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Evidence Matrix

	Candidate name: Tara Jeffreys
	CIPD Membership/registration No.:
80931290


	Qualification title: CIPD Diploma in Applied Human Resources
	Unique Learner No. (ULN): 2005784


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

	5AIOP
	Contributing to improving organisational performance

	1:1
	Copy of values based recruitment and selection
	EV1
	
	

	5AIOP
	Contributing to improving organisational performance

	1:1 
	Snapshot of company induction
	EV2
	
	

	5AIOP
	Contributing to improving organisational performance

	1:1
	Role specific my learning
	EV3
	
	

	5AIOP
	Contributing to improving organisational performance

	1:1
	Probation policy
	EV4
	
	

	5AIOP
	Contributing to improving organisational performance

	1:1
	Colleague performance review template
	EV5
	
	

	5AIOP
	Contributing to improving organisational performance

	1:1
	Performance management policy
	EV6
	
	

	5AIOP
	Contributing to improving organisational performance

	1:1
	Performance management flow chart
	EV7
	
	

	5AIOP
	Contributing to improving organisational performance

	1:2
	Link to ACAS
	EV8
	
	

	5AIOP
	Contributing to improving organisational performance

	1:2
	Link to CIPD
	EV9
	
	

	5AIOP
	Contributing to improving organisational performance

	1:2
	ACAS Performance Management
	EV10
	
	

	5AIOP
	Contributing to improving organisational performance

	1:3
	Outcome letter
	EV11
	
	

	5AIOP
	Contributing to improving organisational performance

	1:3
	Letter to colleague
	EV12
	
	

	5AIOP
	Contributing to improving organisational performance

	1:3
	Witness testimony Manager
	EV13
	
	

	5AIOP
	Contributing to improving organisational performance

	2:1
	Performance management training course
	EV14
	
	

	5AIOP
	Contributing to improving organisational performance

	2:2
	TNA for managers
	EV15
	
	

	5AIOP
	Contributing to improving organisational performance

	2:2
	Copy of one to one document
	EV16
	
	

	5AIOP
	Contributing to improving organisational performance

	2:3
	YTD attendance report
	EV17
	
	

	5AIOP
	Contributing to improving organisational performance

	2:3
	Return to work document
	EV18
	
	

	5AIOP
	Contributing to improving organisational performance

	2:3
	Letter writing course
	EV19
	
	

	Candidate declaration:

	· I confirm that the work/evidence presented for assessment is my own unaided work. 
· I have read the assessment regulations and understand that if I am found to have ‘copied’ from published work without acknowledgement, or from other candidate’s work, this may be regarded as plagiarism which is an offence against the assessment regulations and leads to failure in the relevant unit and formal disciplinary action.
· I agree to this work being subjected to scrutiny by textual analysis software if required.
· I understand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of the Data Protection Act 1998.
· I understand that the work/evidence submitted for assessment may not be returned to me and that I have retained a copy for my records.
· I understand that until such time as the assessment grade has been ratified through internal and external quality assurance processes it is not final.

	Signature:
	Tara Jeffreys
	Date:
	18/09/21
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LO1./ Able to contribute to the delivery of performance management activities within the organisation 

1:1 Performance Management policies and procedures

When considering an organisations approach to performance management you need to look at the complete employee lifecycle and activities starting at recruitment and selection and finishing with the end of employment. 
With recruitment and selection consideration needs to be given to recruitment processes, the company recruits based on a set of company values (EV1) allowing self-selection for candidates (Rees and French, 2016) When the right fit candidates have been selected the next stage of their lifecycle is the induction process/onboarding/orientation.  The induction process is a critical part of the employee lifecycle, according to Taylor the definition of an induction is “the whole process whereby new employees adjust or acclimatise to their new jobs or working environments” (Taylor,2014). Induction provides the opportunity to establish psychological contracts, set the expectation of required standards, explain policies and procedures and establish the required behaviours for new employees. (EV2).  Within Morrisons Supermarkets PLC, the induction process sits within the HR function, to ensure the relevant legislation (ACAS,2015) is covered 
· Emergency exits.
· Evacuation procedures.
· First aid facilities.
· Health and safety policy.
· Accident reporting.
· Protective clothing.
· Specific hazards.
· Policy on smoking.
· Security procedures.
· Confidentiality.
· Compliance training such as data protection, bribery and modern slavery. (CIPD, 2020)


An induction ensures the colleague feels engaged from the start of their journey with the company. The design of morrisons induction is a consistent design where all new colleagues receive the same information, the induction process is delivered within the HR team, each new employee then receives a second day of role specific eLearning. (EV3)

Probationary period 
Within Morrisons supermarkets plc there is a 26-week probationary period for all new employees (EV4). The probationary period is when individuals “become a productive employee and adapt to the culture” (Rees and French, 2016). Line managers are responsible for supporting new colleagues within their probationary period and for ensuring they address any underperformance.

