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Whatever approach is employed candidates should be encouraged to complete these forms themselves and not expect assessors to do this for them.
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[bookmark: _Hlk82540458]LO1: Be able to provide information on performance management activities within an organisation

1.1 [bookmark: _Hlk76249197]Explain performance management policies and processes in the organisation and the roles and responsibilities of those involved in them. 

My organisation has developed a Performance Management Guide (EV1), which should be used as a tool to support employees to achieve a high standard of performance, so that the company achieves its objectives. It explains its purpose and brings up the role that line managers have in terms of feedback and support for the employees to enhance their performance standards, supporting Taylor’s (2016) statement where it affirms that managers are responsible for carrying out performance management appraisals. This guide (EV1) carries on explaining the elements of the Company’s performance cycle, and how objectives are set (EV2), using the SMART scale (Taylor, 2016). It also points out the benefits to performance conversations and the purposes of the 121 meeting (EV3).

In the case of having an underperforming employee, we will refer to the Performance Capability Policy (EV4), where it explains the responsibilities of both employee and HR/line manager, and the procedure to follow (EV5), establishing the minimum time periods for each stage. I have created a Chart which summarises the procedure, available on EV6.

Apart from the involvement of the HR manager in this aspect, the HR advisors team in Head Office has provided us with the necessary documentation that we need to fill in during the performance reviews, including an explanation of what SMART objectives are (EV7), 121 template forms (EV8).

In order to assess the employee’s performance, my organisation provides us with the job descriptions for all the roles, an example can be found on EV9, the Sales Assistant job description, the most common role in the stores, provided to the employees in their contract of employment. We also have available the Onboarding Training Plan for the employee’s first four weeks, with the expected standards of performance (EV10 and EV11).

Performance can also be measured against the individual attendance, explained on the Short-Term Absence Policy, which includes sicknesses for up to 4 weeks. It is important to point out that the policy is a way of managing attendance and it is not part of a disciplinary procedure (EV12), but it will impact in the overall performance of the organisation, as several research studies have found (Al Zadjali and Ibrahim, 2021). We also count with a Long-Term Sickness and Capability Policy, which explains the procedure to follow (EV13).

In terms of employee rewards, there is not reward and recognition policy. However, within the Pay and Working Hours Policy, we can find the Monthly Incentive Scheme (EV14), which is discretionary and non-contractual. This could be one way of influence on the employees behaviour to push them to do their best at their job (CIPD, 2021).

1.2 [bookmark: _Hlk82540511]Explain key sources of information, including legislative information, which underpin performance management activities. 

ACAS, the Advisory, Conciliation and Arbitration System are an independent public body that offers employees and employers free and impartial advice on workplace rights, rules, and best practice.

On ‘The National Archive’ website (2021) we can find relevant information from ACAS regarding performance management and how to get it right. It establishes a number of actions that employers should consider, such as:
	
· Identifying well-defined aims
· Thinking about what the organisation needs
· Main values of performance management arrangements (transparency, consistency, and fairness)
· Engaging and consulting with staff and representatives
· Involving senior managers
· Considering the managers’ skills

Speaking about fairness, any performance management arrangements must not discriminate individuals who might belong to one of the areas classed as ‘protected characteristic’ by the Equality Act 2010 (EV15). It is the employer’s responsibility to remove any disadvantage where a disabled employee might be disadvantaged by performance measurements.

As well, on the ACAS website (2021) we can find a productivity tool, called the ‘7 levers for productive workplaces’. By just replying a few questions, the answers might help us understand where the issue is in our organisation to be able to design an action plan for improvement (EV16).

1.3 [bookmark: _Hlk82540641]Provide timely and accurate information to colleagues regarding performance management activities.

My organisation has created an app which is used purely for training purposes. Whenever we are due a refresher Health and Safety training session, or the Learning and Development department launches new courses, the employees receive a notification explaining the procedure to follow (EV17). As a Deputy Store Manager, I also send an email as a reminder for the employees to ensure they complete the courses during working hours (EV18), where I offer my help to make sure they are able to access the information (EV19). 

Additionally, as I have explained previously, we have a Monthly Incentive Scheme, with information of the amount that employees will receive upon achieving the sales targets (EV20). This is one of the ways of influencing and rewarding employees to perform better and achieve greater results. Besides, HR provides us with KPI’s, with all the monthly targets for the year, comparing them to the previous year (EV21).


1.4 Reference list

Al Zadjali, R. S. and Ibrahim, O. A. (2021) The Impact of Absenteeism in Banking Sector in Oman. Available at: https://www.proquest.com/openview/4715f041c1659e0fdcfbc2d7205b74a1/1?pq-origsite=gscholar&cbl=816339. Accessed on 14/09/21.

