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Introduction – Who are Mono Equipment?
Mono Equipment are a manufacturing company based in Swansea, who supply bakery equipment to the supermarkets and independent bakeries throughout the UK and Ireland (EV1).  There are 108 employees in all, half of these are based in the factory and the others within the offices/sales team.  Currently 25% of employees have over 25 years’ service within the organisation and over the past months have recruited many positions and hence 10% of employees have less than 3 months service.   

[bookmark: _Hlk75112814]LO1 Be able to assess levels of employee engagement within an organisation. 
Question 1.1 Identify, and justify selection of, suitable diagnostic tools for measuring employee engagement in the organisation  
During September 2021, it was recognised through talking to employees that there was discontent amongst some of the workforce for reasons such as salaries, communication, management and product quality.  There was more than the normal discontent at this time as supervisors and those who have never spoke openly about this before were saying the same thing.  There was a higher level of absenteeism (EV2), absence rates are usually below 2.5%, however during September was above 5% and an employee with over 20 years employment resigned to become a delivery driver.  During his exit interview, he mentioned ‘what’s the point in staying here’, (EV3).  With all the above reasons given within a short space of time, it was instantly identified that there was dissatisfaction amongst the workforce which was starting to affect engagement.   
According to Debara (2021), engaged employees feel happy and content in their roles, connected with their manager, more productive and positive.  When employees feel committed to their organisation, they will be satisfied in their role (HBR 2021).  As some employees at Mono were not feeling this way, I informed the Managing Director that I thought there was an issue with engagement at site (EV4).   
There are several diagnostic tools that could have been used at the time by Mono Equipment to monitor employee engagement and measure employee attitudes such as:
Employee satisfaction surveys, obtaining opinions and reviews of employees and how much they feel valued within an organisation and analysing responses (Brooke 2021).  These are usually anonymous and multiple choice so employees can be honest about how they are feeling about any good/bad experiences they have had.  They are a way of getting feedback on work culture and what motivates employees and are a gauge of whether there will be a turnover issue in the future (Miller 2018).  Employee surveys also make employees feel as though they are being listened to, especially if they see changes being made.  There are however disadvantages to surveys such as, they take time to implement and require a follow up, so employees don’t feel ignored (Miller 2018).  Surveys are ideal to know how employees feel at the time, however results can be short lived as they may be having a particularly bad day when the survey was taken (Munroe 2018). Macleod and Clarke (2009) say that completing a survey and then publishing responses is not as useful as having an engagement strategy and Cattermole (2014) says that these surveys will only benefit organisations if used in conjunction with business KPI’s such as absenteeism and productivity.  At Mono Equipment, I would think that there would be a limited response to surveys as only some employees have access to a computer and some employees work off-site such as engineers and the sales teams.
An engagement study was created by Gallup, this Q12 study states there are 12 requirements of managers that will help improve the productivity of their employees. The 12 questions tackle topics such as what is required from role and recognition (Active 2018) and can be used to assist companies to find out about their own engagement (Harter 2020).  These questions (EV5) are often used within employee surveys (Gallup 2022).   
Focus groups which are face to face group conversations guided by an individual so employers can understand a bit more about employee shared experiences and views (Gov UK 2020).  Benefits include encouraging discussions amongst employees to share ideas and experiences of employees to find out more about their needs (Hennick 2014).  Drawbacks however include, the facilitator of the meeting needs to be selected carefully, someone who employees will want to open up to (and isn’t necessarily management) and a notetaker will be required.  A plan will need to be created before the discussion to know exactly what information is required from the meeting (Barbour 2017).  These groups can take time to implement, and several discussions had, the group requires a wide scope of employees from varying departments and positions, a venue must also be found to house the group and employees will be taken away from their work for a period.   An analysis of the results will not be easy unless specific questions are asked.  At Mono, I think that focus groups would be difficult to manage as would take too much time away from the workplace to conduct.
Employee Interviews (sometimes called ‘stay interviews’) can be used as a research tool to identify if any changes or improvements need to be made in certain areas which will help with employee engagement (Forbes 2020).  These stay interviews let employers identify any issues before employees leave the organisation with the same questions being asked to each employee.  Benefits include helping to retain existing employees, employers find out why employees stay within the business and identify why they want to leave and conducting these interviews makes the employee/employee relationship stronger as helps show investment in employees (Prossack 2020).  Drawbacks include they take time to complete to get a full picture of the whole organisation, follow up meetings after any changes should occur and if employees are not informed beforehand about the interviews, they could fear for their jobs, about any repercussions and not answer honestly.  At Mono, I think due to its current culture, employees would be very wary about these interviews and not give true answers.

Question 1.2 Liaise with key people to plan and agree the application of diagnostic tools 
The meeting with my Managing Director to discuss my e-mail (EV4) occurred on 5th October 2021 (EV6 + EV7).  Andrew was already aware of the feeling within the organisation, he witnessed it himself when an employee spoke to him earlier in the week.  We agreed to investigate it further and asked the Operations Manager to come into the meeting also.  Both employee interviews and employee focus meetings were discussed.  Andrew thought that they both would take up too much time and would end with employees using the time to “have a moan” and we would not get much information back for the time lost, there would be a possibility that we may not get quantitative information back with employees not speaking the truth.
We agreed that an employee survey was to be used and that I would contact the Group HR managers to see if they have a survey already in circulation (EV7).  This format was chosen as it would be the quickest and an e-mailed version and paper (for those without an e-mail) would be distributed.  All employees would receive a survey to capture the whole workforce and get a true representation of how employees felt.  It was agreed that Andrew would review the survey questions before they were distributed and he would show it to the management team before distribution, so they are aware of what was taking place and get them on-board.  
This method was chosen as Mono Equipment hadn’t completed a survey before, the information from the surveys would help us to identify our strengths and weaknesses and give opportunity to improve employee engagement by being proactive and giving employees a voice (Brooke 2021).  Andrew wanted the questionnaire to go out before Christmas so we could have a look first thing in the New Year.    
I contacted the HR group managers to see if they had a questionnaire already created (EV8), unfortunately no-one had carried out a survey themselves, so I created a template and forwarded it to Andrew to review (EV9 + EV10).  I reviewed the Gallup Q12 questionnaire (EV5) and tailored some of my questions around this.  Once Andrew agreed, I informed supervisors of our intention (EV11) and created a memo to go out with payslips asking employees to complete the form (EV12); those with no-e-mail to complete anonymously via paper (a box would be in the supervisor’s office) and those online to complete electronically.