Ongoing performance management
As part of ongoing process, the company has a performance review process which involves line managers completing an annual performance review with each colleague (EV5) this follows code of practice set by ACAS, where the line manager sits with the colleague to provide and receive feedback, review the individual’s performance and establish expectations for the coming 12 months (ACAS)

Performance Management
The company has a comprehensive performance management policy called Performance Improvement Policy (PIP) (EV6), to allow a consistent approach by all managers the policy follows a structured flow chart (EV7) and provides all documents to support each stage of the process. As the HR manager my role is to support and coach line managers with the delivery of this process.

1:2 Key Sources of information that underpin the performance management policy

To ensure Morrisons comply with legislation, the policies follow guidance from ACAS, Health and Safety at work act and equality act and follow best practice as outlined by the CIPD
The company induction policy follows guidance from ACAS (EV8) and the CIPD (EV9) as advised the company induction covers health and safety precautions the employee must take, an outline of the training in health and safety they will receive to do their job without endangering themselves or others, what PPE and equipment they will be provided with, emergency procedures in the event of fire or other serious incident and an outline of the company insurance policy.
The company probationary period is expressly written into the employee terms and conditions of employment as advised by ACAS as a probationary period is not a legal term.

The employee relations survey highlights that organisations that are recognised as investing in people have a performance appraisal system (Varma et al, 2008) the company policy follows guidance from ACAS (EV10)


1:3 Provide timely and accurate information to colleagues regarding performance management activities 

As a People Manager with morrisons I provide information to colleagues throughout their employment life cycle, I deliver the company induction ensuring the colleagues receive all relevant information regarding legislation, expectations of required behaviours and company policies and procedures, the information is relayed to all colleagues on their first day, they are unable to start work until a full company induction has been completed. I also ensure I support the line managers and plan the colleague’s role specific eLearning 
Within my role as a people manager, I support line managers with managing their colleagues within probationary period and help them to manage colleagues when their performance falls short of the required standards (EV11), this sometimes requires me to deal directly with colleagues should they become unhappy with the process, (EV12)
I ensure all line managers are given the tools to do their job and ensure they are trained in performance management, and I provide coaching to support them with managing the performance of their team (EV13)

















LO2 Be able to support managers to deliver performance management activities on organisation performance and make recommendations for enhancement

2:1 Types of support line managers in the organisation need from HR in relation to performance management

Line managers are seen to be under a large amount of pressure in their roles from various directions and it is advised that HR should metaphorically “hug and not squeeze” line managers (IES, 2020) to support them in the delivery of performance management activities.
According to the CIPD there are 3 main concerns regarding the effectiveness of line managers
1. Lack of knowledge and skills relating to their role
2. Competing priorities and work overload
3. Lack of commitment to people management

The concerns occur because of the promotion of people into line managers roles as a result of good performance in technical roles (CIPD)
The level of support line managers require within Morrisons can vary depending on the individual line manager.  
New to role line managers require HR support by the delivery of training to equip them with the skills to do their job (EV14), coaching and mentoring with putting learning into practice and developing confidence and skill levels. 
Line mangers who are trained however lack real time experience will require coaching to support them through the performance management process to develop their skills and confidence.  
Experienced line managers still require feedback and coaching through the process of managing their colleagues to ensure consistency and continued professional development.
Throughout the performance management process, I would provide line managers with advice on company HR policies and procedures and legislation, such as Equality Act, GDPR and health and safety at work act.

2:2 Support line manager capability to deliver performance management activities

Within my role as HR in Morrisons line manager capability is reviewed by initially completing a TNA for each manager (EV15) to establish any development needs and build a personal development plan, I would also complete a periodic one to one to review their individual performance, identify any key learnings and provide any additional support that may be required (EV16)
In addition to the structured one to one I operate an open-door policy and establish an advice surgery, should any line manager require any additional support.

As part of my role I would deliver training sessions for the line managers to develop their capability, this included an employment law course, letter writing course and attendance management course.




2:3 Work in conjunction with line managers in their provision of employee performance and development reviews
To support line managers with the delivery of colleague performance reviews I worked with them to develop a plan for the year for colleague performance reviews.
Each employee review is based on achieving a balanced scorecard and the required behaviours for the role. Should the line manager require additional support I would attend the annual performance review with the colleague, should I not be involved in the performance review following the completion I would review the quality of the documentation and provide feedback to the line manager. 

