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                                        Introduction
In this report I will be discussing the fine details on my workplace matters and the things that need to change or be implemented into my place of employment. I will now transfer a brief description about my workplace and my role with in the business.
 I work in a Catholic Junior School as a Special Needs Teaching Assistant, and have been for the past five years, with an extensive 12 years’ experience as a TA behind me. As much I do enjoy working as an employee in this school, I have come across a few issues that are concerning which are, policies, staff attendance, and appraisals. I have taken notes and evaluated these problems before bring this to my managers attention. 
Along with my evaluation, I have produced “The Fish Bone Method” so my employer can not only hear, but see the causes and the problems occurring, and what we can do to stop and prevent these issues from repeating. Firstly, we made sure that the meeting was in the right environment, with the right participants, and being prepared, to discuss only the topics I came to discuss (Boerner,Schaffner &Gebert 2012,Myers & Anderson 2008) Throughout my report it will explain that I conversed with my employer staging my awareness and concerns around the work setting. With all being said, my manager took on board and acknowledged my concerns and agreed with me regarding these problems.
I then received a positive response via email from my manager, stating that he agrees with all the matters brought to his attention and will take action in due course. Moving forward with my investigation, I will be talking about workplace polices and how workplace problems are approached and resolved in other countries.
Researching and comparing the pro’s and con’s produced by known authors, looking up different articles, and websites learning about others theories on cultural differences. And how countries are when dealing with employee’s complaints and procedures, and work lifestyle compared to the UK. 
                          