Question 1.3 Apply diagnostic tools accurately and to an appropriate sample of employees to give meaningful results.  
The demographics of male to female ratio at Mono Equipment is very much male dominated with 97 Males and 11 Females (EV13).
There are 56 Production employees that make up the factory floor and those feeding in directly to the factory and 52 non-production employees such as administration staff and sales.
The Managing Director wanted most employees to be issued with a survey to enable us to have a good cross section, that would span the entire Company.  The roles that were not issued with these surveys were directors and senior management due to the MD feeling as though he would already know if these teams were unhappy.  So there were 96 employees asked in all (EV10).
Payslips went out to employees on the 20th December and included the questionnaire and an e-mail was sent to those with access to e-mail (EV14) and responses were asked by the 3rd January. Employees had 5 working days and the Christmas period to respond.
Response rate was very low, with 53 responses.  There were 40 responses on-line and 13 paper responses.  5 written responses were not recorded due to employees not taking the survey seriously and writing comments on their forms that were not in-line with the survey’s requirements.   
There were barriers for choosing to carry out the questionnaire before Christmas; Some employees were on holiday and received their payslips at home therefore forgetting to bring their responses back to work in the New Year.  Another barrier doing the survey just before Christmas when employees were not thinking about making improvements at work, but of their Christmas holidays.  I think that if we had waited until the New Year, we would have had a different response rate from employees, perhaps more positive as they were feeling refreshed after their break.  Another issue is that of the workplace culture, a high percentage of employees have been with the company for over 25 years and have never completed a survey in the past and are therefore wary of the reasons for the survey and therefore uptake was very low.
Question 1.4 Analyse resulting data and draw reasoned conclusions about levels of employee engagement in the organisation 
Employee Survey feedback offers important insights in understanding and measuring engagement within employees.  When the results are acted upon, it starts to make improvements within organisations (Active 2022). A big part of improving engagement is getting the results and translating them.  For this, we used Google Surveys (EV15) which completed the statistical analysis.  There were 13 paper responses, these were added to the data (I inputted the answers directly onto Google Surveys from their responses), so all the information could be uploaded into graphs and tables.  See EV16 for the full report.
The response rate for this survey was very low (44.44%), I think part of this was down to employees not wanting to complete the survey (not the culture), some forgot to answer it due to the time span (over Christmas) and partly down to low engagement rates.   With all three of these reasons contributing, this survey is not giving a clear picture of where Mono currently is with regards to employee engagement.
Out of the 48 responses, the majority (58.3%) were from the office.  I expected this result as office staff could complete the survey quicker on-line and probably completed it as soon as the e-mail was received.  Management and supervisors only make up a small proportion of employees, so as expected, most of these positions completed the survey.  A slightly higher response than anticipated was given by the factory and shows that there are some employees who want to contribute towards making Mono a better place to work.  
There were some key findings that have come out of this survey, these include:
· Over 75% of those who answered the survey felt that the expectations set out on their role when starting employment were realistic and over 50% understand how their work impacts Mono’s organisational goals.  This is a very good response, especially as last year, I changed our employee induction procedure to give employees more information about the Company and their individual roles.  
· Surprisingly, 70% of those who answered said there was a good culture at Mono, with 75% stating that they can voice any concerns openly with management.  This shows that employees trust management and according to HR Zone (2022), this is a factor contributing towards business success.     
· The top 3 themes where employees feel improvements should be made are: 
· Work-life balance (66.7%) – Mono do not currently have any form of hybrid or homeworking practices, however working attitudes and practices are changing within many sectors of employment.  Hybrid/homeworking is becoming more attractive to employees (CIPD 2020).  According to CIPD working lives report (2019), work-life balance of UK workers is seen as poor compared to other countries, this shows that this is not solely a Mono problem but is more widely spread.  
· Compensation/benefits package (52.1%) – Due to Covid-19 Mono Equipment had a pay freeze last year, this year’s increase is yet to be agreed.  Mono do not currently have many benefits to entice current employees to stay or attract new employees.  Whereas a good pay and benefit structure is vital in attracting, maintaining and the engagement of employees (CIPD 2021).
· Opportunities for career development (52.1%) – Mono have a very flat organisational structure, which according to Hallett (2022) can present challenges for organisations with ambitious employees who will not stay if there are no opportunities of progression.  
· Recognition – Nearly 50% of employees felt as though they are not recognised enough for their work.  This has been highlighted to management previously and something that Mono need to work on. Employees will feel committed to their organisation, satisfied in their role and energised at work if they feel as though they are appreciated and recognised (HBR 2021).
· Respect – 79% of employees who answered the survey felt respected and valued at Mono, according to Cook (2013), those who feel valued and involved are more likely to be more productive, positive and happy.
The top 3 themes show that the factors identified are not culture related or reasons why employees are unhappy and according to the CIPD Working Lives report (2021), they are related to the current shift in employment (much of which has been brought about by Covid-19).  I think that due to the history of low turnover, management has felt there has been no need to make changes.  However, as Mono are currently having a shift with employees retiring and new (often younger) employees joining the workforce, priorities are changing and hence we need to adapt accordingly, engage with workers and offer inspiration, or risk employees leaving (Hallett 2022).
There are several people within Mono saying they are leaving; I think that management need to take time to think of those who will resign and those stating that they are looking to resign.  With all the hype from “the great resignation” and the media, I think that some employees will state they are looking to leave when in fact they are not.  Callaghan (2022) says that lower paid employees since the Coronavirus are feeling “underappreciated and underpaid” and despite them saying they are leaving, probably will not act on their claims and would prefer job security.  I think considering this will give a true representation of many employees at Mono stating they are looking to resign.

With the results from the survey, I don’t feel as though the issue surrounding employee engagement is as major as first thought.  I do however think that if more employees answered the survey, we would see a slightly different picture, I have the feeling that those who answered the survey were newer employees and not those who have been working for Mono for years.  If we issue this survey again next year (not during Christmas), I think we would see a different picture of employee engagement as hopefully more employees will answer, I think that the results wouldn’t be so positive.

In hindsight, I feel that this employee survey and its questions posed was linked with Job satisfaction rather than employee engagement.  Insight (2022) state job satisfaction is often recorded by workplace questionnaires/surveys, factors that may affect employee satisfaction at work.  A difference between engagement and satisfaction is that job satisfaction see’s employees happy in their jobs but does not mean that they go above and beyond as they would if they were engaged in their roles.  I think that if we took more time to gather information from all employees with a tool such as employee interviews, we would get a better reflection of employee engagement at Mono Equipment.

I highlighted the findings briefly via e-mail to the MD on 3rd February (EV17).  We are yet to have a full briefing due to other work constraints, however, plan on it asap.
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EV1 – Mono Equipment
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EV2 – Absenteeism Rates
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EV3 – Exit Interview
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EV4 – e-mail to MD regarding engagement issues
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EV5 - Gallup Q12 Questions
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EV6 – Meeting request from MD
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EV7 – Notes from MD meeting
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EV8- E-mail to Group HR Managers
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EV9 – Employee Engagement Survey
1.How realistic were the expectations that were set for you at the start of your employment?
· Very realistic
· Somewhat realistic
· Somewhat unrealistic
· Very unrealistic
2.I understand how my work impacts on the organisation goals.
· True
· False
3.How often do you feel your contributions are recognised?
· Always
· Often
· Sometimes
· Rarely
· Never
4.I am satisfied with the culture of my workplace
· True
· False
5.I am satisfied with the job-related training my organisation offers.
· True
· False
6.I am comfortable with organisational change.
· True
· False
7.I can voice a contrary opinion without fear of negative consequences.
· True
· False
8.I feel respected and valued by my company.
· True
· False
9.In your opinion, which of the following needs improvement at the company? Select the top 3.
· Providing challenging work
· Perks and Benefits
· Recognising strong performance
· Providing meaningful work
· Opportunities for career development
· Communication and Relationship with direct manager
· Communication and Relationship with senior management
· Culture
· Job Training
· Work/Life Balance
· Managing Workload
· Competitive compensation package
10.How likely is it that you would recommend this company to a friend?
· Very likely
· Somewhat likely
· Somewhat unlikely
· Very unlikely
11.How likely are you to remain within the organisation within the next 5 years?
· Very likely
· Somewhat likely
· Somewhat unlikely
· Very unlikely
12.Which area of the business best describes yours;
· Factory Floor
· Office
· Manager/Supervisor