A large part of performance management for line managers is dealing with attendance management, as an HR team we would provide the line managers with a year-to-date attendance report, (EV17) so the line manager could review the colleague’s attendance levels against the company target of 3%, I would also coach the line managers with the accurate completion of company return to work documentation (EV18) and coach them on GDPR.
I would also support line managers with making reasonable adjustments for colleagues should they be covered by the equality act; such adjustments may be an increase of % before an attendance review is triggered and any reasonable adjustments to shift patterns.
Should the colleague’s attendance fall below an acceptable standard I support line managers with the formal process of managing attendance, where I provide a training course on letter writing (EV19) and then support them through the formal process.



































LO3 Be able to assess the impact of performance management on organisational performance and make recommendations for enhancement

3:1 Evaluate the organisations approach to performance management

Most modern organisations utilise some form of performance appraisal to assess performance and to make decisions relating to pay increases and promotion. (Landy and Farr, 1980) A recent study shows that only one in ten employees believe their organisations appraisal system helps improve performance (Pulakos,2004).

Morrisons Supermarkets PLC adopts a traditional formal approach to performance management and uses one of the commonly named terms “performance review” (Taylor, 2016).
The system is made up of two main parts
· Half year reviews
· Year-end reviews

The system combines both output-based assessments and behavioural assessments. The process follows the three basic criteria;
· Target – the targets are divided into 2 sections; the company sets a generic set of operational and behavioural objectives which align with business objectives and values.  In addition, there is a section to allow personal objectives which are agreed between the colleague and line manager both operational and behavioural 
· Incentives – the performance review has a section for development opportunities which aligns with a grading system for the current role, new to role, well placed, accelerating, struggling.  The company operates a performance related pay system which relates to the objectives and behaviours
· Monitoring – the review of key performance indicators using a traffic light system, red, amber, green 
The company approach supports the evidence from studies that show organisations are on average 23% more productive when using a formal approach (Bloom et al, 2012)

The performance management system has historically been a face-to-face process, however as a result of COVID 19 the company has had to adapt the process to utilise video calling.  The removal of face-to-face discussions can have negative impact on the flow of the review.





3:2 The extent to which performance management processes support HPW and contribute to sustained organisational performance 

Performance management can often be synonymous with dealing with underperformance or mistaken to solely the traditional annual appraisal, however performance management is much broader than this, it involves combining lots of HR practices such as learning and development, performance measurement and organizational development.  Its about creating a culture where everyone takes responsibility for continuous improvement both organisational and personal. (CIPD, 2020)
There are several ways an effective performance management process can contribute to an organisation
· Motivation to perform is increased
· Increased self esteem
· Managers gain insight about employees
· Clarification of job definition and the required criteria
· Self-awareness and development is enhanced
· Fair and transparent reward increasing trust and improving interpersonal relationships
· Clearer orgainsational goals, employees understand how their personal contribution impacts the organizational performance
· Improved employee competence, each employee has a clear development plan
· Speedy identification of good and poor performers
· Improved compliance with legislation i.e. equality act
· Helps drive organisational change (HRMpractice.com)





3:3 Recommend ways for developing performance management processes to enhance their impact on organisational performance 

One of the problems with the company approach to performance review is the combination of performance-based pay award and development section, due to the year-end review have a potential impact on financial award the colleague / appraisee tends to focus solely on the positive aspects of their performance and not on their development needs and future performance, therefore reducing the likelihood of an open and honest discussion. (Taylor, 2016)
Morrisons has a problem in the way the interview itself is conducted, lots of line managers are not equipped with the skills to carry out an effective review of their colleagues, to address this issue the company need to reintroduce formal appraisal training for the line managers.(Taylor,2016) This will eliminate some of the issues in the effective completion of the interview, however there is still an issue with political decisions resulting in ratings that are not an accurate reflection of the individuals performance (Longenecker et al, 1987)

The organisation should adapt its current process, in addition to the dreaded end of year review the company should focus more on completing reviews continually to ensure a no surprise culture at year end and remove the mammoth preparation task for line managers. (Taylor,2016) 
With the traditional annual appraisal system being viewed by as “last century practice” many organisations such as Deloitte, Accenture and Microsoft have abandoned the traditional annual appraisal in favour of a more regular performance conversation with individuals, and the ability for line managers to give in the moment feedback, many believe that an annual appraisal focusses too heavily on past performance and behaviours and does not focus enough on developing current performance and behaviours to develop future talent. (Harvard,2016)
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EV5

