly and promptly.  


 Where performance is linked to misconduct, the conflict resolution procedure will be used. 


 Employees are expected to engage in supportive measures offered to improve performance.   


 Managers will give employees as much notice as possible of any meetings arranged (this may be 
verbal as well as in writing).   


 Where formal meetings are arranged, employees have the right to be accompanied by a trade 
union representative or a work colleague. Employees can be supported at the informal stages.   


 At all stages, employees will have the opportunity to put their case forward. 


 Meeting dates will be mutually agreed, but not unreasonably delayed. 


 Where, in exceptional circumstances, an employee does not attend a hearing, or a date cannot 
be agreed, the case will proceed in their absence and notified of the outcome accordingly. 


 Warning appeals will be heard generally by the next level of management.   


 Dismissal appeals will be heard by the Chief Executive. 


 An appeal hearing will be a rehearing of the original case.  The outcome of the appeal hearing 
will be to confirm, reject or ‘amend’ the action previously decided upon.   This could result in the 
original sanction being increased. 


 
What else you need to know:- 


 


 A contract of employment exists on trust & confidence between employees and managers. 


 Any cases that are dealt with under this procedure will be dealt with confidentially.  


 No formal action will be taken against a trade union representative until the relevant full time 
official has been notified.  


 Where poor performance reoccurs after the expiration of a warning, the process will not 
necessarily start again and the next stage of warning may still be issued. 


 There may be other procedures which run in tandem with this procedure, where there are 
multiple issues that need addressing. 


 Where capability is due to Ill Health, the Maximising Attendance at Work procedure will be used. 
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Unite Union Statement 


Following our consultation process we support the published procedures and policies.   Nothing in 


these documents represents a change to any fundamental terms for employees, whether those who 


transferred from the local authority under TUPE or those who have joined Tai Tarian since. 


Any proposed changes will only be made in future through consultation and, where relevant, 


collective bargaining. 


In all employment matters, the Unite position is that where a contractual term is more favourable than 


a statutory one, the contractual term will apply. 


 
 
Section 2a – Examples of Incapability 
 
In determining whether an employee is incapable, generally there will be little improvement following 
training, support or possible previous warnings.   
 
CAPABILITY 
 


 Continue to not understand instructions despite training, encouragement and practice. 


 Continue to make same mistakes, not learning from previous ones. 


 Despite best efforts, there is little or no improvement. 


 Lack of mental or physical ability to undertake duties. 


 Poor performance is not clearly identified at the time events occur, but become apparent at a 
later date.   


 Consequences for decision making are not apparent until a much later date.  


 Under performance has been hidden / unnoticed and not exposed until a later date. 
 
 
 
MISCONDUCT   
 
In determining whether the poor performance is related to misconduct, you must identify if the poor 
performance is a result of:- 
 


• Unwillingness to improve; 


• Avoidance of receiving support and guidance; 
• Being careless in undertaking duties; 


• Being negligent;  
• Having a poor attitude towards support and guidance;  


 
 
 


Seek advice from an OD team member if this procedure is to be initiated. 







4 | P a g e  


 


Section 3 – Process 


 
Informal Process 
 
Managers need to deal with any concerns over performance promptly and effectively initially through 
counselling and/or training or have a 1:2:1 meeting(s). 
 
Managers are expected to clearly explain:-  
 


 the employee’s failings, including evidence and explain why they are below standard; 


 identify difficulties experienced by the employee; 


 clarify the expected standards; 


 agree expected standard of behaviour or performance for the future by assessing skill and 
knowledge; 


 agree any training or support required;  


 agree time scales for review. 
 
In order to restore standards of performance or behaviours of the individual, an action plan for 
success will be created and agreed on the Making a Difference Dialogue.  The action plan should be 
jointly agreed between the employee, manager and a member of the OD Team. 
 
Where standards do not improve in the agreed timescales, or performance fails to improve, please 
contact an OD team member for advice prior to proceeding with the informal process. 
 
The informal process should generally not exceed a 3 month period, unless the tasks undertaken are 
less frequent.  Review meetings can take place at a time appropriate in the circumstances (weekly / 
monthly etc.)  
 
A structured and objective review of expected standards, behaviours and support is usually 
the best way to achieve a successful outcome. 


 
Formal Process 
 
There will be occasions where an informal approach proves to be unsuccessful and the formal 
procedure is more appropriate.  Your manager will confirm if the formal procedure will be initiated, 
and contact an OD team member to make suitable arrangements. 


 
Section 4 - The Formal Hearing 
 
An OD team member will make appropriate arrangements for the hearing, which may include 
arranging provisional dates during the course of the investigation.   
 
The employee will be notified in writing of the arrangements for the hearing and be provided with a 
copy of the management case, and details of any witnesses to be called.  Similarly, employees will 
be required to submit any evidence for their defense prior to the hearing. 
 
Witnesses, who are employees of Tai Tarian, will normally be required to attend hearings.  
Appropriate discretion will be applied having regard to the sensitive nature of the case, impact on 
relationships and service delivery needs.    No employee who acts as a witness will suffer any 
detriment as a result of doing so.   
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New evidence will only be accepted on the day of the hearing if the information submitted was not 
previously available.  A hearing may be adjourned at any time where it is considered necessary and 
reasonable to do so, e.g. to obtain additional information, natural break for due consideration. 
 


Section 5 - Formal Action - Capability 


Should the outcome of the hearing determine that there is failure to meet the necessary performance 
standards the following sanctions will be issued:- 
 
Stage 1 - First Written Warning - live for a period of 6 months 
Stage 2 - Final Written Warning- live for a period of 12 months or more if circumstances warrant. 


 
Where a warning is issued the employee will receive written confirmation stating:- 
 


 confirmation of the warning, its duration and the right of appeal 


 summary of the employee’s failings; 


 clarify the expected standards; 


 agree expected standard of behaviour for the future by assessing skill and knowledge; 


 agree any training or support required;  


 agree a time scale for review. 
 