ACAS (2021) 7 Levers for productive workplaces. Available at: https://obs.acas.org.uk/Productivity/?addToExistingBatch=False. Accessed on 14/09/21.

CIPD (2021) Reward: an introduction. Available at: https://www.cipd.co.uk/knowledge/fundamentals/people/pay/reward-factsheet. Accessed on 14/09/21.

Legislation.gov.uk (2021) The Equality Act 2010. Available at: https://www.legislation.gov.uk/ukpga/2010/15/part/2/chapter/1. Accessed on 14/09/21.

Taylor, S. (2016) ‘Improving Organisational Performance’ in Taylor, S. and Woodhams, C. Human Resource Management: People and Organisation. 2nd
Edition pp 197-218. London: CIPD. Accessed on 18/08/21.

The National Archives (2021) How to get performance right. Available at: https://webarchive.nationalarchives.gov.uk/ukgwa/20210104114332/https://archive.acas.org.uk/index.aspx?articleid=6609#thinkaboutyourorganisation. Accessed on 14/09/21.
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LO2: Be able to support line managers to deliver performance management activities within the organisation.

2.1 Analyse the types of support line managers in the organisation need from HR, in relation to performance management activities. 

Trullen et al (2016) carried out some research to investigate how HR may promote the implementation of human resource practices by line managers by exploring how HR may persuade the line manager’s Ability, Motivation and Opportunity (AMO) to implement HR practices more efficiently.

· Ability: By developing support materials such as manuals, providing training when launching a new practice, or providing support services through the telephone or emails. In my organisation, as part of a manager training, the HR team organises workshops where future managers are explained the procedures and policies to follow when dealing with performance. In this aspect, conduct and capability are treated separately. Managers are shown how to carry out an investigation, disciplinary and other meetings; they are given situations where they have to decide what the best practice would be. Examples of the training material can be found on EV22, EV23 and EV24.

The HR manager is also available over the phone, to be contacted during the investigation/disciplinary meetings, to support and assist managers to make decisions, ensuring they comply with policies and legislation.

· Motivation: Activities like the inclusion of line managers in the design of HR practices, suggested by Trullen et al (2016), is something that does not happen in my organisation. As it is a multinational company, with the main head office located outside the United Kingdom, any HR practices are developed there and adjusted to the specific country, with no input from employees. 

On the other hand, we like to recognise the line manager’s efforts in front of employees or other managers in terms of performance success. In the years previous to Covid-19, the management team from all the stores in the country, was invited to the annual conference which was taking place in London. All expenses paid, including accommodation, the main points of the conference were financial, fashion (including a fashion catwalk) and awards. Managers were rewarded with gift cards for themselves and cheques to spend with the employees or within the store, for team-bonding activities. The managers for each winning store would come up to the stand to receive their prize. During the years, my store received several awards like ‘Best Attendance Record’ or ‘Best Customer Service’. Since Covid, we have been unable to attend any conferences, but the recognition of good performing employees is shared in our internal app (EV25).

· Opportunity: According to Trullen et al (2016), managers should be given the opportunity to implement a new initiative, such as new appraisals systems. A few years back, my organisation introduced a new bi-annual review (EV26). At the time, department managers had bigger teams, which led to better planification and preparation in terms of performance reviews. They were able to spend time to evaluate the employees performance in the past six months, set objectives and follow them up. 

Unfortunately, due to loss of profits and investing in other technologies, in the last five years the store staff numbers has been reduced drastically and managers’ tasks have been increased. For instance, managers were not allowed to serve on tills, but due to staff reduction, managers now have to use tills and replenish the shopfloor, on top of their managerial responsibilities. This is having a detrimental impact on staff performance, as even if objectives are set, sometimes they are not followed up because the manager ‘does not have the time’ and he/she neglected the tasks that cannot be delivered, as Bajorek (2020) establishes in her report about a study from Evans of frontline managers in retail. 

2.2 [bookmark: _Hlk82897955]Support line managers’ capability to deliver performance management activities. 

One of my responsibilities as a manager is to train sales assistants to become managers. The HR team in Head Office has created booklets (EV27) and forms (EV28) which explain the processes to ensure the employees are performing well. I have been following up these booklets with the staff who were in a development programme, as we can see in EV27.

A few years ago, my regional HR manager contacted me to ask me if I would like to be involved in a new initiative, which consisted in training the new managers within my region in terms of HR procedures and commerciality. I was sent the employee training records, which I am unable to share due to company policy, which allowed me, along with the job description, to create a plan for each day of the week that the employee was going to spend working with me. In this plan (EV29) we can see that the HR training was provided in different days and was alternated with commercial training too, so it was not too overwhelming. I have attached a witness statement which confirms this training (EV30).