EV10 – MD Agreeing the Employee Survey
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EV11 – E-mail to employee Supervisors
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EV12 – Notice that went out to employees with payslips
[bookmark: _Hlk96185509]We are currently reviewing Employee Engagement at Mono Equipment and would very much appreciate some feedback from different areas of the business to get a true understanding.  
There is no obligation to complete the survey, but if you have a few minutes to complete the survey it will enable us to get a full picture on how employees are currently feeling. We will review this feedback in the hope to make improvements on current practices.  For this reason, any feedback will be greatly received.      
All your answers are anonymous, there is no need to put any identifiable information other than your area of work.  You can choose not to respond should you wish, however without this information a true picture will not be given.  If you choose not to participate it will not affect your employment in anyway.  All data will be treated confidentially.
By completing and submitting the questionnaire via Google forms, or manually via a paper survey, you will be giving consent for the information to be used in Mono Equipment’s research.
For those with e-mails, the survey will be e-mailed to each of you.
Thank you for your time!
If you have any queries or questions, just let me know

EV13 – Gender ratio at Mono
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EV14 – E-mail to employees
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EV15 – Google Forms screenshot
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EV16 – Survey results
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EV17 – Email to MD regarding the survey results
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LO2 Written evaluation of current organisational approach
Question 2.1 Analyse the principal ‘drivers’ for employee engagement in the organisation.
There are certain areas within Mono that have been causing issues over the past number of month’s some of these contribute to employee engagement.  Along with poor attendance as already mentioned (EV2), other areas of the business where there are issues include: - 
· Manufacturing errors
· Staff retention
· Negative customer reviews
According to CIPD (2021), when employees enjoy their jobs, whether it is due to being managed well or having a sense of worth within the business, they will be happier and more satisfied in their roles. This will have a positive impact on production through reduced sickness/absence, turnover and employees will have more drive, determination and innovation (CIPD 2021).  
Mono’s current turnover rate is at 2.8% for January, which is lower than October and November which was 3.74% and 3.81% respectively (EV18).  Those leaving through retirement were not included in these figures.  Gallup mentions that an engaged workforce can often see around 67% lower turnover (Desimone 2019).  This shows that if companies focus on employee engagement e.g. communicating, listening and involving employees, retention rates can significantly be lowered.  
According to Vasilakeris (2022), some of the most common reasons for resigning from a role are: 
· Poor relationships with management 
· A lack of opportunity
· Loss of belief in the mission of the organisation
Based on the survey results, I think that possible reasons for our turnover rate being so high is due to the lack of opportunity that we offer, there is not much training and a flat structure, so promotion is difficult.  Mono also needs to start publicising our Mission statement to employees, employees work better and are happier when they know that their work is contributing to the company mission and vision (Keneipp 2022).
We have started seeing negative customer comments on our customer feedback forms (EV19).  If employees are not engaged at work, the customer experience will suffer (Fontanella 2022).  The happier employees are, the better service they will offer customers and stronger corporate alignment e.g. giving ideas to enhance the customer experience.  There will be reduced errors, greater production, and employees will be more invested in the product and business.  Therefore customers will be happier, giving positive customer experiences in their reviews.
Ways to engage our employees to encourage lower absence rates, increase staff retention, reduce negative customer reviews and production errors include: 
· Increasing our strategic narrative - making sure that our employees know and understand how their role fits within the business strategy and being involved in decisions made (Macleod 2015).
· Learning and development programmes, giving better opportunity - Successful L&D programmes should focus on employee motivation, their well-being, and help them recognise their involvement in the businesses culture, purpose and their objectives (CIPD 2021).  

2.2	Assess aspects of organisational behaviour which are most likely to hinder employee engagement.
The reasons/barriers why employees could feel disengaged at Mono, these include: 
· Recruiting of employees - certain managers want to fill roles quickly instead of taking time to wait for the right person.  This contributes to poor productivity and to our turnover figures as we have had to terminate 4 new employees over the past 2 months for not performing to Mono standards (EV20).
· Senior management do not always follow their own rules e.g. safety shoes within the factory floor area.  Employees have been sent home without pay to get their shoes, however senior management often feel as though it is ok for them to walk within the factory without them (EV21).  This doesn’t go down well with production employees. According to Taylor (2014), “In business leadership, as in all forms of leadership, words matter”, If management do not walk the talk, then why should employees?
· Pay rates for some roles is slightly higher than living wage and employees do not feel valued for this (EV22).  As mentioned, Mono have endured a pay freeze and this year’s increase is yet to be announced. According to the 2022 Compensation report, pay increases for organisations are crucial in keeping employees, especially this year due to Covid and employees rethinking their focus and roles (Gibson 2022).
· Limited employee voice/feeling of not being listened to. Employee voice can help build relationships between management and employees.  According to CIPD (2021), it can contribute to building trust, increasing productivity, improving the business, the feeling of value, development opportunities and greater job satisfaction.  Even though the employee survey states 75% of employees felt that they can voice their concerns, there is still a percentage of those who feel they can’t (EV16).   
In many cases, the above lead to employee frustration, low morale and as per the employees exit interview (EV3) “what’s the point”.  Briner (2011) however, is critical of employee engagement theorists e.g. Macleod, saying there is no relevant evidence on employee engagement, which would mean that the above is just employees being unhappy.





















Evidence LO2
EV18 – Turnover rate
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EV19 – Customer feedback
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EV20 – Dismissal letter
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EV21 - e-mail regarding management wearing safety shoes
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EV22 – Assembly role advertised on Indeed
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LO3 Be able to recommend and plan strategies to raise levels of employee engagement within an organisation.
3.1	Review external studies of employee engagement to identify relevant best practice.
There are several engagement studies and organisations that can be used as sources of information to assist organisations with best practice.  Such examples include: -
Google, who are an organisation who focus on employee engagement.  Forbes (2020) mention that each year Google has sent employees an engagement survey (called the Googleist Survey).  From the results of the survey issued in December 2018, responses started showing employees having reduced confidence in management.  From this survey, Management reviewed their process and wanted to improve engagement and made many changes.  They have done this through removing their hierarchical structure i.e. employees and managers are treated the same, they encourage employee voice/feedback, allow employee to choose their own job titles and follow their own company values (Rees 2020).  Google are seen as an employer of choice and some companies strive to follow their lead (Forbes 2020).

Other sources include Gallup's Q 12 employee engagement report which was created to show what is important to employee engagement and the performance of businesses (Soreson 2013).   This report was based on the worlds largest study and issued insights into factors which made engagement thrive within certain organisations and not in others.  Those organisations who base their engagement on these reports often see higher engaged workforces (Gallup 2022)

The Towers Perrin (2014) Global Trends Study which discusses trends affecting employee engagement, retention and attraction and shows the links between high performance and high engagement.  This study represented the opinions of over 1600 organisations are valued by businesses by interpreting workforce trends and is utilised by many (WTW 2022).  