 
Stage 3 - Dismissal on the grounds of Capability or  


      Redeployment (where a suitable alternative role exists) 
 
Where an alternative suitable post is available, this may be offered as an alternative to dismissal.     
 
In considering alternative employment, it must be deemed that the employee is capable of carrying 
out the role.  If suitable alternative employment is offered and refused, then dismissal will be the 
outcome.  There is no pay protection where redeployment is offered. 
 
Where performance does not improve satisfactorily, the employee will be dismissed on the grounds 
of capability.   
 
Where the employee’s contract is terminated the employee will receive written confirmation of the 
outcome along with the right of appeal.     
 
All appeal hearings will be convened as soon as it is reasonably practicable where all the required 
documentation is available and has been exchanged.  The date of the appeal hearing will be mutually 
agreed, but not unreasonably delayed. 


 


The OD department will provide the necessary advice and produce the necessary 
correspondence as appropriate.   
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APPENDIX 1 


 


Hearing/Appeal Procedure  
 
The following people will normally be in attendance: 


 


The Manager chairing the hearing and HR adviser; 


The Employee, together with his/her Trade Union Representative or work colleague; 


Investigating Officer(s)/Witnesses as required. 


 


The hearing will be conducted under the discretion of the manager chairing the hearing who 


will manage the process to achieve a balanced and objective outcome and make the ultimate 


decision.  The process guidelines are as follows:- 


 


1. Clarify the Procedure / Process 


 


The Investigating Officer(s) and Employee Representatives to be called in together. 


The Chair will introduce those present and explain how the hearing will be conducted. 


The Chair will seek confirmation of witnesses and the documentation to be referred to during 


the hearing. 


 


2. The Investigating Officer will present key details of the case. 


 


The Employee and Chair/HR Advisor may ask questions of the management case. 


The investigating officer(s) may call witnesses to attend for points of clarification. 


The Employee and Chair/HR Advisor may ask questions of the witnesses. 


Additional questions may be asked for clarification purposes. 


 


3. The Employee (and/or representative) will respond to the case. 


 


The Management and Chair/HR Advisor may ask questions of the employee case. 


The Employee (or representative) may call witnesses to attend for points of clarification. 


The Investigating Officer(s) and Chair/HR Advisor may ask questions of the witnesses. 


Additional questions may be asked for clarification purposes. 


 


4. The Management and Employee will sum up.   


 


New information will be allowed in exceptional circumstances and where it was not previously 


available. 


The investigating officer and employee parties will then withdraw. 


The Chair and HR adviser will then deliberate in private.   


If any further points of clarification are required, both parties will be called. 


 


5. Both parties will be recalled and informed of the Chair’s decision.  


 


This decision will be relayed verbally and confirmed in writing to the employee. 


(Depending on the case, the delivery of the outcome maybe adjourned)    
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Housing Team Leaders 

Group HR Session 

02/12/19







1



Agenda

HR and Housing 

Typical HR > Manager 121 Structure  

Questionnaire

Discussion Topics

Sickness 

Investigations and Disciplinary Process 

MADD Reviews 

HR Updates















HR and Housing 

HR Advisor (Sarah C) 

General HR Administration and Reporting

First port of call for HR queries 

Lower level Employee Relations cases e.g Maximising Attendance, investigations

HR Business Partner (Sarah M)

Partner with a particular area of a business, working with Managers to implement effective people strategies

Carry out 121s with Managers to address ongoing team issues

More complicated ER cases e.g Disciplinary's, capability, redundancy 















Typical HR and Manager 121 Structure

Discuss the following:

Sickness (STS LTS, patterned absence) 

Occupational Health and/or Adjusted Duties 

Ongoing or potential Employee Relations Cases

Performance & Recruitment 

Any other business 















Questionnaire 

5 minutes to complete questionnaire. 















Sickness 

Current policy has no trigger points – thoughts? 

How many absences before an Informal Caution? 



Sickness Vs Annual Leave – Understanding ?

Masking illness – unable to support  

AL – Statutory Right 













Employee Relations (Investigation & Disciplinary)

Experience 



Training 















MADD Process 

MADD end of year – thoughts on process, useful or tick box? 

12 Grid – What happens next?







HR Updates 



EAP 



Cycle 2 Work 



Flu Jabs 
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Name:  


 


Manager Questionnaire 


 


1) How long have you been a manager for? (within Tai Tarian) 


 


 


2) What percentage of your Team Leader role do you believe to be people management?  


 


 


3) How many sickness absences would you consider before having a concern for an employee’s 


absence and potentially issuing an informal caution?  


 


 


4) Within your role as TL have you issued any informal cautions? (if so, approx. how many) 


 


 


5) Within your experience as a Manager, have you led any disciplinary investigations?  
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Recommended Work Adjustment Form



This form is to be completed when your employee requires any adjustment/s to their normal working role, as advised by Occupational Health.

Section A – Detail 

		What was the reason for the OH Referral?











		



		What recommendations have been advised by OH? 







		e.g Phased Return/Working adjustments – Please detail















		Can these recommendations be accommodated?



		

Yes/No



		Please detail the agreed adjustments and timeframe.

		





















		Is there any further support we can offer? 

		











Manager Signature 	_____________________________	Date _______________________

Employee Signature 	_____________________________	Date _______________________



 





Section B – Weekly Informal Reviews (Bi-weekly if more appropriate)

Date of Review				Any Updates?					 

		

		



		

		



		

		



		

		



		

		









Section C – Return to full duties 

The agreed adjustment/s has now come to an end and the employee has returned to full duties.  

Date returned to full duties ___________________

Manager Signature 	_____________________________	Date _______________________

Employee Signature 	_____________________________	Date _______________________
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Recommended Work Adjustment Form



This form is to be completed when your employee requires any adjustment/s to their normal working role.

Section A – Detail 

		What is the reason for the required adjustment?