         
      Place of Employment and Discovering Problems 
I have been working at St Joseph’s Junior School for 5years now, and over the past year I have realised how short of staff we can be when employees take time out to go to appointments. When members of staff leave work early or call up (last minute) and state that they have an appointment in the morning/afternoon they seem to have the whole day off work to do so. 
When colleagues take time off work, due to illness or appointments they never provide evidence of appointments attended. This affects the staff’s rota and disrupts the work balance throughout the day. There is no harm, being an absent member of staff, but it can become a problem when taking time off becomes consistent. This will affect productivity growth and team moral.
 In this case if a member of staffs, attendance and performance at work is not sufficient and lacking standards, then it should be the manager’s responsibility to approach staff members with time keeping records. Showing employees their personal time keeping log, will give you every right as the manager to discuss their consistent absents. As employees we are given every year, a staff handbook that we have read, and sign. This is due to policies changing, and other changes implemented by management, so it’s important that we read and understand the information, rules and regulation of changes.
 When reading an article written by Kelley Zanfardino (Senior HR Adviser) she spoke mainly on employees hand book, notification procedures, and patterns of behaviour. When a noticeable pattern in an employee’s attendance is flagged up by management, it is then the manager’s duty to call a meeting with the former employee to discuss awareness of one’s attendance. When holding a meeting, it was mentioned that the staff handbook and absenteeism policy should be addressed. This is to remind the employee, of what is accepted and not accepted in the business https://www.insperity.com/blog/calling-in-sick/.
Looking more into workplace policies, I started to read a book by an author called Stephen Page he wrote a book called “7 Steps to Better Written Policies and Procedures” and he states that having a well-structured policy, will engage the workers more to read the policies instead of not taking the time out to read them. Stephen Page Also mentioned in his guild line of Policies and Procedures, that demonstrating part of the policy, will show people the seriousness and high standards of professionalism in the business setting. In this case management is not demonstrating good leadership or the practice of this schools policy. If this behaviour continues, then eventually other members of staff will begin to follow this bad practice. Another author called Michael Fullan wrote an inspirational book called “The Moral Imperative of School Leadership” he discussed about head teachers and their line of duty, and how important the role is within a school, someone that believes in change, and moral. Also people that can lead by example, make room for improvement, and can take a chance on making a difference. 
This is something that I do see with my manager, but in this case regarding attendance, and reinforcing the policy and procedure handbook to staff members is scarce. 
                                Something missing
Moving on to another problem in my report, something caught my attention in the main reception area in the school, I realised that there was no information or small signs regarding children not to bring in nuts. This is one of our main rules in the school. We have a NO NUTS policy. But a lot of parents/carers are still not aware of this. Having a no nuts sign or information up in English and in other languages, would help us to provide clear details on our food policy successfully.
On a few occasions there have been children with packets of nuts in their pack lunch box, and some other children with chocolate covered nuts or mixed fruits and nuts for their break time snack from home. Within the school we take the no nuts policy very serious, as we do have a lot of children that are severely allergic to nuts. This part of our food policy and this should be clearly stated to parents and visitors that come onto the premises. 
As staff members, it is essential that we all have an up-to-date first aid certificate, which this is monitored via the office Manager. Secondly, after recognising these flaws, I started to do some homework on food policies in other schools in the borough. The primary and secondary schools all were up-to-date on allergies and guide lines on their food regulations; however over the past few months I took a visit to a few schools in the area, and i noticed out of the seven schools visited, only two schools had a NO NUTS sign up on the front of the school’s reception area.  This to me was a bit of a shock. I then realised, that it was not just my school that was without this notification. This gave me more of a reason to bring this up to management. I then looked up some articles online (just a selective few) about foods that are band from the schools premises. One of the main products band were nuts and sugar, sugar which is part of the unhealthy food ban that is promoted in schools around the world.  https://www.bbc.co.uk/news/education-41427319. https://www.gov.uk/government/publications/school-food-standards-resources-for-schools. Following up most recent reports online, childhood allergies have increased over the years along with peanut allergies. Minority of schools have banned substances that contain nuts all together, while some schools don’t mind foods that contain them, but they are still taking precaution due to students that have anaphylaxis. https://www.allergyuk.org/information-and-advice/for-schools/useful-allergy-resources-for-schools. 
Finally the last matter, in my place of work would be staff appraisals. Since I have become a member of staff, I am yet to have an appraisal. Having an appraisal is important. This will guide you in the right path, in where you want to be, or where you need to be in your career. This gives the employer the perfect chance to have a one-to-one with you, in regards to your development and performance in the company, and also gives you the employee the chance to express your own views and opinions.
You then discuss further about your current position at the setting, and ways you could enhance yourself by mentioning that you would like to achieve more within the company. Employers should always do an annual appraisal to keep up with the staff’s performance and development. But some companies don’t bother with appraisals, as most companies do have regular meetings throughout the year about staffs developments and accomplishments. 
If you have employees that have fallen behind in their progression, it is best to communicate with that employee before any appraisals are due, so at least you can focus on work performance “Good Practice: Workplace intelligence- The five mistakes made with annual appraisals.   
                         Evaluating the Problems and Taking Action