2.3 [bookmark: _Hlk82898040]Work in conjunction with line managers in the provision of employee performance and development reviews

As a Deputy Store Manager, I am directly responsible for the performance of the Section Managers in the store, as well as the operational team. Regarding the shopfloor teams, each Section Manager is in charge of their own staff performance, but the General Manager and me, overlook their individual objectives and support the Section Managers in reviewing and setting objectives for their employees, identifying development needs and development opportunities. 

When the Section Managers plan a review meeting, they usually show us prior to the meeting, the feedback they are going to share with the employee and the goals that they would like the employees to achieve before their next review. Sometimes they struggle with what might be a learning priority both for the department and as a business, so they usually come to me for support, as I am the person in the store with the most knowledge regarding performance management. I have included in the evidence list a witness statement from one of my managers (EV31).

2.4 Reference list

Bajorek, Z. (2020) The Squeezed Middle. Why should HR be hugging not squeezing line managers. Institute for Employment Studies. Brighton. Accessed on 16/09/21.
 
Trullen, J; Stirpe, L.; Bonache, J.; Valverde, M. (2016) The HR department’s contribution to line managers’ effective implementation of HR practices. Human Resource Management Journal, Vol. 26, No 4. John Wiley & Sons Ltd. Accessed on: 15/09/21.
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LO3: Be able to assess the impact of performance management activities on organisational performance and make recommendations for enhancement
3.1 [bookmark: _Hlk82898277]Evaluate the organisation’s approach to performance management, including employee performance and development reviews. 
As I explained in my previous assignment, my organisation approach to performance management consists in regular one-to-one meetings, whose frequency depends on the level of performance of the employee and on the length of service. New employees will have at least three one-to-one meetings during their first three months and underperforming employees or those on a development plan will meet every two to four weeks. For the rest of the workforce, we aim to hold a review meeting every three months. 
EV28 shows an example of the format we use on the reviews. As a manager, preparation is key, since not only I need to evaluate them and give them feedback, but also, I have to think of the goals I would like them to achieve before the next review takes place. I start the meeting giving the employee the chance to speak and providing us feedback of their performance since the last review. After that, I explained to them their performance, what they have learnt and what needs improving, looking at any factors why a goal has not been achieved in order to make changes to ensure success.
The second part of the review consists in setting SMART goals, explaining how the goal will be achieve, the support that will be given and a deadline. At the end of the review, manager and employee will sign at the bottom of the pages.
This approach agrees with the CIPD (2020) statement that confirms that performance reviews should be regular, not an annual process.

3.2 [bookmark: _Hlk82898611]Assess the extent to which performance management processes support high performance working (HPW) and contribute to sustained organisational performance. 

According to Taylor (2016), and based on different studies, there are some key elements in high performance working systems that contribute to the organisational performance. In my organisation, the most used are:

· Investment in training and development: As we can read on EV32, programmes have been developed to identify the potential of the employees with the aim of offering them new opportunities to grow within the company. A few key figures are that almost 2,000 employees were promoted in the last financial year: staff received over one million training hours: and 46% of the vacancies were filled internally, all of this in the last financial year.

· Internal promotion based on accomplishments: Based on EV32, as nearly half of the vacancies are filled internally. In my store, all the managers, including myself, started working as sales assistant, most of them on a part-time basis. Talking from my personal experience, I was promoted from cashier to visual merchandiser within the first six months and became a department manager after 18 months of service. I was part of a training programme which showed me the basics on management and have carried on with my personal development after that, taking all the learning opportunities that I have been presented with. 

· Pay based on performance: My company has always rewarded me with an incentive for achieving sales (EV14), but also managers used to get another one for good results in terms of stock management or staff retention (EV33).

· Effective appraisal system: This could be linked with the desire of promote from within (EV32). By having regular one-to-one reviews, the goals are constantly reviewed which helps improving both the individual and organisation’s performance.

· Flexible working: My organisation has a ‘Flexible working policy’ which allows employees with over 26 weeks of service to apply to change the work arrangements. It will be reviewed to ensure the individual needs can be accommodated in conjunction with the business needs (EV34).

· Job security: As shown in EV33, my organisation offers a great job security. Even in times of the pandemic, 87% of the employees have permanent contracts.

· High level of harmonisation in respect of terms and conditions of employment: The terms and conditions of employment are the same for all the employee and we are all expected to follow the same policies. An example of this could be the ‘Annual Leave Policy’ (EV35), where all the employees are entitled to the same amount of holiday allowance, with the only difference of working in Head Office or in a store.  