		Jane Doe has recently returned from a long absence. Jane was absent due to low mood and has anxiety about returning to work and performing the full role. Adjustments will be put in place to ease Jane back into the workplace.  



		Please detail the agreed adjustments and timeframe.



 

		

Jane will be returning to work on 01/01/20 and following the below plan:



Week 1 – Jane will work 3 days a week, her duties will include admin tasks only.

Week 2 – Jane will work 4 days a week, she will start to take customer queries over the telephone only.

Week 3 – Jane will return to full duties working 5 days a week and undertaking all parts of her role.  































		Is there any further support we can offer? 

		Jane has been referred to Occupational Health 











Manager Signature 	_____________________________	Date _______________________

Employee Signature 	_____________________________	Date _______________________





Section B – Weekly Informal Reviews 

Date of Review				Any Updates?					 

		End of Week 1

		



		End of Week 2

		



		End of Week 3

		



		

		



		

		









Section C – Return to full duties 

The agreed adjustment/s has now come to an end and the employee has returned to full duties.  

Date returned to full duties ___________________

Manager Signature 	_____________________________	Date _______________________

Employee Signature 	_____________________________	Date _______________________
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Preface 


The following document provides step by step guidance for managers about how to 


approach the critical task of recruitment, in collaboration with HR colleagues.  This “how to” 


guide will be regularly updated to reflect our evolving approach to this activity, as the 


technology we use to deliver our recruitment process becomes ever more effective and our 


selection tools and evaluations become more insightful. 


The following are some basic principles about recruiting and choosing new colleagues that 


we believe that everyone involved in the recruitment process at Tai Tarian should share. 


Recruitment & Selection is Based on Good Collaboration 


Recruitment and selection works best when recruiting managers and HR colleagues 


work as a team, actively seeking each other’s input, having proactive dialogue and 


creating clear plans about how each vacancy will be managed.  Value the perspective 


that each participant brings to the process. 


We Recruit Openly 


We always make our opportunities as widely known as possible to attract talented 


people who genuinely want to work at Tai Tarian.  In our selection process we seek 


the talent in each candidate and appoint based on merit.  Creating an inclusive 


atmosphere for all candidates in our recruitment process matters to us.  As a result, 


we comply with the relevant law in all respects. 


We Recruit for Values & Behaviours, Train for Skills 


What everyone remembers about someone is who great at their job is their 


behaviours – “how” they do “what” they do.  It’s essential that our selection 


processes focus on how a person works, not just what they know.  We can teach 


skills but we can’t teach values or core behaviours.  It’s also important to look out for 


candidates with transferable skills who can often be trainable in a short period. This 


can be preferable to appointing a candidate with the required specific technical skills 


or experience who is not the right “fit”. 


We Make Evidence-Based Selection Decisions 


Each selection process impacts the course of someone’s life and career for both 


successful and unsuccessful candidates.  It follows that we should take care, making 


our judgements based on as much evidence as we can, limiting our subjective 


reactions and including the views of everyone in the process.   


We Make the “Candidate Experience” Positive 


We to treat every candidate with courtesy and consideration and leave everyone with 


a positive impression.  Unsuccessful candidates should also feel that they learned 


from their experience with us as they will share their views with family and friends. 


Recruiting new employees is time consuming, but can be one of the most exciting and 


rewarding things a manager can get involved in.  Bringing new people to your team who fit 


well, add value and make a real impact is one of the best ways to maintain team balance 


and keep everyone in the team motivated. 
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Introduction 


The purpose of this procedure is to help the organization recruit in the most effective, 


timely, cost effective and safest way possible. All recruitment within Tai Tarian should be: 


 evidence based, ensuring all decisions are taken on merit as measured against the 
criteria of role profile for the position 


 candidate-centric  
 fair and without bias, in line with all relevant legislation 
 rigorous and systematic 
 relevant, timely and fit for purpose  
 cost effective 


The organisation is committed to applying its equal opportunities policy at all stages 
of recruitment and selection. Advertising, shortlisting, interviewing and selection will 
always be carried out without regard to gender, transgender status, sexual 
orientation, marital or civil partnership status, colour, race, nationality, ethnic or 
national origins, religion or belief, age, pregnancy or maternity leave or trade union 
membership. 


1. Vacancy Authorisation & Recruitment Planning 


Notification of Vacancy and Authorisation 


If you are considering filling an existing vacancy or creating a new role whether it be 


temporary , fixed term, agency cover or permanent, speak with your HR Partner initially 


to discuss options and agree the best course of action. HR will support the Line Manager in 


defining and filling the vacancy.  


Following initial discussions with HR, a Line Manager must first obtain appropriate 
approval. Where recruitment is to fill a vacancy created by a leaver, approval will 
normally be granted via an email from a Head of Service/Deputy Director without 
the need for a business case. If however the Line Manager wishes to upgrade a 
post, change a post, or create a new post, justification for this must be presented to 
the Executive Management team by way of a business case and the role profile must 
go through the approval process  


Developing the Role Profile 


The organisation aims at all times to recruit the person who is most suited to the 
particular job. Recruitment will be solely on the basis of the applicant's abilities and 
individual merit, measured against the criteria for the job as described in the role 
profile. Qualifications, experience and skills will be assessed at the level that is 
relevant to the job. 


Before embarking on the process of recruitment, the Line Manager must ensure that 
there is an up-to-date role profile and that this has been developed in conjunction 
with the OD Department. The need for an up to date role profile applies even to 
backfills and roles to be filled with agency workers. The job profile will briefly outline 
the key deliverables of the role and also describe the type of qualifications, training, 



https://www.gov.uk/discrimination-your-rights
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knowledge, experience, skills, aptitudes and competencies required for effective 
performance of the job. 


Once the Business case and role profile have been authorised, the two documents 


with the relevant authorisations should be sent to the recruitment email address. 


If no business case is needed, send the role profile to the recruitment email address 


and advise if the role is to be filled on a permanent , agency or fixed term basis. 