The CIPD are also a key source for engagement data; they offer guides, podcasts and reports on the topic such as their report on Employee Engagement: An Evidence Review (2021) or their Good Work Index (2021).

Best Companies issue an annual league table of the best Companies to work for (B Companies Live 2022).  This platform allows accredited companies to appear in listings to show that they really care about employee engagement within their organisations and is an accolade that many organisations strive for.  This website shows what certain companies are achieving with engagement within their organisations.

Some organisations have received bad press over the past years during the Coronavirus.  JD Wetherspoons were one company who informed staff that they were not getting paid until the Government gave them finances during the pandemic and dismissed many of their employees (Daily Record 2020).  This organisation did not follow relevant best practice whereas Waitrose supported their staff and the local community during the pandemic, this is a company who followed best practice to improve their employee engagement during difficult times.


3.2	Identify potential barriers to acceptance of employee engagement strategies and liaise with relevant people regarding how these may be overcome or minimised
Unfortunately, there are some barriers for employee engagement at Mono equipment.  Some of these are down to our current culture and management choices.  We have tried ideas in the past, however as they didn’t work, management are reluctant to try them again, therefore we are becoming stagnant.  Mono have had a greater turnover of employees this year than previous years (EV18), therefore re-introducing some ideas that haven’t worked previously may work with the new employees and change the existing culture.
I had a discussion with the site supervisors regarding a suggestions box being located around the site for employees to put their ideas and suggestions across (EV23).  Supervisors agreed that it was a good idea and identified the best locations for the boxes.  When approaching this with the Managing Director, unfortunately the response was negative, Mono had tried this suggestion around 10 years ago which didn’t work due to most of the ideas being linked to pay increases and increased holidays.  It has been decided by the MD that we are not going ahead with this suggestion (EV24).  
We have a few mechanisms in place currently that assist with engagement such as: 
· Salary recognition awards for employees doing well and going above and beyond (EV25). 
· Employee shopping discount scheme (EV26) and an annual Cycle-scheme (EV27).
However take up by employees on these schemes are very low with less than 10% using them.  I think that communication initially of the schemes was very good, however employees don’t often look at the noticeboards and we don’t have an intranet for reminders, so these schemes are forgotten about.
I approached an idea of creating an intranet for employees to have access to policies, company news etc.  Initially it has been met with resistance as not many employees have PC’s, however it is being looked into. It is being discussed in the next managers meeting and we are reviewing how many extra PC’s we currently have (EV28).
There have been some positive changes with regards to the way that management are tolerating employee mistakes.  Previously (pre-2020), the culture was to discipline and not investigate why mistakes were happening.  Now, supervisors and managers have undergone some supervisor training and IOSH managing safely and are investigating into the root cause to why the mistakes are occurring i.e. insufficient training/incorrect work equipment/horseplay etc.  This has contributed to employees now reporting errors and accidents and hence engagement and the relationship between managers and employees has become much better (EV29 + EV30).  

3.3	Propose strategies to raise levels of employee engagement, based on analysis of the organisation and external reviews of best practice, to key decision-makers.
There are several strategies that could be used at Mono Equipment to assist with employee engagement.  The following strategies are based on Mono’s current culture, management styles and cost.  Unfortunately there is no budget for engagement so I had to think of ideas that would result in a limited amount of cost to the company.
· Appraisals- Mono do not currently partake in yearly appraisals, however, have been spoken about on numerous occasions.  It has been decided by the MD to start completing them by the end of our financial year (EV31).  This will give plenty of time for management to receive training on the forms and how to carry them out effectively (EV32).  This two-way feedback will be vital in aiding discussions with supervisors/managers and their teams and as a tool to identify training requirements, areas for growth and improvement (CIPD 2020) and hence assist with Career developments/opportunities that was highlighted in the employee survey.  
· Communication briefings - Good communication is important to all stakeholders such as employees, managers and senior management (Srivastava 2016).  There is a lot of gossip within the factory environment, some of which causes employees to feel demotivated and disengaged.  To ensure that employees get the correct messages and updates on how the business is performing, the MD has agreed on quarterly company updates with the workforce.  These will take place on the factory floor on the last Friday of the quarter (EV33).
· Recognition of good work – 37.4% of employees at Mono state that they sometimes receive recognition for their work.  There is a small percentage who say they never get recognition.  The feeling of recognition and appreciation often makes employees more productive, not so negative, gives them more autonomy in their roles, which could in-turn lead to reward (DeBara 2021).  An e-mail was sent to the Marketing manager to see if he was able to help with designing an e-mail that managers could send employees to say thankyou or well done (EV34).  I e-mailed the MD to inform him that I was doing this (EV35).
Evidence LO3
EV23 Supervisors HR/H&S Minutes
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EV24 – Response from MD regarding suggestion box
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EV25 – Salary recognition awards
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EV26 – Employee discount on shopping
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EV27 – Cycle scheme
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EV28 – Company Intranet
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EV29 supervisors/management training
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EV30 Managers/Supervisors IOSH Managing Safely training
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EV31 – E-mail confirmation from MD regarding starting appraisals
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EV32 - Staff appraisal form
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EV33 – Email regarding communication with employees
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EV34 – E-mail to Marketing Manager regarding recognition ideas and response
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EV35 – E-mail to MD regarding recognition e-mails
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From: Laura Daniel

Sent: 05 October 2021 11.23

To: Andrew Jones;

Subject: Mark James

Hi Andrew,

| popped down to your office earlier, but your door was closed. Can you give me a call please when
you have 5 minutes to spare? | have just completed Mark’s exit interview and | would like to discuss

it with you.

| was also wondering if you have had chance to look at our absence stats for this month, they are
very high compared to other months. Hopefully just a bad month, however | want to run a few of
my thoughts on our employees past you if | can.

| am leaving at 3.30 today, so if you are not back, | will catch you tomorrow.

Laura Daniel
HR Manager

P: +44 (0)1792 561 234

E: Idaniel@monoequip.com
MONO Equipment
Swansea West Business Park

Queensway, Swansea [SA5 4EB
United Kingdom

Www.monoe

com
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The Gallup Q12 Index

Gallup's employee engagement work is based on more than 30 years of in-depth behavioral economic
research involving more than 17 million employees. Through rigorous research, Gallup has identified 12
core elements -- the Q12 -- that link powerfully to key business outcomes. These |2 statements
emerged as those that best predict employee and workgroup performance.

The Twelve Questions are:
I. Do you know what is expected of you at work?
2. Do you have the materials and equipment to do your work right?
3. At work, do you have the opportunity to do what you do best every day?
4. In the last seven days, have you received recognition or praise for doing good
work?
5. Does your supervisor, or someone at work, seem to care about you as a person?
6. Is there someone at work who encourages your development?
7. At work, do your opinions seem to count?
8. Does the mission/purpose of your company make you feel your job is important?
9. Are your associates (fellow employees) committed to doing quality work?
10.Do you have a best friend at work?
I'1.In the last six months, has someone at work talked to you about your progress?
12.In the last year, have you had opportunities to learn and grow?