3.3 [bookmark: _Hlk82898671]Recommend ways for developing performance management processes to enhance their impact on organisational performance.

Even though my organisation have introduced a few of the most common key elements of HPWS, I would make some recommendations, according to Taylor (2016):

1. Employee participation in decision-making: It would boost the commitment as employees would feel more valued since the company would welcome their opinion. Nowadays, with the creation of digital surveys like Google Forms, it is possible to send surveys and receive the answers in a very short period of time and anonymously, which would allow the employees to be more honest.

2. Good work-life balance: At the moment, there is a lot of pressure put on the store teams with hardly any support from senior managerial. Most of the management team in the stores is constantly working overtime, and constantly contacted in their days off to solve issues. The creation of apps with work information, like the digital platform I have for training, makes notifications to pop up on the devices, so there is a feeling of always being connected to work and not being able to fully enjoy time off.

3.4 Reference list

CIPD (2020) Performance Management: an introduction. Available at: https://www.cipd.co.uk/knowledge/fundamentals/people/performance/factsheet. Accessed on 17/09/21.

Taylor, S. (2016) ‘Improving Organisational Performance’ in Taylor, S. and Woodhams, C. (2016) Human Resource Management: People and Organisation. 2nd Edition pp 197-218. London: CIPD. Accessed on 18/08/21.
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PECIFIC: What exactly needs to be achieved?

EASURABLE: How will you know when success has been achieved?

date

*Go back to the notes
taken during the review

«List the goals identified
and skills needed to be
developed to cover them

+Ask yourseff

“How relevant are these
areas (o their work?

Wil they improve thelr
performance?

Wil they develop their
career aspirations/work
interests?

Wil they improve their
technical skills to complete
your role effectively?

hr/regional’s signature

CHIEVABLE: Keep it real... within your realm of influence

ELEVANT: Wil it contribute to the overell success of the team/department?

employee

Specific details of the Objective which
will be measured

+What do they need to start doing, stop
doing, o more of, to achieve the
desired behaviour?

“What can they do on the job to achieve
the desired behaviour?

“What additional knowledge do they
need to achieve the desired behaviour?

“Training course?
“Coaching?

“Mentoring?

#Reading on the subject?
“Shadowing skilec colleagues?
Job rotation?

“Secondment?

#Asking someone who knows how to
doit?

IME BOUND & TRACKABLE: Is there an end date and mini milestones along the way?

id

Support needed

“Who will be supporting
themn in each action?

“Who is responsible for
the different development
actions / activities?

+Be specfic!

employee’s signature

I in-store manager and
complete below the n

hr/regional

hr/reglonal/manager

i Deadline.

“When are they going
to do the development

actions/activities

“When wil the stages

be reviewed?

objectives setting
[]Probation
[Clinformal Performance Management®

Tickos applicabl:

CIFormal Performance Managament®

*TO BE USED BY HR AND/OR REGIONAL TEAM ONLY

using it or nforma o Forma Performance Management, please
ame of the member of the regional team who has authorised you
to use this template

Results )
| Howwillyou knowswhenyou have |
| reached the objective? “What wil it

N look like*?

“What will they be able to do
once the skill has been

by? learned?
“How will you know that they
have reached the goal?

+How will the performance be
measured?

next review date
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review

Position: Department:

Manager Name:

Today

Find out about how they feel things are going. How do they think they are performing? Are they
struggling with anything?

Look at goals set in the last review: what has been achieved? How did they make it a success?
What have they learned?

Look at goals set in the last review: was anything not achieved? What got in the way? What
could they do next time to ensure success? Are there any changes which need to be done? Talk
about support.
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JobTitle SALES ASSISTANT

Reportingto  RESPONSIBLE / DEPUTY MANAGER
HEAD CASHIER and/or GENERAL MANAGER

Purpose To support store objectives by delivering excellent service in line with store

needs and fo ensure the effective maintenance of designated sections

Key
Responsibilities

Be aware of what happens day to day in the store
Maintain responsibility for one or several sections of the store as instructed by
your Manager keeping a basic image of the area (folding and displaying)
Process sales, exchanges and refunds efficiently, accurately and quickly in all
payment methods

Ensure that good housekeeping standards are maintained on the shop floor
when required and ensure that the Cash desk areas are replenished and kept
fidy throughout the day.