Once this informaiton has been received a recruitment planning  meeting will be set 


up with the hiring manager and a member of the HR team to plan and agree the 


recruitment process. 


In order to ensure the recruitment process is as efficient and clear as possible, the 
HR department will require appropriate, documented approval and an up to date role 
profile before moving the vacancy to the next stage of the recruitment process. 


Recruitment Planning Meeting 


The Recruitment Planning meeting will be set up with the hiring manager and cover 


areas such as the best place to advertise, what the key requirements for the role are 


that can be used in the advert and also which criteria can be used as shortlisting and 


assessment criteria. The type of assessment methods will also be agreed to ensure 


that we get the best person for the role. Also other information that is vital to 


progress the recruitment process and to ensure that there are no delays in 


appointing the successful person at the end of the process. A member of the HR 


team will also advise you on the responsibilities and timescales for each part of the 


recruitment process so that the role is filled as efficiently as possible. 


2. Advertising and Vacancy Management 


Once the HR Team and Hiring Manager have held their recruitment planning 


meeting and all of the information needed to support the recruitment process is 


available, they are then able to advertise the vacancy on the relevant job boards.  


All applications must be submitted through the applicant tracking system, no CV’s 


will be accepted by any other route.  If applicants from agencies are to be allowed 


there is an agency portal through which they can submit CV’s. This will be discussed 


at the recruitment planning meeting and HR will set up this access for the agency. 


If any internal applicants are having difficulty submitting their CV please contact the 


HR team who will be able to provide guidance. 


The hiring manager will receive access to the Applicant Tracking System as soon as 


their job advert has gone live so that they will be able to choose to monitor 


applications as they come in or wait until the closing date.  


The advert will be open for 2 weeks as standard. However, the hiring manager will 


also be able to ask for the advert to be closed early if they have received a suitable 
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number of quality applications, this is particularly helpful for jobs that attract high 


volumes of applications eg over 30 per role. 


Viewing Applicants CV’s 


The hiring manager will be sent an email from the HR team with a link to the 


applicant tracking system, their username and a one time use password.   


If there are any questions please email - email_recruitment@taitarian.co.uk 


The email will contain the following details 


Click on the below link to enter your log in page: 
https://taitarian.postingpanda.com/Vacancies 
 
Log in details will be as follows:  
Username: Email address  
Password: xxxxx(will be sent on email)  


 
Note: The password is case sensitive so please ensure you enter the password 
exactly how it is provided.  


 
Click Sign In once you have entered your details.  
 


Please change this password when you first log in, by clicking on your username 


in the top right hand corner of the screen. 
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Once you have signed in you will be presented with a screen displaying your job vacancies, 


as follows. 


Please make sure that you select “Show All” otherwise you may not find your vacancy 


 


 


You should now see your vacancies and can look through the applicants CV’s 


 


Open up each section of the application to find out further information e.g. application (CV), 


personal details etc. the “Offer Details” section is for HR use only. 
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Each post in the system is split into five different progression pots: 


Unassessed, Shortlisted, In Progression, Offered & Hired 


 


 On the main vacancies screen your rejected candidates cannot be seen. These are 


only visible when you click into the vacancy. This means that your total applications 


may be greater than the sum of the five visible pots. 


 When you click into one of the progression pots on a vacancy you are then able to 


view candidate details and manage these candidates through the recruitment 


journey. 


 You are able to click on the progression pots at the top of the screen to navigate to 


the candidates who are at this stage. Above the name of the pot the system displays 


the amount of candidates at this stage. 


 On the left hand side of this screen you can see a list of candidates who are at this 


specific stage. As you progress through the stages the candidate list will always 


remain on the left. 
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3. Shortlisting 


This is a key stage in the process, which demands focus and attention from the 


hiring manager to ensure they make objective assessments.  It’s often a good idea 


for the hiring manager to work with a close colleague to ensure key points are 


captured and to provide a sounding board for shortlisting decisions.    


Summary 


 A minimum of 3 essential criteria from the Role Profile to shortlist each 


applicant must be used. 


 Involve another colleague where possible as a sounding board. 


 Ensure that the same criteria is used for each applicant. 


 Capture the relevant evidence. 


 Ensure that the decision whether the applicant has met, partially met or not 


met each criteria is recorded on the ATS in the notes sections before deciding 


whether to reject or take forward for interview. 


 


Click on Unassessed for the vacancy you are shortlisting for. This will open up records of 


those who have applied for the role.  


 


 


You will then be able to see the information of the first applicant for the role: 
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There are a number of sections for each applicant: 


 


 Application -> CV Preview button - Click on the application button to access their 


CV.  


 Application -> Application Form - Depending on which job board the applicant 


applied through, you can also see the reasons they are interested in applying for the 


role. Some of the job boards do not have this facility so this section will be blank, 


through no fault of the applicant. 


 Timeline - you can see the timeline of how their application is progressing with a 


record of all the actions taken and by whom in this section.  


 Communicate - You can send emails to the applicant from here.  You should only 


correspond with applicants via the system. 


 Manage files - this section allows you to upload their interview assessment notes 


and any other files that have been used in the recruitment process, so that an 


accurate record is kept of the recruitment process.  


 GDPR Compliance - this section is for HR use only. 


When reviewing each applicants CV you need to determine whether the applicant meets the 


essential shortlisting requirements that you decided on at the 


recruitment planning meeting. You should then type these 


requirements into the Notes section of the screen, adding the 


appropriate response against each requirement.  


 Met  


 Not Met  


 Partially met  


Once you have typed in the shortlisting criteria for the first 


candidate, highlight all and copy ready to paste in to the next 


applicant. This makes it easier than typing the same criteria in 


each time.  


For each applicant you will need to confirm if the criteria is met, 


not met or partially met.  


Then click Add Note in order to save the responses.  


It is important that notes on whether the applicant met, 


not met or partially met each of the essential 


shortlisting requirements of the role are recorded for each and every applicant 


before progressing to the next stage.  