Once I conversed with members of staff about my observations, which a lot of them gave me their personal opinion on the matter, I then started to write all my concerns down, about all the issues that have been bothering me over the months. I then made a brave approach to my manager and spoke to him regarding this. I asked my manager if I could have a meeting with him that week to discuss matters further. His response was “That’s fine Victoria, no problem at all, come into my office Friday afternoon”. As Friday approached I made sure I had my notes and Fish Bone diagram with me to demonstrate future improvements. After briefly reading a book by Juan José Blesa on someone called Dr Kaoru Ishikawa, who was the creator of the Fishbone method. 
This gave me more understanding and the knowledge on the different levels on how to start making improvements. As Dr Kaoru stated “Quality control should be applied to all companies” so reading this book really helped me on how to determine, why this is all occurring and how to resolve the errors. The Fishbone tool will hopefully help my manager to understand and to process the information given easier.   
                 Finding Solutions & Meeting with Management 
After our meeting (that lasted 30 minutes) my manager was happy enough to share with me unknown details on giving staff appraisals, and agreed to implement more on policies on display in the school building. He also mentioned and agreed that staff absence, and following procedures have become unsatisfactory over the past few months. Management also mentioned that he will be having a meeting with the school governors this month regarding staff attendance, and discussing the consequences when procedures are not met. However, in the meeting my employer explained to me, the reason why staffs (TA) appraisals are not essential. He mentioned that teacher appraisals, take place once a year, because their responsibilities are to teacher the children, so this is important. And teaching assistants are there to basically assist the teachers, on the day-to-day duties in the class room. Any problems regarding the TA’s work ethic will be reported to the Head teacher (management). So therefore, as long as teachers have their appraisals, its fine.  
Overall, TA’S having an appraisal is not essential, but it was agreed that due to recent problems with staff attendance, appraisals will be taking an effect within the next few weeks for teaching assistants. Moving onto the final part of the meeting, we then spoke about the food policy. I highlighted that, on a few occasions I have spotted a few children with nuts in their packed lunch boxes and pockets. I pitched my idea, on putting up a no nuts sign at the reception door. Having a no nuts sign on premises as a symbol, as we are such a diverse school, parents with a language barrier, will understand that this is not allowed on school premises. Surely putting my ideas into action will potentially save a child or adult that has severe allergies.
Once again my manager totally agrees with this point. Having a nut free band, on the reception wall, will defiantly help to prevent any tragic mishap. That could be avoided, by making this statement visual for the public. Having a symbolized policy, will show the public that we are professional, and we practise our policy very well. Jo Beth Jimerson, Joshua Childs “How to State and Local Policies Address Data Informed Practise”
However, other theories state differently otherwise. Some articles and organisations express that having a nut free environment for children is not realistic, why? In their words “it’s artificial” some feel that having awareness on allergies is good enough. But to band it, is frowned on. To avoid getting in a situation regarding to children’s allergies in school, making sure you follow the right procedures is in order, and having access to what is needed should be ok https://www.allergyuk.org/assets/000/001/182/Schools_FAQs_update_170717.doc_original.pdf?1500285345. There are so many different opinions on having a nut free environment in schools. I personally feel that this should defiantly apply in all schools, especially knowing that people are developing new allergies every day. Better to be safe than sorry. 
I started to do some research, on children with allergies around the world. Studies have discovered that there has been a rise in allergies in the UAE from 2016. Medical professions advise parents to be careful if their child has allergies, as it could be life threating https://gulfnews.com/uae/health/food-allergies-rising-among-uae-children-1.1830162. Looking at other countries like America, West Europe and Australia, they have the most known allergy to nuts in the world. https://www.ncbi.nlm.nih.gov/pmc/articles/PMC6021584/                    
                                 Agreement on Making Changes
Management has also said staring from the new term; he would like all members of staff to have documentation of all appointments that need be attended during working hours. This is something that I agree with 100%. It is not fair on other team members, to manage twice the work load because staff could not be bothered to come into work. There are people, which would lose their job, due to poor work performance. You’re Fired! 10 Ways to Lose Your Job and How to Avoid Them Keogh, T. The Video Librarian; Poulsbo (Sep 1, 2015)
I know in the UK (and in other countries) you have to follow, the code of practice, and give the employees two warnings before suspending them or worst case scenario losing their job. I am glad since having a meeting with my employer, that all that was discussed will be taking an effect as of next term. I came out of my meeting feeling very happy and positive. I could sense that the manager was grateful for all my concerns. This shows my manager, that I do value the school as well as my position. As a manager showing appreciation to the employees, expresses how much you value them as staff, and I believe this forms not only a bond, but yet builds trust. Saunders, Daisy. The American Salesman; Burlington Vol. 52, Iss. 6,  (Jun 2007): 28-30. 
Although, the meeting was a success, I’d be very disappointed if my concerns and solutions were not taking into consideration, having agreed all the above. I also offered a helping hand to display a few policies in the reception area that is needed.  To get some insight and inspiration, I started to read Paul Tinkler (Skills for the Workplace) handbook on team work. And he stated in his own words “Communication in a team setting shows what benefits can be gained by working well in a group with co-workers” (Page202). 
Going back to appraisals, I think it would be a good idea if we all had an annual appraisal done, that’s including my manager. But of course the Deputy Head would have to probably carry this out.  I also mentioned that maybe giving all staff members a questionnaire, about the schools future improvements needed, and ask for their input and comments regarding new staff handbook with implemented changes to come. Johnston, John. (1992). Primary Headship and the Issue of Performance Review.  
                                                 Summary 
Overall, changes will be made through out the school building. I have been requested to create a questionnaire, so I can view other staff member’s views on the changes to come, and they can also provide input of their own comments. As Paul Tinkler stated in the Student year book (Skills for the Workplace 2016) by working as a team, a lot can be achieved, just by being proactive and having dedication to the task that has been set. Therefore, having everything above board in the setting would be the best thing for our company, and staff performance in the future.