Ensure that customers are acknowledged and receive a qudlity service either
face to face or over the telephone

Maintain excellent standards in the stockroom by organizing and arranging
the stockroom efficiently

Provide fill reports throughout the day to Managers and colleagues when
required

Ensure complete efficiency when following opening and closing cash desk
procedures

Investigate and resolve discrepancies with support from the Head Cashier

Be actively involved in the delivery and ensure new stock is available for
replenishment on the shop floor before the store opens

Comply with the Company Security Procedures and policies. Ensure that
relevant documents are understood and signed.

Continually develop stock knowledge and promotions throughout the store
Be available for Cashiers should they request help

Ensure effective communication with the Management Team at all times
Complete other tasks as necessary to support the overall store
Comply with the Company Health & Safety Policy at all times

Experience and
Qualifications

Previous fashion retail experience and/or excellent customer service |
experience preferred

Previous cash handling experience desirable

skills and
Attitudes

Love/and or passion for fashion
Strong numerate and literacy skills
Articulate and good communication skills

Accountability

Energetic & enthusiastic

Good interpersonal skills

Strong initiative & self-motivation

Ability to work independently and as part of a team

Ability to work under pressure

Flexibility to work varied hours including nights, weekends and holidays

To maintain good standards in personal presentation in order to represent the
image of the brand

This job description is designed to help you understand your role better and to improve the
effectiveness of our recruitment process. It is not an exhaustive list of all the things that you may be
required to do and maybe required to take on additional tasks
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Monocing Long Term Sciness

You v be paidin ne wihthe enfilements st outin our Shert Term ABsence Foicy. You are
required fo comply wih our niss an noféication and the provison of ongong medical
evdenc.

We il reguicrty review your absence and sicle of haalh o finess 10 se whalher or ol
there s any improvement, and i we can do anylhing o focilfate you recovery and refum fo
work.

We wil hold reguiar Wellore Mestings with you, and these wil invaive your Line Manager fne
HR depariment andjor @ medical professional

100 fil 0 affend more fhan fwo Welfare Meelings wihou! providing a vlid reason fo ol
doing s you could auvtomaicaly be invited o @ Medical Copabilly meeting.

With your consent we may request you 10 aifend an appoiniment with o doclor or medical
profesionl (af our expense) fo provide @ mecical repart fo us i elafion fo your condiion
nd finess

1t may diso b necessary ha you're Line Manager andfor HR Deparment wil ask for you
witen permision 1o confac your GP or Consutant i crder 1o oblain o medical report
regarding your ongoing absence.

Shoukd you refuse permision for us o oblain @ medical report from your G or Consulfan,
and you are asked o afend a Medical Capabilty hearing. we wil oly be able 1o mate o
ecison regarcing your coninued employment with e Cormpany based on the nfarmation
that has been made avaiable o us.

Cifical linesses

W recognise that various condiions fal under fhe remi of @ crical ines. I s therefore
nocessary that we support ol employees who cre diagnosed with a crfical finess 50 that
they con remain af workorrefum 1o the work place, following  period of leave, when hey
cre ready o do so.
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Pages.

In order o be sligile wil need fo:

1. Boin an slgie position:
2. Have complted 3 monihs confinuous amploymen with ths Company.

Placsa nofe that i you leave on o bafare fhe 15% of the month, you weuid nof be eigble o
receive any Monitly Incenfiv for thaf month (as i willnot be possibie fo Calcuate whelher
Vou have achieved The quaying saes orges]

The qualiying scles fargets wilinclude clfhing, accessores, shoes and perfumery scles. The
sols That i be faken o accoun! 10 ot hese forgels wl be 1ha net scles of e stoe, ne!
Iod scles of the store and SINT bosed netsales. This wil be communicaled in advance and
wilinclude VAT
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peaicin store sales or onine scle. or when e fargats have ceased fo ba relevant 1o fhe
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For example, without proper training, managers might assess and rate performance
differently to one another or may not approach issues around performance in the
same way, leading to unfair decisions being made.

Senior management and HR have a key role to moderate a consistent approac]
way managers behave and performance management is organised.

Fairness

Discussing performance can be very emotive. Many employees will feel that they are
being criticised personally and not just being assessed as workers. You should therefore
do your best to make staff feel like they have been treated fairly.

To ensure faimess, remember:

« avoid surprises. If your managers have a good rapport with staff then they should
be discussing and addressing problems and giving praise along the way. It is usually
unfair to surprise someone out of the blue. For example, concerns should be
discussed when they arise and not left until the formal end of year performance
meeting.
avoid favouritism. The system and the manager should not be seen to favour one

dividual or team over another. For example, use objective criteria to measure
people’s performance. Ensure managers communicate and build relationships with
the whole team.

avoid discrimination. The arrangements must not unfairly disadvantage staff
because of a protected characteristic. You should actively consider the diversity
of your workforce and ensure the arrangements are fair to all. For example, an
employer must make reasonable adjustments to remove any disadvantage where
an employee with a disability is disadvantaged by performance measurements.