Page 10 of 23 
 


Without this, your HR colleague won’t be unable to move the recruitment process forward 


any further and will not be able to issue a contract to the successful applicant at the end of 


the recruitment process. 


Star Ratings for applicants - to help with shortlisting 


The ATS has a useful star rating facility which you can use to rate applicants in your short 


listing process. These stars can be used to create a longlist of those that you would like to 


interview and those you would not like to take through to interview.  


For example, after you have added the notes on whether or not the applicant has met the 


essential criteria or not you can use the star function to put one star for applicants who you 


don’t want to take forward to interview and 5 stars for those you do.  


This means that when you have completed the shortlisting you can then filter the applicants 


and bulk invite to interview and bulk reject applicants. This is the most efficient option 


rather than having to invite each applicant separately and reject each applicant separately. 


Remember to save your notes by pressing the add note button to evidence how 


the applicant did, or did not, meet the critical requirements of the role before you 


can progress star rating, rejecting applicants or inviting them to interview.  


 


Filtering by star ratings 


To filter the applicants go to the filter button on the left hand side and choose which 


filter you would like to apply 
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Bulk Rejection of applicants 


Please check that you have added the shortlisting criteria for every applicant and added star 


ratings for each applicants. Once you have used the filter to find all of the applicants with 


one star rating, select the candidates that you want to reject by putting a tick in the box 


next to their name and then you can then bulk reject them as shown below. Please select 


the “Reject at Shortlist Stage Button” which will send the applicants an automatic 


email.


 


You will be asked “Are you sure?” just in case you have accidentally pressed the wrong 


button. If you still wish to reject the applicants, click again to send the rejection email 


template to the applicant. 


The ATS has standard rejection templates for rejecting applicants at the shortlisting stage 


and the applicants will receive the email 24 hours after you have sent it thanking them for 


their application, notifying them that they have been unsuccessful and advising that we are 


unable to offer feedback at shortlisting stage.  


4. Arranging Your Interviews 


Bulk inviting applicants to Interview 


Before inviting any applicants to interview please book your interview rooms and please 


make sure to invite email_recruitment@taitarain.co.uk (This will ensure reception are aware 


of your visitors).  


This functionality allows you to invite all of the applicants to interview in one go by setting 


the date and start time of the interview and the duration of each interview. The system then 


sets up time slots that the applicants can book themselves onto so that they can choose a 


time that suits them. The system will then notify you each time an applicant has confirmed 


their attendance time slot and send you a calendar invite which you can open and save in 


your outlook calendar with the applicants CV attached. Please note if you are interviewing all 


day, you will need to set up two interview sections otherwise the system will populate slots 


the whole way through the day without giving you any breaks. 


To set up bulk interviews, filter all the applicants so that you have all the applicants that you 


would like to invite to interview i.e. those with a five star rating. 


Ensure that you have put the shortlisting criteria and whether they have met 


each of them in the notes section before inviting to interview. 


Choose the interview stage that you are inviting them to i.e. Invite to First interview or 


Invite to 2nd interview. 



mailto:email_recruitment@taitarain.co.uk
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The first options you have when booking interviews are to see the applicant(s) who are 


being interviewed and who is conducting the interview.  


The main interviewer needs to be selected from the drop-down menu. 


 


 


You can then add additional Interviewers using the drop down.   If you cannot find them 


please contact your HR colleague.  Additional Interviewers can either be users of the system 


or external people. To add external interviewers, select the option and complete the 


required details. 
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The next stage is to choose the slot allocation for the interview and change “can the 


candidate choose their own slot” to YES 


 


 


From here you need to enter the interview times using “Quick Create Slots” 
 
As standard the system will create a new template based on the next working day between 
9am and 10am.  
 
You can edit the details when this is added or remove this slot completely by clicking the 
cross at the top right of the slot 
From here you need to load in the interview times  
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Creating an interview slot  


 There are four variables to select when creating an interview slot.  


o The Interview Date,  


o Interview Start Time,  


o Interview End Time,  


o Location of Interview. 


The location is pre-loaded based on the location where the job advert was posted. Please do 


not modifiy this otherwise applicants could be sent to the incorrect location. 


 


Once you have created the slots for your interviews you can then send out the invite to the 


candidates. **Do not forget to change or delete the systems pre-populated time 


slot beforehand.  


You have two options when selecting an email template to send the candidates.  


‘Edit Assigned Slot Template’ and ‘Edit Selectable Slot Template’.  


Please select the Edit Selectable Slot Template  as this option is where you are 


allowing candidates to choose their own slot. 


 


Once you have completed all the required information and checked over the email template, 


scroll right to the bottom of the page, on the right hand side you can select “Send” to 


invite all candidates to interview.    


All applicants selected, along with the primary interviewer and any additional interviewers 


will be automatically emailed about the interview booking. 


Interviewers will be able to open a calendar attachment and add it to their digital diaries. 


They will also receive the candidates CV in the email. 
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Candidates will receive a branded email from the system with a unique link for them to click. 


This link will take them to the Candidate Portal. Here the candidate can Accept or Decline 


the slot. 


Once you have sent Interview Invites out to candidates, you will be taken to the Interview 


Booking Page List. You can also access this page through the main vacancies page through 


the drop down on an advert post or from the candidate list at the top right. Please see 


below: 


 


 


 


The first section of the Interview Booking List is the Accepted Invites. This is a list of any 


invites that you have sent out, that have been accepted by the candidates. It will give you a 


complete overview of the Interview. 


You are able to reschedule any slots on this page. Clicking Reschedule will take you back 


to the interview booking page and will effectively allow you to create a new slot. 
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5. Assessment 


Pre interview 


Before the interview make sure that you and the other interviewer(s) have read through all 


of the CV’s and identified areas that you would like to explore more at interview. 


Please make sure that you have designed questions that are going to assess the knowledge, 


skills and experience that you require for the role and that you have agreed which questions 


you are both asking. 