My Performance Plan
	7 Business Priorities
	6 - Ways of working
	5 Stakeholder Ambitions

	Be more competitive
	Customers First
	Customer

	Local integration serving community
	Teamwork
	Colleague

	Simplify & speed up organisation
	Listening Hard
	Suppliers

	Naturally Digital
	Freedom in the Framework
	Shareholders

	Pride in Hygiene
	Driving Sales
	Environment & Community

	Creating, scaling profitable growth
	We Care
	

	Serve Customers Better
	
	



	Name
	

	Role
	

	Employee ID
	

	My manager
	

	Date
	



Hourly paid colleagues

My comments – space for me to write what I do well and what I can do to improve
	What I do well - What I am proud of...




What I can do to improve: - What has been challenging? - Any areas of Concern?



My manager’s comments – space for my manager to write their view on my performance in my role and agreed development areas
	How has the colleague performed against their measurements...
Acknowledge good work and value it…
Raise Potential issue…
What support do they need….

MEASURE AGAINST ALL OF THE WAYS OF WORKING…. SEE ATTACHED SHEET FOR GUIDANCE - REMEMBER BEHAVIORS!!

Some measures to consider…  you can add your own here specific to your department…. ETC….

Complaints
Double scan
dump codes 
availability
safe and legal 
uniform standards
Flexibility



	
My ideas – what we can change or do to improve, this could be in your role, team, site, store or function
	



What am I going to do? – what am I focussing on to be more effective for my customers, my team and Morrisons?

	What will I do?

	How will I measure it?
	When will I do it by?
	How am I getting on?
An ongoing record of my progress and how I feel in my role

	Improve …….

	I will be seen….
	4 weeks
	Reviewed in 4-6 weeks (DATE) and don’t forget to put it in your calendar to make it happen!




	Mid year rating

	


My ongoing performance against my objectives – agreed during my performance meetings with my manager. 
N= New to role, 1 = Not meeting expectations, 2 = Meeting expectations, 3 = Exceeding expectations

How am I going to do it? – how will I bring the Ways of Working to life in my day to day role?
	Customers first
	Teamwork
	Listening hard and responding quickly wherever possible
	Freedom to make decisions within the six priorities
	Driving Sales
We Care

	Which of our Ways of Working will I focus on and how will I do this?
	When will I do it by?
	How am I getting on?
An ongoing record of my progress

	Customers First… 
Teamwork
Listening…
Freedom…
Driving Sales..
We care
	
	

	



	End of year rating

	


My ongoing performance against my Ways of Working – agreed during my performance meetings with my manager. 
N= New to role, 1 = Not meeting expectations, 2 = Meeting expectations, 3 = Exceeding expectations

Signed (me)					       Signed (my manager)	























Customers First
· I know my customers and I care about their needs
· I always stop what I’m doing to help a customer, greet them with a smile and a friendly helpful attitude
· I take responsibility to fully resolve any customer queries
· I look for opportunities and personally take action to help improve the customer experience
· Im proud to be a food maker and shopkeeper.
· I can talk about how our products are made and enjoy making recommendations to customers
· When in doubt I fall on the side of the customer
Teamwork
· I’m polite and considerate and always offer to help others
· I recognise when I’m doing a good job and am at my best and understand what I need to do to be consistent
· I am able to manage my emotions effectively and I am able to bounce back quickly from difficulties I face at work
· I take time to understand how others want to be treated and behave in a respectful way
Listening Hard, Responding Quickly, Wherever Possible
· I regularly listen to our internal and external customers to understand their views
· I act quickly to respond to colleague and customer needs
· I respect other people's opinions, regardless of who they are
· I receive feedback regularly to understand how I’m performing and I take action to be even better at my job
Freedom in the Framework
· I know what the seven  priorities are and how my job relates to these
· I think about the best way to do a task and am prepared to share my views to improve Morrisons
· I look for ways to improve my work that gets better results for customers and colleagues
· I quickly ask for help if I need it
· I work efficiently throughout each shift to complete all the required tasks, and deal effectively with demands that arise on the job
Driving Sales, Tough on Costs
· I identify opportunities to improve sales by knowing what my customers want and providing it where possible
· I always look for better ways to get things done making sure my every effort effort is worthwhile
· I follow guidelines to stock effectively in order to maximise sales and ensure that we are legal and compliant
· I always handle our products with care, treating every product like it was mine and minimising impact on waste
We Care
· I am aware of the work Morrisons does to support my community and know how to get involved if I want to
· I talk about our community work and opportunities with customers when possible
· I support my colleagues by listening and encouraging them to discuss any issues with their Managers
· I understand how my work impacts the environment and raise ideas to minimise impact
· I make everyone feel welcome working or shopping at Morrisons
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https://www.acas.org.uk/sites/default/files/2021-03/Starting-staff-induction.pdf

EV9
https://www.cipd.co.uk/knowledge/fundamentals/people/recruitment/induction-factsheet
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EV13
Good morning 

Please find attached feedback for Tara Jeffries in relation to performance  management.