Any arrangements must not only be fair on paper but also feel fair to your staff too.
Engage and consult with staff and their representatives

‘There are occasions where you must consult staff and their representatives (where they
exist). In regards to performance management, this is usually becaus
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working
for everyone

Quick Summary

Below is a summary of your answers. Click the bution below for a full report, including Acas's recommendations for improvement. A report will be sent to
maria_mellen@hotmail.com

Email me my report

Well Designed Work

Your total score against this lever indicates it is an area of strength

We asked You answered
In your workplace there is an effective way of measuring staf skills Slightly agree
Training people to do well in your workplace is given a high priority strongly agree

Peaple in your workplace are able to exercise some control about how and when theytodo  Strongly agree
their jobs

Peaple are encouraged to help solve problems and be innovative in the way they work strongly agree
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26/08/2021 17:19

You have been invited to the course
Being a Buddy, go to the Train
section
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Training course reminder L4
14 September 2021 19301

Details

Good afternoon team,

Just a quick email to remind you that the courses on
the Train section in our digital platform must
be completed as soon as possible and during working
hours. Please speak to any of us managers on your
next shift to ensure we allocate you some time on each
shift for you to be able to complete them. These
courses are part of your training and are compulsory
for all employees.

Should you have any issues with the app, or anything
else, let me know and | will help you solve the
problems.

Kind regards,

Maria Mellen
Deputy Store Manager
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Hi ,

Thank you for letting me know. You can borrow one of
the manager's iPads at work next time you are in, do
not worry. Just make sure you remember your log in
details.

Kind regards,

Maria

Date: {4(09[2021 19:50 (GM I+03:00)
To: Maria Mellén Jiménez

Subject: RE: Training course reminder
Hi Maria,

I'm not 100% sure of how to access this training. My
phone has broken down and while it's being fixed, | have
an old one which doesn't have much space to download
another app, is there any other way of doing this,
please? Sorry for the inconvenience.

Many thanks,
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Feedback: How to do it

* Ask questions about whatthe individual willdo next time or in the
future

~ What have you learned
~ What will you do next time
~ Where else could this help
 Make sure you get an answerat each stage before moving on
« Tell them how you feel
« Feedback on good performance is said to improve andmotivate
an individuals performance by40%

Feedback: Structure

« Facts - what happened/ wha the individual did
* Impact

+ Praise/ your feelings (if appropriate)

* What you would like themto do next time

* Example
- You made some changes to the stockroom
- That has Increased the overall replenishment by 5%
- I'm delighted. Well done
- I have told Louise about your system and she would like you to pull
together a training session on it and roll it out across the region. How
do you feel about that?

Feedback: Praise

Emphasise the individuals strengths. Research shows that praise can
drastically improve perfomance for example:
* “You have developed a great skill in XXXX. Ithas helped in.. (be

specific or give finandal benefits). I am very pleased thatyou did
this, because it meant that...”
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The Meeting:

° Introduction:
roles:

» Purpose of meeting

* Reasonable adjustments.

» Investigation Questions

* Review supporting documentation

« Note the employees response

* What is the employee’s understanding of the policies /
procedures

o Pravide the opportunity to state their case in their
defense

who is in the room and what are their

During the Meeting:

e Remain impartial
e Focus on questions to employee, not statements

e Focus on the incident & gathering as much
information as possible

e No informal discussions
e Use open ended questioning where possible
» Don't comment on any outcomes

¢ Ensure that handwritten notes are clear and
legible

Considerations during the adjournment:

+ Do you need to interview other witnesses?
 Impact on the business?

» Have you clearly established (from helding investigation
meetings with these) whether they have a case to answer also?

» Make sure you have enough information on which to proceed /
reach conclusions.
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Face to Face guidelines
for assessors

The goal of the exercise is reviewing the employee’s performance against responsibilities and skills identified for their role and identifying problems, solutions
and development areas

The conversation must be driven to make it OPEN, HONEST, MEANINGFUL and CONFIDENTIAL.

PART 1 - TIME TO PREPARE
Dedicate quality time to prepare for their review. Here you have some options on what you should look at:
+ Answer the questions included in the Face to Face document using objective statements
+ Review the Bridge to the future and prepare evidence to substantiate your judgement (maybe use some key indicators or reports?)
« Take into consideration the business plan for the function to suggest further areas of development

+ Beware of your own subjective views ~ look into hard evidence to counteract it. How are you going to discuss differences?