Also ensure that you have all the interview questions and any other material printed out 


(interview question templates are available on request from HR). 


During the interview  


Ask all mandatory questions e.g. Schedule 1, right to work in the UK, What is their notice 


period, do they have any long holidays booked over the next 6 months. 


Each member of the selection team must complete an interview assessment form for each 


candidate 


If the role requires a qualification – check if the candidate has it and record as necessary. 


Explain the next stage and the timescales to the applicant; also explain that you will be 


getting in touch with them via telephone to explain the outcome.  They will then receive an 


email from the ATS once you have made the phone call and changed their status in the ATS. 


The hiring manager is responsible for ensuring that the interviews are conducted in 


a fair and consistent manner in accordance with relevant employment legislation.  It 


is their responsibility to ensure that all interviewers complete the interview 


assessment sheets and that they are scanned and uploaded into the ATS. 


NB:  The interview assessment sheets and any notes taken during the course of the 


interview must be stored to comply with our legal duties.  All recruitment information 


is held on the ATS for 12 months after the date of interview for unsuccessful 


applicants. 


Post first Interview 


You have held your first interviews. Now you must sense check your First Interview notes to 


ensure that you have recorded everything you wish to record, including feedback as to why 


you are or are not progessing the application any further. Once this is complete you must 


then upload your interview notes to the ATS. 


Firstly find the relevant vacancy and click on In Progression here you will find those 


applicants that you previously invited to Interview.  
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Find the relevant applicant and open up the Manage Files section 


 


Click the arrow in order to browse for your document button and then click the Upload 


Files button to upload the First interview notes 


 


 Once the upload is successful you will see the file uploaded as shown below
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Please note that first interview notes must be uploaded for each and every applicant 


interviewed. Without this, your HR colleague won’t be able to move the recruitment process 


forward any further and will not be able to issue a contract to the successful applicant. 


6. Making Your Decision 


This is often the challenging stage for hiring managers.  Always feel free to talk this through 


with your HR colleague or another colleague involved in the process. 


Rejecting Applicants after First interview 


Call all unsuccessful applicants and advise them that they have not been successful on this 


occasion and offer them verbal feedback at a time convenient for them. 


After you have contacted the unsuccessful applicants - Select the applicants on the left hand 


side of the screen and you can then bulk change their status to “Reject after AC/1st/2nd 


Interview”  


 


Rejecting Applicants and moving them to the Talent Pool 


Select the applicants that you are not taking forward to the second interview on the left 


hand side of the screen and you can bulk change their status to “Reject and Talent Pool”  


 


Inviting applicants to Second Interview 


To invite applicants to the Second Interview, please follow the same process as inviting to 


the first interview except for changing the status to “Invite to 2nd Interview” 
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Post Second Interview  


Congratulations!  You’ve reached the stage where you can tell everyone their outcome, and 


can especially enjoy informing the candidate you want to appoint. 


You will need to change the status of the successful Applicant to ‘Hiring Manager – 


Verbal Offer’ 


 


 


Call the successful applicant and let them know that you would like to offer them the role 


and that the HR team will be in contact to discuss the details. Please do not discuss salary or 


any other terms and conditions with them. 


Once you have offered the role to the applicant, you need to go into the ATS and change 


the applicant status to ‘Hired’  
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Rejecting the unsuccessful applicants 


Call all unsuccessful applicants and advise them that they have not been successful on this 


occasion and offer them verbal feedback at a time convenient for them. You may have some 


applicants that are unsuccessful but you may like to keep them for consideration for other 


roles should they arise. In these circumstances you can let the applicants know that you will 


keep them in the talent pool in case any further vacancies arise that they can be considered 


for. 


 


 


Rejecting and talent pool the unsuccessful 


applicants 


 


Reject after Interview  


 


Candidate does not attend  


 


 


 


 


7. Formal Job Offer and Pre – employment checks 


Once the manager has called all applicants and advised them if they were successful or not 


and then changed their status on the ATS to either offer or reject, your HR colleague will 


then call the successful applicant and discuss the details of the job offer with them and the 


pre-employment checks. 
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All applicants will start on a Monday unless there is a bank holiday and they will start on the 


Tuesday. The minimum length of time between a job offer and the applicant starting would 


be 2 weeks to ensure all the relevant pre – employment checks are completed. Applicants 


may have 4 weeks to 3 months’ notice period with their current employer which will affect 


their start date. 


Before an applicant can start the following must be successfully completed 


 Schedule 1 authorisation if appropriate 


 OH  clearance 


 HAVS  clearance if appropriate 


 DBS check or risk assessment if appropriate 


 The following checks will be completed/arranged by HR either on their first day or in their 


first week of employment 


 Audio surveillance if appropriate 


 Right to Work documentation check (First day) 


 References 


 


8. Induction 


First day induction 


All new starters are met on their first day by HR and given a brief overview of the main 


points they need to know in their first week. 


Corporate Induction 


Corporate Induction is run once a month for all new starters it is mandatory that all new 


starters attend this induction. The induction includes a welcome session with the Chief 


Executive and sessions from OD and Corporate Governance. 