From www.gallup.com
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From: Andrew Jones

Sent: 05 October 2021 12.26
To: Laura Daniel;

Subject: RE: Mark James

Laura,

Pop down now if you can, | have meetings this afternoon.
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Andrew Jones
Managing Director

P: +44 (0)1792 561 234
ajones@monoequip.com

MONO Equipment

Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom

WWWw.monoeguip.com
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From: Laura Daniel

Sent: 06 October 2021 09.31

To: Amy Williams; Georgina Clark, Wendy James; Mary Wilcox
Subject: Employee Survey

Hi All

How are you all, | hope you are all doing ok and that you are managing to get the Coronavirus under
control within your teams?

Just wondering if any of you have an employee engagement survey that you have issued to your
employees lately, please? We are looking to create one here, however thought it would be good to
ask you all first to save re-inventing the wheel. If not, please feel free to ask me to circulate ours in-
case you want one for the future.

Hopefully we will get to meet up face to face next year (fingers crossed).
Speak to you all soon!

Laura

P: +44 (0)1792 561 234
E: Idaniel@monoequip.com

[) 0 MONO Equipment

L A Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom

Laura Daniel Www.monoequip.com
HR Manager
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From: Andrew Jones

Sent: 10 December 2021 10.30
To: Laura Daniel

Subject: RE: Employee Survey

Laura

Good to go with the employee survey, | spoke to the senior management team today, so they are
happy for their teams to receive this.

| have had second thoughts on who to distribute to, please leave out senior management and
directors, | would like to think that they would let me know if there were any issues on their part so,
please just send out to the factory, office and managers/supervisors.

As discussed, send it out with payslips this month, for those with e-mail send the link to them to
complete. Response date to be 3" January when we return after Christmas.
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Andrew Jones
Managing Director

P: +44 (0)1792 561 234
E: ajones@monoequip.com

MONO Equipment

Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom|
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From: Laura Daniel

Sent: 13 December 2021 13.34

To: Rob Thomas; Mark Challinor; Phil Evans; Heulwen Evans; Saaid Ostad
Subject: Employee Survey

Hi All

As per discussions we had last week, we will be issuing an employee engagement survey with the
payslips this month asking employees to fill them in anonymously ready for the New Year. Those
with e-mail will get a link sent to them and those without e-mail will be asked to fill in a paper copy
that will be attached to their payslip. | will set up a box in your office Rob for employees to place the
completed forms.

Please let me know what the consensus is in your teams when they have received them and whether
you think there will be a good take up. Please reiterate if you will that these forms are totally
confidential and that we are looking for honesty from employees.

Thanks for your help

Laura
]
P: +44 (0)1792 561 234
f——————— E: Idaniel@monoequip.com
e
[) 0 MONO Equipment
L A Swansea West Business Park

Queensway, Swansea SA5 4EB
United Kingdom

Laura Daniel Www.monoequip.com|
HR Manager
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[Mono Equipment Gender Pay findings 2020/21

Gender Balance

Male= 81% Female= 19%
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From: Laura Daniel

Sent: 20 December 2021 13.56
To: all users Mono;

Subject: Employee Survey

Hi Everyone,

You may have by now heard that an anonymous employee engagement survey is being sent to all
employees for management to get a feel on how employees are currently feeling.

Could | please ask each of you to fill the survey out anonymously on-line by following the link below.
Can | please stress that you do not have to partake in this survey, however the more employees
complete it, the bigger picture we will receive.

Please be honest in your answers and with any feedback on the survey.

Could | please ask for all responses by the 3°f January, if you are able to complete them today or
before you finish for the Christmas break, that would be great to ensure that it is not forgotten
about.

The link to follow is: Employee Satisfaction Survey - Google Forms

Thanks very much for helping us get a true reflection on employee engagement at Mono, | hope you
all have a wonderful Christmas and New Year, keep safe everyone!!

Laura
]
P: +44 (0)1792 561 234
f——————— E: Idaniel@monoequip.com
e
0 0 MONO Equipment
L A Swansea West Business Park
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IG GOOGLE FORMS

I've invited you to fill in a form:

Employee Satisfaction Survey

This is an anonymous survey. Responses will be used to help assess employee satisfaction at Mono
Equipment

Please be honest in your answers

<
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48 responses

Accepting responses )

Summary Question Individual

How realistic were the expectations set out for you at the start of your employment?

48 responses.

® Very Realistic
@ Somewhat Realistic
© Somewnat Unrealistic
@ Very Unrealistic
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| understand how my work impacts on Mono's organisational goals

48 responses.

@ True
@ False

How often do you feel your contributions are recognised?

48 responses.

©® Aways

@ Often

© Sometimes
@ Rarely

@ Never
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The culture at Mono Equipment is good?

47 responses.

@ True
@ False
702%
| am satisfied with the job-related training at Mono?
48 responses
@ True

@ False
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| am comfortable with organisational change?

48 responses.

@ True
@ False
| can voice my opinion without fear of negative consequences?
48 responses
@ True

@ False
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I feel respected and valued by Mono Equipment?

47 responses.

@ True
@ False

In your opinion, which of the following needs improvement at Mono Equipment? Choose
your top 3

48 responses.

Providing challenging work|
Benefits
Recognising Strong Performance

20 (41.7%)
14.(29.2%)

Opportunities for career develo 25 (52.1%)
7 (146%)
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How likely is it that you would recommend Mono Equipment to a friend?

48 responses.

@ Very Likely

@ Somewhat Likely
@ Somewhat Unlikely
@ Very Unlikely

How likely are you to remain with Mono Equipment for the next 5 years?
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@ Very Likely

@ Somewhat Likely
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@ Very Unlikely
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What area of the Business best describes yours?

48 responses.

@ office
@ Factory
® ManagementSupervisory

58.3%
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From: Laura Daniel

Sent: 03 February 2022 10.36
To: Andrew Jones

Subject: RE: Employee Survey

Hi Andrew
| have looked at the results of the employee survey that went out just before Christmas.

At first glance, | don’t think there is as big an issue with engagement as we first thought. | think that
the difficult few years we have had with redundancies, employees not going on holidays, work issues
due to Brexit and Covid and lockdown has taken more of a toll on people than we think.

Just to give you a brief snippet, | would like to go through these in more detail with you:

e Unfortunately there was only a 44.44% uptake to the survey which is quite disappointing

® Most employees say that the working culture is good and find that they can go to
management with any issues

e There is a slight issue with employee recognition (as we have discussed previously), this goes
back to us recognising those who do a good job. | think we are quick in telling people what
they have done wrong, however not so good with praise, especially from higher
management

e The top 3 things that employees would change at Mono are compensation/work benefits,
Career development and work life balance.

® Nearly 72% say that they will be staying with Mono for the next 5 years

Lots to talk about here, if there is anything that we can do to award a pay increase this year, that
would go down well with the workforce.