PART 2 - FACE TO FACE and BRIDGE TO THE FUTURE
TIME TO LISTEN. This is the core of the performance review and the one which wil set the tone for the outcome. This is the time for you to listen and ask questions which will bring
truthful and honest answers. It i advisable that you adopt a coaching approach.

TIME TO FEEDBACK. It s also time to give and take feedback. When you give it, build it constructively, work together into finding solutions and take the time to praise. Take the
opportunity o ask them for feedback about your working relationship and ways to improve it.

Always go through part 2 before you build the bridge. This part of the review will help you shape what the learning priorities are and help them shape their PDP. Remember to write
those key leaming priorities in the Summary page you have at the back of these guidelines.

PART 3 - PDP (PERSONAL DEVELOPMENT PLAN)

Agree on a date for the employee to retur this plan to you for review. Use it to set goals throughout the year.

PART 4~ THE ADMIN BITS AND YOUR TEAM PLAN
Collate the resuts of each Face to Face and have a clear picture of the current performance, possible succession plans and learing priorities for the year ahead in your team.
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 FOLLOWING HR PROCEDURES IN RELATION TO CAPABILITY AND CONDUC

K PRACTICAL EXERCISE: EXPLAINS THE PROCEDURE OF LATENESS AND ABSENCE TO ANEWEMPLOYEE

“De es havingthe necessary knowledgeto
interviews followingthe guidelines provided by the

lan, organise and hold lateness and absence

usiness
e File Notes

« Demonstrates having the necessary knowledge o iss:

«Offers support to employees undergoin
protect both employees and the busines:

formal actionsand ensures confidentiality is maintained in or
department runs smoothly

« Demonstrates having the necess
idelines provided by the Busine:

ary theareti

nowle

ge to note take during meetings, following the

RKING WITH THE MANAGEMENTTEAM

« Complet

dovers to ensure nothi

missed and the department runs smoothly

PAY

© ENSURING EMPLC

ARE PAID CORRECTLY AND THEY UNDERSTAND THEIR PAY

% PRACTICAL EXERCISE: COMPLETE THE VALIDATION PROCEDURE FOR HOURS IN DR PAPER

« Understandsand reinforces payroll procedures n regards ta employes

igning and reviewing their hours

TRAINING AND DEVELOPMENT . Related Documents.

© WELCOM| W STARTERS INTO THE BUSINESS
¥ PRACTICAL EXERCISE: GIVE A PROPER WELCOME TO A NEWEMPLOYEE:
ns the Welcome for new starters, ensuring their contract, welcome letter and other trainingmaterial
dy for their arrival and a mentor or buddy is assigned for their training period a onton their fi
y
ctive feedback as needed and makes him/herself available if necessary
. IDING TRAIN ELOPMENT Of TUN TOT AND MONI
FORMAN
« Identifies differentlearning styles and adapts their own ta theirs in order to give the most effective training

« Develops the team by working with them and providing constructive feedback as needed

« Ensures employees change between different tasks in order to keep a balance and skilled workforce

« Identifie

formance issues and learning needs, communicates with senior management team and works
with the management team in creating learning solutions/trainingplans

« Identi

< development opportunities and potential talent and informs senior management

« Has attendec. training session

e

SKILLS

*COMMUNICATE. Maintains a clear, respectful and open communication. Practices active listening and asl
questions, Remains curious. Transmitsthe rightinformation
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RE: Training confirmation

o

o 9 >
Sun 19/09/2021 05:48 PM
To: You
Hi Maria,
I hope I'm not too late. Of course | don't mind writing  statement for your course.
When became a manager and started carrying out 1215, | was extremely surprised of how much she knew and the steps to follow, especially as she had just been promoted. | sat
down on her first review to watch what she had learnt during her training with you and she structured the meeting perfectly, making it a two-way conversation, something that other more

experienced managers are not following. is always saying how structured and clear your training was.

I have seen a change in her staff's performance, they are happier, more engaged and hardly have any absences. Overall the store is performing really well, and there is a constant desire of
career development from most of our employees.

Thank you so much for all your support and hope your course goes well

Kind regards,

General Manager Store

Sent from my Galaxy
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RE: Support with reviews

. 0 9 >
Sun 19/09/2021 06:07 PM

To: You

Hi Maria,
Of course, | can write one. When | have had new starters in my department, | have required support to set the priority objectives of the new employees. Maria has always been there to
support me, not telling me what to do, but helping me to find out by myself what | believed the new member of the team should be learing fist, to make their journey not too

overwhelming,

She has taken a different approach to what | was expecting. | was surprised at first, but after a few years working together | have realised why she showed me to find the ways of looking for
the information | needed, and | am really glad she did as this has helped me with other aspects of both my professional and personal life.