Departmental Induction 


Line managers should ensure that they deliver a departmental induction starting on the first 


day to the new employee, please use the “Getting Started Pack” to help supplement the 


departmental induction. The line manager should also ensure that they take the new 


employee through the Action Plan for Success Process and set goals that they need to 


achieve in their first 6 months of being with Tai Tarian and ensure that the new starter is 


aware of the training that they will need to complete in their first few weeks. 
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Appendix 1: Recruitment Process - RACI Matrix 


Activity  Documents 
Required 


Responsible Accountable Consulted Informed 


Notification 
to Recruit 


Role Profile 
Business Case (if 
appropriate) 


Hiring 
Manager 


Hiring 
Manager 


HR Team  


Recruitment 
Planning  


Role profile 
Recruitment 
Planning 
Document 


HR Team HR Team Hiring 
Manager 


 


Advertising Advert HR Team HR Team Hiring 
Manager 


Applicant 


Candidate 
Management 


Role Profile 
CV 


Hiring 
Manager 


Hiring 
Manager 


HR Team Applicant 


Shortlisting Role Profile 
CV 


Hiring 
Manager 


Hiring 
Manager 


HR Team Applicant 


Invite to 
Interview 


 Hiring 
Manager 


Hiring 
Manager 


HR Team Applicant 


Reject at 
shortlisting 
stage 


 Hiring 
Manager 


Hiring 
Manager 


HR Team Applicant 


Interview CV 
Interview 
Questions 


Hiring 
Manager 


Hiring 
Manager 


HR Team Applicant 


Reject after 
interview 
 


Interview 
Assessment notes 


Hiring 
Manager 


Hiring 
Manager 


HR Team Applicant 


Notify 
applicant 
that they are 
successful 


Interview 
Assessment notes 


Hiring 
Manager 


Hiring 
Manager 


HR Team Applicant 


Formal offer 
of role 


Principal 
Statement of 
employment 
 
OH pre 
employment 
checks 
 
New starter form 
 
Monitoring Form 


HR Team HR Team Hiring 
Manager 


Applicant 


Pre-
employment 
checks (pre 
start date) 


Schedule 1 
authorisation (if 
appropriate) 


 


Hiring 
Manager 
 
 


Hiring 
Manager 
 
 


Corporate 
Governance 
 
 


HR Team 
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OH  clearance 
 


HAVS  clearance 
(if appropriate) 


 
DBS check or risk 
assessment (if 
appropriate) 
 


HR Team 
 
HR Team 
 
 
 
HR Team 


HR Team 
 
HR Team 
 
 
 
Hiring 
Manager 


Applicant 
 
Applicant 
 
 
 
Applicant 


Hiring 
Manager 
Hiring 
Manager 
 
 
HR Team 


Pre -
employment 
Checks (on 
or by start 
date) 


Audio 
surveillance (if 
appropriate) 
 
Right to Work 
documentation 
check (First 
day) 
 
References 


 


HR Team 
 
 
 
HR Team 
 
 
 
 
HR Team 


HR Team 
 
 
 
HR Team 
 
 
 
 
HR Team 


Applicant 
 
 
 
Applicant 
 
 
 
 
Applicant 


Hiring 
Manager 
 
 
Hiring 
Manager 
 
 
 
Hiring 
Manager 
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						Performance Rating						

						Did Great		Did Well		Did OK		Should Do Better

		Career Management Level		Advancement
(Ready now for promotion)		Key Asset
High achievement, strong values, fast developer with clear potential beyond immediate role


Action: 
Firm career plan, commit to personal development, recognise, mentor, provide planned experience and opportunities to support career development.		Emerging Asset
Not as “rounded” but a developer, strong values, usually building experience, may be part of “development pool” with longer term potential.

Action:  
Clarify & focus on potential, involve in development programmes, identify skills gaps, clarify career expectations, connect regularly. Provide mentoring support.		Developing Contributor
Makes significant contributions but lacks key skills, sense of high potential needs confirmation


Action:  
Clarify development needs, coach to improve consistency, explore aspirations & occupational fit.		Challenger
Has evident talent that is not being fulfilled.
Can be frustrating to manage, inconsistent, could be bored or in wrong role.

Action:
Make clear agreement to achieve acceptable performance, consider role fit, personal style, focus on engagement and clarity

				Growth
(Growing beyond role)		Core Asset
Consistently high performing, shown potential to do more than the immediate role. Ambitious to explore opportunities.


Action: 
Include, appreciate, develop, explore long term ambitions, provide clear perspective. Provide mentoring support.		Influential Contributor
Established, with influence and wider  experience. Good outcomes, positive indications and “fit”.  Or early career fast developer.  Potential beyond immediate role.

Action: 
Monitor, keep potential under review.
Deploy to projects or improvement actions to maintain engagement.		Emerging Contributor
May have a less successful track record but seen to be improving with signs of greater potential, or in very early career


Action:  
Explore change of approach, feedback regularly, explore long term aim.		Marginal Contributor
Shows potential but inconsistent in delivery, not dependable, may have poor values fit.
A leader who sets a poor example while being technically competent

Action: 
Challenge, make clear agreements, use short term tangible goals, regular feedback and review.

				Fulfilled
(Currently “At Level”)		Key Contributor
A bedrock employee, high performance, probably reached potential, hard to replace.




Action: 
Likely longer serving, an internal expert. Recognise, provide variety, use as a mentor for others, seek their advice.
Ensure goals support continuous improvement		Reliable Contributor
Trusted, respected and a key performer, likely to be comfortable in their position with little ambition to do more as yet.   A capable new appointment, or role has significantly changed and evolved with additional responsibility.

Action: 
A source of good experience or new impetus.  Use as a key team member.   Involve in workplace improvement projects  to maintain engagement.
		Routine Contributor
Achieves goals adequately, reliable, delivers required outcomes in all the core aspect of the role.   Does their job.  May be competent at role content but lacks leadership focus.



Action: 
Focus on engagement, occasionally challenge & provide variety, prevent complacency.
Leaders – focus on shift to leading over doing.		Low Contributor
May be unreliable or lack interest, little evident potential, possible poor values fit, requires constant input to achieve modest goals, but fails in the leadership element.

Action: 
Challenge, explore barriers, clarify clear standards of performance.  Agree timeframe  for immediate, sustained improvement or alternative role.  Be honest & realistic about potential consequences, aim for success.





		Action Key		

				Engage – 
Core to succession and growth

				Support – 
Core to organisation efficiency

				Challenge –
Clarify potential and role fit

				Solve 
Address the problem
Action Plan













		MADD “12 Grid” - How to Use It

		Introduction:
Firstly, it’s an “Action Matrix” - a foundation for feedback, action and growth.
It’s to help you more clearly evaluate the contribution of each team member and explore how to get the best from them.
It’s not about labelling people or putting them in boxes and keeping them there.
It is a tool to check your observations/ratings to ensure fairness and objectivity.