Can you please let me know when you are free to talk about the above in more detail.
Thanks

Laura
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Email Invitation 1 (Email)

Last Modified: Thursday, December 02, 2021 11
Time Spent: 00:13:09

First Name: DUMOUCHEL

Email: INFO@DUMOUCHEL.CO.UK

1P Address: 194.153.24.132

Page 1

Q1

‘Thursday, December 02, 2021 11:45:12 AM
:21 AM

How likely is it that you would recommend this company to a friend or colleague?

Not atall likely - 0 (Detractor)

Q2

Overall, how satisfied are you with:

The Quotation response time?

The equipment knowledge of our Sales representative?
The quality of the Quotation provided?

The quality of the Sales Literature?

The quality of the overall response?

The price of the equipment purchased?

Comments (please specify):

Very Dissatisfied
Very Dissatisfied
Very Dissatisfied
Somewhat Satisfied
Very Dissatisfied
Somewhat Satisfied

Was very difficult with communication and not easy at all .
First information was all wrong . | liked the machine but
the company let me down all the way . | am waiting for
mono to solve all the issue . So far | havent be able to use
the machine on full potential the esperience with mono has.
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MONO'S CUSTOMER SATISFACTION SURVEY - SEPTEMBER TO NOVEMBER 2021 INCLUSIVE

4

wverall, how satisfied are you with:

he overall experience of your latest delivery / installation?
he punctuality of the delivery / installation team?

he length of time taken for the installation?

he quality of the installation?

he presentation of our Engineers?

he efficiency of our Engineers?

ur engineers obeying your Environmental, Health & Safety
‘ocedures?

he removal of equipment packaging and the cleanliness of
e area on completion?

ny product training provided?
he equipment meeting your expectations?
omments (please specify):

5

Very Dissatisfied

Somewhat Satisfied

Very Dissatisfied

Very Dissatisfied

Neither Satisfied or Dissatisfied
Somewhat Dissatisfied
Somewhat Satisfied

‘Somewhat Satisfied

Very Dissatisfied

Very Dissatisfied

The machine installation was an unmitigated disaster.
Monos knowledge of gami equipment is little / non at all.
And the info gami provide for installation is the same.
Rextec are goods guys - but their experience / knowledge
of gami equipment isn't good enough.

low satisfied are you with any post delivery / installation contact?

fith our Sales Depantment?
fith our Installation Department?

Very Dissatisfied
Very Dissatisfied
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17% February 2022
Dear Ganry,

T am writing to you further to our conversation today, where I explained that due to unsatisfactory
attendance during the first month of your probation period, we have been forced to terminate your
contract with us.

The termination of your employment will take effect today. You will be paid 1 weeks” notice,
which will be paid in February’s payroll. You will be deducted 1 day sickness for 24% January
and for your absence from the 8% — 17 February will be unpaid. Youwill be paid for the % hour
worked on Monday 7% February but the rest of the day will be classed as unpaid. You will
receive SSP only for 2 days (10% and 11% February) as nosick paper from your doctor has been
received for further days. Youhave 1 day holiday outstanding which will be added to your final
pay.

Your P45 will be issued once your payrl is complete.

Tam sorry we havehad to make this decision but would like to wish you all the best with your
future employment.

If you have any questions regarding the above, please do not hesitate to contact me.

Yours sincerely

Laura Daniel
HR Manager
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From: Laura Daniel

Sent: 04 January 2022 09.23
To: Andrew Williams
Subject: Scott Williams

Hi Andrew

Phil has just informed me that he has sent Scott home to get his safety shoes as he forgot them this
morning. Can | please ask that you remind your supervisors to speak to their teams to ensure that
everyone has their shoes before starting work. Apparently, this has been going on a bit lately.

1 will set up some safety training videos as a reminder of how important PPE is, however, can | please
remind you and will you please speak to your office team to also wear their shoes whilst in the
factory. It is not fair that we are penalising some and ignoring the managers.

Any problems with this, just let me know.

Thanks
Laura
]

P: +44 (0)1792 561 234

f——————— E: |daniel@monoequip.com

e

[) 0 MONO Equipment
L A Swansea West Business Park

Queensway, Swansea SA5 4EB
United Kingdom

Laura Daniel WWW.monoe

HR Manaaer
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Semi-Skilled Assembler
Mono Equipment
Swansea SA5 4EB

£9.63 an hour
> Easily apply to thisjob 4 Responsive employer

o Assemble machines to the desired quality standard within
the allotted time.

o Carry out duties in accordance with Health & Safety
requirements.

Active 18 daysago - More...
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Supe:

r HR and H&S Meeting Minutes 15.02.2022

Present: Rob Thomas, Phil Evans, Mark Challinor, Heulwen Evans and Laura
Daniel

Absent:

The reason forthe meeting is to ensure standardisation across departments with
regards to H&S and HR and for updatesfinformation on company issues. Itis a
chance to talk s a group about any problems/concems in certain areas and howto
‘overcome them s a group. Certain information in these meetingsis confidential and
this plays a big part in supervisory roles. In some cases we could be talking about
employees and therefore certain information shouldn't be repeated. NB: We will be
discussing employee claims. As these are live cases, this information must
not be shared with anyone outside this forum.

HR

1. Retum to work interview forms o be completed on the first day that
employees retum to work (even if the employee has been offfor 1 day) and
handedinto HR. The reasons forthis

« Duty of care to the employee, to ask ifthere is anythingwe can
help with and to find outifthere are any constraints with their
roles and document it

+ SoHR can getinvolvedifthere are any personal issues or
recurting issues and to reviewtheir sickness recordto ensure
they are in-ine with the current absence procedure.

2. Holidays- All agreed there would be no holidays carried overthis year. A
question on a member of Mark's team who has had a spell of sickness earlier
in the year and stil has a number outstanding. All departments have received
aholiday listing from HR

Health and : iscu

1. Cument Covid-19 ules were discussedand the attached sheet issued.
Employees are stll to send heir test results to Laura.

2. HAVS claim was discussed — An outcome of ourintemal investigation is that
we need to inform those who use vibration tools on how to spot HAVS. this

will be completed going forward through Human Focus. Risk assessmerts for
jobs using vibration tools need updating, stating that there are yearly health
surveillance checks. vibration gloves issued (if required), HSE HAVS
‘assessments completed and HAVS training completed This claimis stil in
review with our solicitors

3. PPE - Supervisors and managers should ensure that PPE is beingwom by
their staffand question why it isn't being wom. All supervisors have
completedthe I0SH managing safely course which explains about
responsibilties of ensuring employees are wearing the PPE issued. If
employees are still not wearing PPE after you have discussed it with them —
please pass this onto Laura or Andrew Williams who will enforce the issue.

4. This year's risk assessments are to be completed asap foryour areas. Inthe
event of an accident or claim, this is one ofthe first documents that's asked
for. As mentioned, please let me know f you need help with these.

5. Human focus training for departments must be completedasap Everyone
has been given alist for their teams, there are approximately 5/6 courses for
each individual (depending on their role). This has been outstanding for some
departments fora long time and needs to be completed. Organisations must
show that they are training their employees on safety. Please ensure this is
‘completedinthe next few months
Mark. 1 will send another listing to you
I have asked Grahamto put another PC upstairs inthe training room
Please ask employees ifthey are able to bring in their own earphones (due to
covid, we don't want them sharing). There are speakers only upstairs

« 1vill print out more instruction documents explaining how to login and
complete the courses and place themin the training room.