Lastly, work appraisals in my theory are best for staff’s induvial development. Sometimes, we don’t know what our strengths or weaknesses are until someone brings it to our attention. However, my manager will soon arrange staff appraisals and available training, which he feels is needed to enhance our performance at work.  

  
                                      Workplace Culture Differences
France- I started to research workplace cultural differences, and find out how different their procedure and policies, work structure, and working hours are compared to working in the UK. Firstly I look up France, and how they work their personal life around their working environment. I also discovered that there’s pretty much a non- hierarchical culture in France. However, throughout my research I found out that in France they have a law called “Right to Disconnect Law” that protects all the employees in France to not be over worked. This means that the government are against employees to be over worked by employers. They take consideration of the employee’s physical and mental health very seriously. The government promote a good work life for all, living in France. 
The typical working hours in France are 35hours a week, and for most workers they can break for up to 2hours. Everything is closed for a few hours after lunch (This is the law)https://businessculture.org/western-europe/business-culture-in-france/work-life-balance-in-france/
India- Work life in India, I found out that being late to a meeting or work is accepted, and is classes as being on time. In the UK we would call that, “luxury” we would never be on time to work. But you see, this is why I decided to do a report on workplaces around the world, because there is huge cultural difference. In India missing some of your working hours, it will have to be made up that day of work. And working as a team with your colleagues is no problem as they build a brilliant relationship in the workplace quickly, so they can work effectively. https://www.deshpee.com/blog/category/business-developement/5-differences-between-indian-work-culture-and-western-work-culture
[bookmark: _GoBack]Japan- before work in Japan, they promote exercising for 15mins each day before work/classes, and this help them to remain proactive and it helps to relieve stress.  Hierarchy level in Japan is taken very seriously. Very small interaction is made between the lower classes and the higher classes (Japan Intercultural Consulting). Once in Japan you could work up to 80 hours a week without being paid overtime. But over the few years, Japan has developed a more flexible lifestyle for their workers. This is called the Modified Work Schedule system. This requires you to work 4days a week, with no pay difference. This helps with appointments, your health, and working around family lifestyle. https://www.japantimes.co.jp/news/2019/02/12/reference/japanese-companies-warming-slowly-four-day-workweek/#.XMq4VIlKjIU. 
It has been proven that in European countries, they work less working hours than any other countries in the world. It is known that, Italy has the lowest working hours of 20 hours a week, followed by France. Surveys have shown that in the early years of 2005, European countries would work up to 60 hours a week. Studies have also evaluated this case over the years, and found that there were lots of different health issue related to this. Long working hours and health status among employees in Europe between Different Countries (article)
Analysis
Reading different books and articles, I saw the fair argument regarding employees in different countries being over worked, but in other countries some don’t work many hours at all. This is related to a working cultural difference when trying to compare employment in different countries. Labour laws around the world are all different, due to culture and who is in “power” at the time when running the country. Doing this report on all four countries showed me, how different policies and laws really are. In the UK the hierarchy level is quiet high in most companies as set standard, but in other countries the hierarchy levels are set very high. Especially in places like Japan. Only a few years ago, the labour laws changed for places like Japan, with only working 4 days a week. Surveys showed proof, number of people with health problems when working more than 60 hours a week. If things didn’t change to prevent further health damage, then there would be more health issues to come (Hours of work and health in Japan.)
However, comparing working hours, work procedures, and lifestyle it’s quite hard to compare as there will always be a cultural barrier compared to other countries. Cultural Barriers between in Migration between OECD Countries
 (pg 1077-1105). 
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                                   Appendix A

This letter of evidence is a response from my employer, stating his appreciation on my acknowledgment regarding the schools wellbeing and need for improvements.  All discussed in my report above is true. 
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                                                                                        Friday 3rd May 2019 

Meeting with Victoria Myers


I met with Victoria Myers this week to discuss some issues around her role in school and wider issues that she feels could improve the running of the school.    

We focussed on the following matters and possible changes to routines in school:  

· We discussed the importance of up to date policies and guidelines being readily available around school. We highlighted which polices are the key ones e.g. Health and Safety, Safeguarding, Accessibility, Teaching policy, Staff Handbook and where they need to be so that they are ready available. We agreed that one area to focus on was the area near the school reception and parents’ room and to ensure that all the key polices were there, were up to date and had been agreed by all the key stakeholders such as governors and parents. I asked Victoria to carry out an audit of the repletion area and to check which policies were in place. 

· Another area for discussion was the high rate of absenteeism among the support staff in school. We looked at the figures for sickness, time off for dependants and medical appointments. We agreed that procedures need to be tightened and staff should be expected to produce evidence to cover any absence e.g. appointment letters, medical certificates. We looked at the paperwork that needs to be completed both when requesting any absence from school and after a return to work. 

· The third area we looked at was a timetable for Learning Support Assistants Appraisals with myself. Victoria pointed out that this year all the teaching staff have had individual appraisals but she has not had one in her LSA role. I agreed to hold these later in the term to review the year and set targets for next year. It would also allow me to plan for future training needs. She stressed that it was important for staff in her position to have an opportunity to appraise their performance and to discuss future aims.  


I thanked her for bringing these issues to my attention and it was a very useful exercise in my review of standards in school. 

Yours sincerely,


J Alexander (Head teacher) 
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                                          Headteacher: Mr J. Alexander
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