To use it before your MADD reviews
Think about how you currently view your teams contribution.  Try to record some examples about each person.
Think about why you are more positive about some team members – what is it about them that gives you that impression?
More importantly – what about team members that you find possibly frustrating or who you don’t feel a strong or empathetic working relationship?
Look at the descriptions in the “12 grid” and find the rating that most aptly suits your view of where each team member is at this stage in their career.
Then, use this summary as a platform to prepare each review in more detail.

After your MADD reviews
The OD team will run “round table” calibration sessions by directorate after the process is complete to prepare action plans.
The key point about MADD is to generate development and improvement through action.
We will identify development candidates for succession following the completion of the calibration.

Remember:
Don’t be abstract about career management – use the current role as a staging post but don’t “label” someone – positively or negatively.
Around 75% of your team should be in the fulfilled category for the purpose of career management and managing succession planning.





Making a Difference Dialogue Matrix
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Extract taken from 2016/2017 Annual HR Board Report  


 


Annual HR Update 


Board Update 28th September 2017 


The following is a brief overview of the metrics and activities of the HR function; the statistics 


quoted are those for July other than for absence where the result for August is available.  


A full presentation will be provided at the Board meeting. 


Performance Management 


We have closed the 2016-2017 MADD process with significant success.  Participation was extremely 


high; almost all employees – 99% - received a year-end review compared to the first year of the 


process when 83% of employees were in the process.  The process is well received in the 


organisation and appears to be valued by employees.  From this very positive platform, leaders can 


build a high performance, high engagement work environment in the coming years. 


The follow up processes will take place during Q3 so that we complete a final calibration of the 


results and formulate succession and development plans with the high quality data we now have 


available. 


In support of ongoing performance focus we have introduced a structured “one to one” set of tools 


and an “Action Plan for Success” step in the MADD process for new appointments and for cases 


where performance improvement is required with existing employees. 






image27.emf
EV32 - 09-14 2020  Annual HR Board Update.pdf


EV32 - 09-14 2020 Annual HR Board Update.pdf


   Agenda Item Number:  15 


Report Status: Open  
Date of Meeting: 24th September 2020    
 


 


Extract taken from 2019/2020 Annual board report 


  


Main Report:  


  


Performance Management 


Following a very successful few years, progress on our MADD programme stalled during 


2019/2020, while the Organisation was highly absorbed with developing our transformation 


programme and the new corporate plan.  The Housing team was an exception and did 


complete their MADD cycle. 


Key structure changes have also been time consuming and drawn resources away from this 


activity. Organisation planning sessions with all directorates will be taking place by the end 


of October 2020 to set the programme for the year ahead and return the organisation to full 


compliance and engagement.  All CEO direct reports have been assigned MADD goals for 


the year ahead. 


 


 


Recommendation:  


Board is asked to consider and discuss the update on progress of OD & HR actions and 


key measures. 
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‘We measure our performance against targets to ensure that we are delivering the
best possible service to our customers.

Our Key Performance Indicators (KPIs) are reported monthly to the Senior
Management Team and quarterly to our Board.

There are a number of different measures which are reported on including :-
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1907114



		Unit code
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		Assessment criteria no.
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		Assessor
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		5AIOP

		Contributing to Improving Organisational Performance

		1.1

		Tai Tarian Vision and Mission 

		EV1

		

		



		

		



		1.1

		Tai Tarian Corporate Plan, 2017-2020

		EV2

		

		



		

		



		1.1

		Tai Tarian – Our Behaviours 

		EV3

		

		



		

		



		1.1

		Getting started pack 

		EV4

		

		



		

		



		1.1

		Employee Handbook (2 versions)

		EV5

		

		



		

		



		1.1

		Day 1 Induction Meeting

		EV6

		

		



		

		



		1.1

		Corporate Induction Timetable

		EV7

		

		



		

		



		1.1

		Action Plan for Success Document 

		EV8

		

		



		

		



		1.1

		Goal Setting Document 

		EV9

		

		



		

		

		1.1

		Goal setting – Manager Training 

		EV10

		

		



		

		

		1.1

		Mid-Year Check in document 

		EV11

		

		



		

		

		1.1

		Year-End Performance Review Document 

		EV12

		

		



		

		

		1.1

		Manager feedback training 

		EV13

		

		



		

		

		1.1

		121 Catch up document 

		EV14

		

		



		

		

		1.1

		Conflict Resolution Procedure

		EV15

		

		



		

		

		1.1

		Capability Procedure
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		1.3

		Email to line manager assisting with interview questions 

		EV17

		

		



		

		

		1.3

		Communication to new starter

		EV18

		

		



		

		

		1.3

		Email to line manager assisting with a long-term sickness case 

		EV29

		

		



		

		

		1.3

		Email to line manager assisting with a dismissal for conduct case

		EV20

		

		



		

		

		2.1

		Training session with Line Managers 

		EV21

		

		



		

		

		2.1

		Manager Questionnaire 

		EV22

		

		



		

		

		2.2

		Email providing feedback on an investigation report

		EV23

		

		



		

		

		2.2

		Email to manager providing advice on an employee underperforming

		EV24

		

		



		

		

		2.2

		Email to manager providing advice on Occupational Health 

		EV25

		

		



		

		

		2.2

		Adjustment form and example document I created to aid managers on receipt of Occupational Health Reports with adjustments 

		EV26a&b

		

		



		

		

		2.2

		Email providing advice on the setting up of an Action Plan for Success 

		EV27

		

		



		

		

		2.2

		Emails raising concerns around fairness of recruitment process

		EV28a&b

		

		



		

		

		2.2

		Line Manager guidance document for the recruitment process

		EV29
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		12 Grid Matrix 
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		Tai Tarian Performance KPIs
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