6. Lone working ~at no time is anyone to be working at site on their own. tis
upto the supervisors to ensure there is another person working on-site when
they ask one of their employeestowork Please ensure that they know who
to contact on-site ifthere is an emergency.

Please let me knowifthere is anything | can help with
Thanks, Laura
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167 February 2022 10:10
To: AndrewJones

Subject: Suggestion box

HiAndrew

1 have forwarded our minutes from the HR/HES mesting yesterday. Not sure fyou have had chance:
0 have a read of them yet, however | have told supervisors that | would speakto you on one point
thatwas brought up.

We have iscussed a5 3 group the potential of having 3 suggestions/icess bor ocated somewhere
withinthe factory for employees to inform us of any ideas they have.

‘When! have spoken to employees, some of them have really good ideas tolmprove/enhance their
oles but fal tomention anyzhing as they think they will belaughed ator not lstened 050 think
thereis no point. We could be missing out on something that could really help us

1 knowthis is new, however it may be a good e3 to help with engagement. If employees feel they.
are beinglstened to and ideas are being acted o (or even looked at), there I 3 greater ikelinood
that they will be forthcoming with deas to improve things here. It doesn't specifcally needtobe
Job related, but could be more about the business

‘We could have a rewardfor the employees who come up with an idea thatwillsave the company
money. In mylast place, we bought a ight away for our machinist and her husband as her dea
Savedthe company over £40k

Please letme know your thoughts, | will ke control of it and sif throughtthe deas.

Thanks
Laura
0 vas 172504024
[ty
E: danslarmmenincon
— MONO Equipment
Swansea WestBusines Parc
VMIONC Queensway,SwanseaSAS 4EB
Gnied Kingiom

ww.monoequip.com
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From: Andrew Jones
Sent: 167 February 2022 10:35
To: Laura Daniel

Subject: RE: Suggestion box

aura

Thariks fo the minutes. Unfortunately we have tried this idea previously and didthave 2 good
esponse rate and ideas were not practical. Most were of pay increases and ncreased holidays. tis
hot our current culture ands not on our radar atthe moment. Appreciate that ft worked inyour
st place, however not for us at the moment.

andrew

P 48 01792581234
E: sones@monosauo com
'MONO Equipment
‘Swansea West Business Park.
Queensway, SwanseaSas 4E8
United Kanggom

ww.monoequip.com

Andrew Jones
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NOND Equipmant

P —— Queensne
——— Swansea West Indutrtl Park
S—— Swansea
— ety
Unted Kingdor
To: +44(01792 561234
: Fax 24401792 561016
Innovative equipment Emats ncuites@monoequip com
for traditonal baking Tnnaonceipom
Mrs C Jenkins
13 Heol Gron
Gumos
Swansea
SA9 1DL
22" June 2021
Dear Charlene,

1 am pleased to inform you that your annual salary has been increased from £27,500 to
£29,500 effective from 1% June 2021.

“This increase is in recognition of your performance and will be reflected in your June 2021
payroll.

All other terms and conditions remain unchanged.

T would like to thank you for your continued hard work with Mono Equipment.

Yours sincerely

/2

Rob Davies
Finance Director
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For the coming year, Mono have secured instant employee discounts (from
2.5% up to 25%) for current employees on big brands to cut the cost of
employee shopping

EMPLOYEE ON-LINE DISCOUNT

Employee benefits
Fantastic savings ona widerange of shopping huxuries holiday's lefsure and
s

Instant discount codes so em ployees canshop for what they wantwhen they
wantit and benefitfrom store offersandsale pricestoo.

To havea look at these offers, all you have to do is complete the registration
process and within 48 hours, you will have access to instant savings cover
aspects of your shopping needs.

To register, log onto: www.salary-extras.co.uk

oring?
 helpine on: 0330100 2515

Forthose who have already registered for the Cycle2work scheme this year.
Your account will already be st up. Just click on Lifestyle benefits and instant
discountsto see what is available.

Any issues/queries, please let me know.
Thanks

Laura

2%y 2021
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cycle2work.

The Mono Equipment Cycle 2 Work scheme is now live!

Get yourself moving with great savings on the latest bikes
from leading brands..... up to £1000

The chance to apply for this scheme s limited and ends on
Friday 06™ August.

Here'show you benefit

+ Make great savings in'tax and National Insurance
(standard tax payerssave 32%and higher tax rate
payerssave 42%)

‘The costof the bike is spread over 12 months,

making it more ffordable
Acalculator tool is available 50 you can check out
the costbefore you place an order

‘Save moneyon fueland get fit

Accesstoall Halfords, Tredz and Halfords
independent bike shops.

To find out more about the Cycle 2 Work scheme, you will

need to register on www.salary-extras.co.uk or toapply fora
bike, contact Laura for more details.

100 sy 2021
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1 have had andea regarding an internal intranet where employees can have access toposters safe

systems of work, updates, company information etc

Have we ever looked intothis ide3, it will enhiance our communication with the workforce (and will
al50.cut down on the amount of paperworkinformation| send out with paysips)

Can you please letme know if you think this is anices tolook into?

Thanks
Loua

MONG
Laura

2 Mensaar

P 4 0)179258123¢
E: anei@monosaup con
'MONO Equipment
‘Swansea West Business Park.
Queensway, SwanseaSas 4E8
United Kanggom

ww.monoequip.com
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[From: Andrew Jones
Sent: 16 October 2021 11.21
To: Laura Daniel; RobDavies
‘Subject: RE: Employee Intranet

Laura

‘Agoo ides, however not every emplojee has access to3 computer. Spesk o Graham regarding
how many spare PC' we have on-site to see ifwe could put them in certain areas of the factory,
ow easy will it be to get individual passworcs? As for putting anintranet together, | wilbring it g
in the next management meeting and spesktoRoy to see f marketing are able o help.

P 48 01792581234
E: sones@monosauo com
'MONO Equipment
‘Swansea West Business Park.
Queensway, SwanseaSas 4E8
United Kanggom

ww.monoequip.com

»

Andrew Jones
Mananng Droctor
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ILM Level 3 Diploma in Management

This qualification is ideal if you have management responsibilities but no formal training and are serious about
developing your abilities. It is particularly suited to practising team leaders seeking to move up to the next level of
management by building their core management skills and managers who need to lead people through

organisational change, budget cuts or other pressures.

Benefits for you

~ Manage own personal development

~ Build your leadership capabilities

 Motivate and engage teams

~ Manage relationships confidently

~ Develop your leadership skills using your own
knowledge, values and motivations

« Gain a solid grounding in what it takes to organise,
manage and motivate your teams

« Understand principles of leadership and
management, people management and business

« Be confident about your ability to perform in your
role

« Learn tools and techniques to develop yourself as
aleader

« Anational qualification that recognises your abilities
and experience

~ Expand your knowledge in employee rights and
responsibilities

Benefits for your organisation
« Effective and confident first-line managers
« Better relationships and communication in teams

« Measurable results: workplace-based assessment
ensures new skills are effectively transferred to your
business

« Confident and effective managers

* Better communication, increased productivity, more
motivated teams

« A highly flexible qualification  close skills gaps

« A broad range of optional units - qualification can be
tailored to your organisation's learning and development

needs O

* Understand continuous improvement

- Gain a range of key management skills
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ent: - Fri 14/08/2020 10:49
: Laura Daniel
¢ GuySchveder’

Hello Laura,

I refer to our telephone conversation earlier today | can advise that IOSH have agreed to extensions for the
following 5 delegates:

Mark Challinor
phil Evans

Rob Thomas.
Rob Davies
Heulwen Evans

Their revised End Dates are now 31° January 2021. Please could you inform the delegates accordingly.