Within her role as People Manager Tara delivers quality training for line managers to build their capability, in relation to performance management such as Performance Management, Letter writing and attendance management.

Tara provides a great support to me with the completion of performance reviews and periodic one to one meetings with line managers, Tara is always available to support and coach the line managers when dealing with complex cases.  Tara provides information and advice regarding legislation to ensure line managers are compliant with the law.

Alison Jones
Store Manager
Morrisons PLC
Neath 274
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» Advice A-Z
Performance management
» Rights and responsibi
at work + What is performance management?
» Good practice at work + Why is managing performance important?
» Disputes and problems at  + HOw to get performance management right
otk + Measuring staff performance
» Acas Helpline + Maintaini ive p
» Publications « Developing staff
» #AskAcas on Twitter + Research and case studies
e — + Further Acas support on managing performance
mansgenient What is performance management?
» How to get performance
management right the s that employers use to maintain,
and Improve the performance of their workiorce so that the organisation achieves ts
» Measuring staff goals.
performance
Most performance management arrangements involve:
» Maintaining effective
performance + employees being set performance measurements
menagemen. + meetings bet d each member of staff to discuss thei
amangements meetings between a manager and each member of staff to discuss their
performance

, N
Developing staff « assessing employees against their performance measures

» Neurodiversity in the + a record of performance being kept.
workplace © Live Photos
How this is done can vary widely, depending upon the particular needs of the
organisation. @ portrait
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Ref: PPO3 03 September 2020
Private and confidential
sam Eliott W Morison Supermarkets PLC
10 Heol Ceirog Parc Pemberton
Uanelli Trostre
SAL4 9HB Uanell
1 SAL4 9DR
Dear sam

Probationary Policy ~ Probationary Review Meeting Outcome - Termination of Employment

1 write to confirm the outcome of the formal meeting held on 03 September 2020, in the presence of
Tara Gibbons People Manager and at which you declined representation.

As you are aware, this meeting was held in accordance with the Probationary Policy and as per your
contract of employment the first 26 weeks of your employment are your probationary period. In this
time training and support has been provided to help you develop and carry out your job successfully.
‘This letter confirms and records the outcome of that meeting, which was that your employment will be:
terminated within your probationary period. The reason for my decision is explained below:

Your absence level company target, 16% versus company target of 3%
You are fully aware and understand the company attendance policy

You have been previously been spoken to regarding your absence and were issued with a record
of improvement on 14.05.20

© we have reviewed your reasons for absence and have not found any related issues

© We have made reasonable adjustments to try and support your attendance

In accordance with your contract of employment you are entitled to 1 Week notice, together with any.
outstanding accrued holiday pay that may be due to you. Arrangements for this notice period were
discussed with you at the meeting. Your contract willtherefore be terminated on 09 September 2020.

Yours sincerely

Jon Griffiths

Pagelof1 276 words (X English (United Kingdom) + 125%





image10.png
@ Perfor | M Inbox | fed Stude | i Email | @ Mark | B Mymc | € Kalic M C: x [R Colle: | & Searc | B perfor | () 5.Cov | B Home | B Home | B Mane | E MyP: | B Mype | CJ perfo | + °

<« C @& mail.google.com/mail/u/0/#searchfin%3Asent+probation/CwCPbnwgtPRFKzKfqdBCfHNbemgDDL?projector=1&messagePartld=0.1 * »*» 9

Apps M Gmail €3 YouTube @ Maps @ MyMaths - Bringin [ Reading List

Morrisons

19 October 2020

Private and confidential
Samantha Elliott Morrisons Supermarkets PLC
10 Lon Ceiriog Parc Pemberton
Llanelli Trostre
SA14 9HB Lianelli
SA14 9DR

Dear Samantha

You requested an appeal against your termination within the probationary period which was
issued on 03 September 2020, however as discussed during the probation review meeting,
you are not entitied to appeal. The appeal process will therefore be brought to an end.

Should you have any queries in the future, please do not hesitate to contact me.

Yours sincerely

Tara Jeffreys
People Manager
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