Many thanks,

Manager

Sent from my Galaxy

- Original message -
From: Maria Mellén Jiménez <maria_mellen@hotmail.com>
Date: 16/09/2021 22:31 (GMT+00:00)
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Professional development - inditex.com - Google Chrome

& inditex.com/en/our-commitment-to-people/our-employees/employee-development

INDITEX ABoUT HOW WE DO BUSINESS.

e DEVELOPMENT

OUR COMMITMENTTO
peOPLE We believe in internal promotion as the

OUR EMPLOYEES best way of developing and growing our

— PROFESSIONAL employees and the company.
DEVELOPMENT

EQUALITY AND
DIVERSITY

stores,

VOLUNTEERING

OUR UL s  maln source of talent

OUR TAX CONTRIBUTION
~ nternal promotion takes

SUPPORTING
com

OUR €O
ENVIRO!

* ALMOST 2,000 PEOPLE WERE
PROMOTED DURING THE PAST





image37.tmp
Professional development - inditex.com - Google Chrome

& inditex.com/en/our-commitment-to-people/our-employees/employee-development

INDITEX HOW WE DO BUSINESS.

We

language tralning programmes which vary according to depar

everyday work inan:
new things every day

Some key figures on our employee
development:





image38.tmp
‘Our employees - inditex.com - Google Chrome:

& inditex.com/en/our-commitment-to-people/our-employees

INDITEX HOW WE DO BUSINESS.

&

SEVRTRNEY VR

Was this page helpiul?





image39.tmp
B HEEHN OO FLEXIBLE WORKING POLICY.pdf_(en_US).pdf - Foxit PhantomPDF Express B = 8 =

HOME | EDIT COMMENT VIEW FORM PROTECT  SHARE HELP a |hew x84 b o

g 2 Ssepsot | T Ofitage Q[s308% | o §2 | Edtprotect e
Unh N T G LS 0 1 = ) ) s R
T Clpboard ~ L= D Fitwidth ® ZoomIn PhantomPDE

Hond | Sdect Sclect  Typewiter Note  POF Actal For Fom  Fom  ron  BPE r puness
Text Amnotaton Son- Slrotateview | Sze T Ftvsble QL ZoomOut | rr Scmere Hankpage Clobod | DSPES Editon
Tools 200m Create Ugrade to Business

Understanding the ik . v
[E—
oursty s

e e e porencs o maioin o sechv s s bk sy
g g g e
et o o e ot P 2k £ e 22
T o P k. = P oy ke ot o e
T s i e v S

e S ehatatospeor amperee 5 e o s g,
o o e,

o 00 e st 1 oy v o copg s o el o
e s e

ey com o o ot r oy it

T P ———
foibiambdicioor ity

—
T o s v s cra o ey o

e S B

,’ﬁ e et ok g e ropoge ot e eroroe.
B g e

s i o P ey e a8 o o

=y

o

B T T pep——)
o iy i e o e et e

P e e

+ e e o . e o ot i o s e
e e e ™ -

e o St o o ottt o 0 v i 26
o e S

e reos o e e ou concons:

ey 0 a3

KRG =





image40.tmp
B HEERH OO 'AUTHORISED LEAVE POLICY.pdf.(en_US).pdf - Foxit PhantomPDF Express. B2 s @ =
HOME EDIT COMMENT | VEW | FORM PROTECT SHARE HELP a [Fnd sl d b oa
hend, |« 42 | > | EResamose [E.l‘j 1) Marquee. .‘““ [ ReteUp B B8 Ores !’\I i ® show Status Bar

Th Select - 5 previous view Brewsevien | Giape | N1 seoon | ey DCloudes | | O e

AutoScroll | Navigation
@ zoom - | B extview - vegrifer |+ 0L sten view~ Pans e O Hde StatusBar
Tools GoTo Document Views Assistant Page Display View Setting

4 3AG... (| PERFORMANCE CAPABL... PowerPoint Presentation ' SHORT TERM ABSENCE ... | LONG TERM SICKNESS ... " PAY AND WORKING HO.

Pages.

o resorsiies
oo aroty s e araert o monoe:
e L el T e o
o i o b
e e n et et Y s

e o e s S e oo

e ok v i o e 150 e o 1 50 1 (e 0 e e
T okt g vt s e ko el et
et e

2080 s i, o s s 025w oy o ek v vt
R R SR BRI R R

¢ ey, cr i 3 waing o o ey v v
St

150 s o i s ot conv, v nbmen &

s ok
Py 520 a3

QA Qo CD DR BE




image1.jpeg




image2.png