Also, as requested, | would confirm that | have removed Gary Fowler from the IOSH system as he no longer
requires the training.

If you should have any questions at anytime please do not hesitate to contact us.
With kind regards,

Linda Walsh

10SH Department

Human Focus International Limited

Suite 2, Chapter House, 33 London Road, Reigate, Surrey, RH2 9HZ
Tel: 01737 647 870

Email: linda@humanfocus.co.uk

If you're happy with the service provided then please let me know of any colleague, clients or associates
that may be interested in what we offer, thank you.

M. me»
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From: Andrew Jones

Sent: 03 February 2022 16.11
To: Laura Daniel

Subject: RE: Appraisals

Laura

| have taken some time to consider our discussion regarding starting appraisals this September. |
have talked it over with Rob and we have agreed to start rolling it out so managers are ready by
September. | know that it has been on the agenda for a number of years, however, as it has been
identified in our survey and it will help us with identifying training requirements for employees, lets
go with it.

Please can you inform me when you will be starting the training on the new forms with management
so | can prep the team in advance.

Andrew

P: +44(0)1792 561 234

E: ajones@monoequip.com|

MONO Equipment

Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom

Andrew Jones Www.monoequip.com
Managing Director
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Statf Appraisal
Appraisal Preparation Form (Stage 1)
(Manger snd empoye o complee nsvesaly i reparaion for 3l

Name~ Date of appraisal -
Jobtitle-

Please tick the box that is most uited to youl the emy
provided:

Cratuty - Challnging e st s, showi it aling cluatd s, oy
improving

Parsonal Effectiveness - Producing quality work, meeting targets & deadlines, being flexble,
adapting to situations

‘Commercial Awareness - Being avare of the needs of the business and its customers, both internal
and externsl and the need to manage costs

Dacision Making — Analysing problems, taking responsibilty, making calculated decisions, acting.
Iy

Leadership - Leading by example, motivating and persusding, making the best use of resources,

developing teams

‘Teamwork & Communication within the Department — Participating & contributing as 2 member of
the team, encouraging and supporting other team members

write a comment in the box

STRERGTH | SANGARD | CEVETOENT | WA g

TG ool oo

St o ol oo

T General comments on performance over the past year — uce parer cceies and g ond
wnere mprovemerts may e ecured.

Time-keeping - Absence levels and time-keeping over the past year
Health and Safety ~ Understanding and following Mono Equipment H&S procedures
STRERGTH | STANGARD | CEVETORVENT | WA o
nea

2. Any training/ personal development taken in the past year?

creamiTy ol ol oo

eness | O] O O |O

3. How would you like to develop your/the employee's sils/knowledge in the coming year?

commerciaL

AWARENESS O o o o

4. Job progression (f applicable) — Woul ok o peoges n e fur e the mploree 1 rogress frhr
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From: Laura Daniel

Sent: 01 March 2022 16.30

To: Andrew Jones

Subject: Employee Communication

Hi Andrew

In line with our employee survey and looking again at some of the results. | think we could try to
improve our communication between employees and management.

When speaking to employees, they have no idea on how the business is performing or if any
acquisitions have been made. | think it may also give employees an insight into why pay rises are or
aren’t going ahead instead of them making up their own reasons.

As we have just taken Paul on in the States, | think it may be a nice idea to get the workforce
together to inform them about Paul and may give them a boost to know that there may be more
work coming our way in the future.

Can you please let me know your thoughts?

P: +44(0)1792 561 234
E: Idaniel@monoequip.com |

—_—

—
MONO Equipment
Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom

Laura Daniel WWw.monoequi
HR Manager
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From: Andrew Jones

Sent: 01 March 2022 20.35

To: Laura Daniel

Subject: RE: Employee Communication

Laura,

I don’t really want to be speaking to employees every month as there will be occasions where there
may be nothing to update them on, however we can certainly trial it once a quarter starting the end
of March. Good idea about Paul, | think it will be a good thing employees knowing that we have
some potential work coming our way.

Not sure about mentioning pay increases at this stage especially as we are not sure if there will be
one again this year.

The last Friday of the quarter at 12.00 will be good, this will give time for any questions from
employees. Please sort it for the end of this month with the supervisors.

Let’s hold it in Rob Thomas’ area as it is larger to get everyone in... staff also please.

>
El
a
o
=

]

P: +44(0)1792 561 234
ajones@monoequip.com

MONO Equipment

Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom

Andrew Jones Www.monoequip.com|

Managing Director
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From: Laura Daniel

Sent: 01 March 2022 09.34
To: Roy Kitley

Subject: Employee Survey

Hi Roy

I wonder if you can help me please? As you know, | am deciphering our employee survey that went
out over Christmas. We have received the results and | am looking into ways that Mono can
increase engagement amongst employees. One thing that was highlighted is recognition from
managers.

Unfortunately there isn’t much money in the budget for us to create anything lavish, however would
you be able to help me please put some together with the Mono logo and looking corporate that a
manager can sent to their employee thanking them for doing a particular task well and giving them a
little pat on the back.

Would you have something that you may have used in your previous job, nothing too lavish, but
something that would make an impact.

Sorry | am not very artistic to think of anything but will have a look for ideas.

P: +44(0)1792 561 234
E: Idaniel@monoequip.com |

] l
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From: Roy Kitley

Sent: 03 March 2022 09.45
To: Laura Daniel

Subject: RE: Employee Survey

Hi Laura

What a good idea, we don’t do enough around recognition so a good way to start. | have a few ideas
that | will put together, | will ask Claire to give me a hand also.

1 will also create a paper version that can be printed for those without a pc.

Give me a few days and | will show you what | have put together.

Who knows, perhaps we will recognise employees with renumeration one day @
Kind Regards

Roy

P: +44(0)1792 561 234

E: rkitley@monoequip.com

MONO Equipment

Swansea West Business Park

Queensway, Swansea SA5 4EB
United Kingdom

Roy Kitley Www.monoequip.com|
Marketing Manager




image47.png
From: Laura Daniel

Sent: 01 March 2022 14.13
To: Laura Daniel

Subject: Employee Survey

Hi Andrew

Just to let you know that | have asked Roy to have a look at putting together a corporate card or e-
mail that we can send to employees when we recognise that they have done good work, just as a
little pat on the back. It will come from their own manager or another senior member of staff.

As we have spoken about before, we don’t do enough recognition at Mono, so hopefully will be a
good start.

I will pass everything by you before we proceed to rolling it out

Thanks

P: +44(0)1792 561 234
E: |daniel@monoequip.com

MONO Equipment

Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom

Laura Daniel Www.monoequip.com|
HR Manager

—
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